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DEMOCRATIC PRINCIPLES 
 
STATEMENT OF INTENT 
 
Roxburgh College will ensure that it is aligned with and operates consistently with the 
principles of Australian democracy. 
 
The programs of, and teaching in Roxburgh College support and promote the principles and 
practice of Australian democracy, including a commitment to: 
 

• Elected government 
• The rule of law 
• Equal rights for all before the law 
• Freedom of religion 
• Freedom of speech and association 
• The values of openness and tolerance. 

 
Ref: Drawn from the Education and Training Reform Act 2006 

 
COMMUNICATION 
 
Roxburgh College will communicate these principles: To staff via meetings, bulletins, 
intranet and the development of meeting protocols that reflect the principles; to students 
via Junior School Council meetings & staff modelling principles and to parents/guardians via 
school council, newsletters. 
To everyone in general – by all staff members at Roxburgh College modelling the 
appropriate behaviours associated with the above principles.  
 
(Evidence provided to VRQA by the department) 

 
STRUCTURE 
 
Roxburgh College will ensure its governing structure manages its responsibilities well.  
 
The governance of Roxburgh College is structured to enable the college to develop it 
strategic direction, effectively manage its finances and fulfil its legal obligations. 
Ref: Sch.2, 15(1) School Governance 
 
The Act defines the role and responsibilities of a government school council and the 
Department of Education and Training (DET) monitors adherence to this standard by 
government schools. 
 
(Evidence provided to VRQA by the department) 

 
 
 
PROBITY 
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The Minister may make provision for the membership of government school councils. The 
eligibility of government school principals is dealt with under another part of the Act or by 
way of a Ministerial Order. 
 
(Evidence provided to VRQA by the department) 

 
PHILOSOPHY 
 
Roxburgh College’s philosophy is clearly stated in the School Strategic Plan which includes 
the vision, mission, values and objectives of the school. The Annual Implementation Plan 
explains how the school’s philosophy will be enacted. 
 
Roxburgh College’s philosophy enables the school’s leadership team make clear to current 
and prospective staff, students and parents the nature of the school. It also provides a 
foundation for the school’s strategic planning decisions and for performance reviews.  
 
Roxburgh College is clear about its philosophy and can articulate it to staff, students, 
parents, guardians and the school community. 
 
NOT FOR PROFIT   
 
(Evidence provided to VRQA by the department) 

 
ENROLMENT 
 
Student Enrolment Policy – N/A (Specialist & specific purpose schools only) 
 

• Student Enrolment Numbers (Evidence provided to VRQA by the department) 

• Register of Enrolments (Evidence provided to VRQA by the department) 

 
COMMITMENT TO THE MINIMUM STANDARDS  
 
The Education and Training Reform Act 2006 provides principles on which school education 
in Victoria is to be based. The Act requires all schools in Victoria to be registered before they 
can commence operation. All schools – whether already registered or seeking registration – 
must comply with minimum standards and other requirements specified in the Act and its 
Regulations.  
 
ROXBURGH COLLEGE WILL ENSURE THAT: 
 

1. It has processes in place which enable it to plan for and achieve improvements in student 

learning outcomes. 

 

2. Its programs and teaching are delivered in a manner that supports and promotes the principles of 

Australian democracy, including the commitments listed above. 
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3. There is ongoing assessment, monitoring and recording of each student’s performance 
and provide each student and parent with access to accurate information about the 
performance. Access to information must include at least two written reports to parents per 
year. 
 
4. All teachers employed to teach at the school must be registered with the Victorian 
Institute of Teaching or have permission to teach and comply with any conditions or 
limitations of that registration. 
 
5. The requirements of the Working with Children Act 2005 must be complied with in 
respect of the employment of all staff at a school. 
 
6. There is a framework in place for the organisation, implementation and review of the 
school’s curriculum and teaching practices and to ensure that the Learning Areas are 
addressed (see Schedule 1 of the Act).  
 
7. The school has a clearly defined enrolment policy that complies with all applicable State 
and Commonwealth law.  
 
8. A register of enrolments is maintained that contains, for each student: 

(a) Their name, age and address 
(b) The name and contact details of parents 
(c) The date of enrolment 
(d) Where appropriate, the date the student ceased to be enrolled. 

 
9. Policies and procedures exist to: 

(a) Monitor daily attendance 
(b) Identify absences from school or class 
(c) Follow up unexplained absences 
(d) Notify any parent or guardian regarding unsatisfactory attendance 
(e) Record unsatisfactory attendance information on student files 

 
10. A student attendance register will be maintained of students of compulsory school age, 
in which a student’s attendance is recorded at least twice per day and reasons for student 
absence are documented. 
 
11. Policies and procedures exist to ensure that the care, safety, and welfare of students are 
consistent with any applicable State and Commonwealth laws. Staff must be advised of their 
obligations under these laws. 
 
12. The school’s buildings, facilities and grounds comply with any laws that apply to the 
school including local laws and building, planning and occupational health and safety laws. 
 
13. The educational facilities of the school are suitable for the programs offered by the 
school and the age levels of the students. 
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14. A school governance structure enables the school to develop its 
strategic direction, manage its finances and fulfil its legal obligations. 

 

 

 



 

Submitted for review by Fernando Ianni (School Principal) on 16 December, 2020 at 05:45 PM 

Awaiting endorsement by Senior Education Improvement Leader 

Awaiting endorsement by School Council President 

 

 

Annual Implementation Plan - 2021 
Define Actions, Outcomes and Activities 
Roxburgh College (8407) 

 

 

 

 

 

Define Actions, Outcomes and Activities 
 

Goal 1 2021 Priorities Goal 

12 Month Target 1.1 1A. Learning, catch-up and extension priority - 

 

The 2021 Year 9 and 10 students achieving at or above expected growth by Term 4, based on teacher judgement, will indicate: 

 

Reading and Viewing at  

more than 62% 

 

Speaking and Listening at  

more than 52% 

 

Writing at  

more than 67% 

 

1B. Happy, active and healthy kids priority 
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The 2021 student cohort, when considering the Happy, Active and Healthy Kids priority, will indicate through the AToSS a  positive 

endorsement for:   

 

Sense of connectedness from 50% to 52% 

Student voice and agency from 49% to 50% 

 

Reduce average days absent for: 

 

All absences from 21 to 20.5 

Unapproved absences from 7.8 to 6.5 

 

1C Connected schools priority 

 

EAL funded students with 20 or more absent days from 24% to 21%  

 

School communication with parents/carer/kin from 66% to 69%  

 

 

KIS 1 
Curriculum planning and 

assessment 

Learning, catch-up and extension priority 

Actions Whole school intervention program to support all students with literacy and numeracy growth with implementation of key strategies 

aligned to agreed systems for the collection and analysis of evidence. 

 

Outcomes Students will: 

-engage with their teachers and allocated tutors to experience literacy and or numeracy learning 

-gain an understanding of language features across all learning Domains 

-become proficient in pre-reading and post reading strategies 

-demonstrate improvement in the use of language and mathematics across Domains  

-use assessment rubrics 

-monitor the progress and reflect on their learning goals and growth 
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Teachers will: 

-collaborate with their peers in PLC teams, 

-work closely with tutors to set students' individual learning goals  

-engage the students in regular reading practice and text analysis identifying use of specific genre context 

-deliver agreed essential lessons  

-use assessment rubrics to scaffold learning for each teaching cycle 

-engage in moderation, as well as give and receive regular feedback, to students and peers to build collective capacity 

 

Leaders will: 

-provide training opportunities, coaching/mentoring through targeted PD for staff to teach the language demands of Domains  

-staff and implement system structures to coordinate and monitor an effective tutoring program   

-ensure the teaching and learning cycle integrates the tutoring program to ensure collective capture of students' evidence of growth.   

-monitor the progress of the agreed Action Plan, including the Tutoring program and lead PLC teams to analyse data and reflection 

on progress offered by teachers and students  

-use the inquiry cycle to measure impact on student outcomes, including examining student data and subsequent actions  

-support through coaching teachers and tutors to ensure consistency of methodology  

Success Indicators -Staff, student or parent surveys  

-Documented Tutoring program and related assessment matrices  

-Feedback from Classroom Observations, Learning Walks/Instructional Rounds to monitor and evaluate practice alignment of the 

tutoring program 

-Reflection and feedback from students and parents through focussed groups and surveys  

-Use of EDAPT platform to capture and examine growth data of the tutoring interventions 

-Collaboration and communication with tutors using the GROWTH coaching model to ensure consistent application of program 

methodology   

-Level of tutors’ involvement in PLCs teams as evidence via the College team drive and meeting participation levels, as well as its 

demonstration of use of agreed improvement strategies in the classroom  

-Evaluation of the in-school implementation of tutoring program and its alignment to MYLNS interventions 

-Evidence of the development of a professional learning plan to support tutors and build capacity to deliver effective interventions 

-Tutors In Class – Tutors Operating Collaboratively (TIC-TOC) 

 

Activities and Milestones Who Is this a PL 

Priority 

When Budget 
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Establish, implement, monitor and evaluate a year 7 to 10 tutorial 

program, with its alignment to MYLN  
 Assistant Principal 

 KLA Leader 
 Learning Specialist(s) 
 Principal 
 School Improvement Team 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$669,000.00 

 
 Equity funding will 

be used 

Staff, student and parent surveys and feedback from classroom 

observations, learning walks/instructional rounds  
 All Staff 

 Assistant Principal 
 Principal 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$2,000.00 

 
 Equity funding will 

be used 

Use EDAPT platform to capture and examine growth data of the 

tutoring interventions 
 All Staff 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$8,000.00 

 
 Equity funding will 

be used 

Collaboration and communication with tutors using the GROWTH 

coaching model to ensure consistent application of program 

methodology   

 

 

 KLA Leader 

 Leadership Partners (DSSI) 
 Learning Specialist(s) 
 Literacy Improvement Teacher 
 Numeracy Leader 
 PLC Leaders 
 School Improvement Team 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 2 

$5,000.00 

 
 Equity funding will 

be used 

Development of a professional learning plan to support tutors and 

build capacity to deliver effective interventions 

 

 Assistant Principal 

 KLA Leader 
 Learning Specialist(s) 
 Principal 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 2 

$1,500.00 

 
 Equity funding will 

be used 

KIS 2 Happy, active and healthy kids priority 
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Health and wellbeing 

Actions Strengthen student engagement processes by involving students and staff in professional learning on trauma informed practices, 

including Restorative Justice practice and School Wide Positive Behaviour approaches to improve student-teacher relationships and 

school attendance. 

Outcomes Students will: 

-participate in Positive School Climate (PSC) workshop and coached in restorative practice conversations  

-develop an understanding of language that aligns with our PSC intent  

-improve their level of participation and engagement in governance and creation of agreed actions 

-actively participate in mentoring and coaching and development of peer support skills 

-engage in reflection and action planning around their school attendance and participation data 

-provide feedback to the 'Change Maker' team and contribute to our Student Attendance and Engagement policy implementation 

-use their Berry Street diary to record personal growth, defined through their regular reflection  

 

Teachers will: 

-engage in key professional learning, on trauma informed practice and restorative practice,  and  advance the implementation of 

School-wide Positive Behaviour practice language, supporting a PSC  

-use student feedback surveys to measure PSC with their classes and guide the growth continuum in positive school engagement 

and attendance 

-ensure students regularly complete reflection statements to map student positive opinion in the teaching and learning environment 

-embrace the value of student agency and maximise student engagement in their teaching and learning 

-use the EDAPT tool to record evidence of impact, specifically growth, as part of their PDP 

 

Leaders will: 

-facilitate targeted professional development for staff 

-facilitate and support a cycle of student learning walks and PSC focus group discussions 

-review student reflections, identifying shortfalls in program development to realign focus on advancement of PSC and develop and 

discuss expectations and culture with staff   

-monitor the progress of student agency and the effective outcomes of students’ engagement and attendance strategies 

-activate and promote greater student participation in school governance   

 

Success Indicators -Student surveys, including PIVOT surveys  

-Feedback from Learning Walks. 

-Reflection and feedback from students through focus groups   
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-Regular review of Berry Street diary and the inclusion of a student reflection  

-Student engagement and school attendance levels  

-Student participation in: school council, change makers, teach-the-teacher, learning walks, focus groups and selection panels 

 

Activities and Milestones Who Is this a PL 

Priority 

When Budget 

Student surveys, including PIVOT surveys, and feedback from 

students through focus groups and learning walks  
 Assistant Principal 

 KLA Leader 
 Learning Specialist(s) 
 Principal 
 School Improvement Team 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$5,000.00 

 
 Equity funding will 

be used 

Use of the Berry Street diary and regular student  reflections to 

engage students and improve student participation levels  

 

 All Staff 

 Learning Specialist(s) 
 Student Leadership Coordinator 
 Wellbeing Team  

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$25,000.00 

 
 Equity funding will 

be used 

KIS 3 
Building communities 

Connected schools priority 

Actions Develop opportunities of student agency to engage in a narrative that supports a culture of improved engagement to maximize 

student connection to learning, creating a calmer and safer learning environment, resulting in regular attendance. 

Outcomes Students will: 

-analyse their class attendance data and, within their reflection, define future engagement goals  

-engage in more effective and consistent use of ICT, contributing to our broadening communication platforms  

-modal communal responsibility and actively action a calmer, safer school environment 

-participate in opportunities to contribute to the learning journey of self and others focussed on improvement and connectedness  

Teachers will: 
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-assist students to analyse class attendance data and establish modal engagement goals in each class 

-engage in key professional learning of the EDAPT tool to set growth target for students  

-use the Berry Street diary, which tables strategies to action a calmer safe school environment 

-ensure students provide regular feedback to ensure understanding of behaviours that contribute to a PSC underpinned by 

communal responsibility 

-embrace the value of student agency and maximise student engagement in their teaching and learning 

 

Leaders will: 

-facilitate targeted professional development for staff 

-support regular feedback from parents/carers/kin, students and staff, using a variety of communication platforms, to create 

connectedness and understanding of the learning journey 

-monitor the teams and support their delivery of a consistent approach to positive school behaviour strategies.  

-activate and promote greater cultural development that explores establishing rituals that have a positive impact on school inclusion 

and school pride   

-review teachers PDP to ensure 'line of sight' of set goals and evidence related student engagement, school attendance and PSC 

 

Success Indicators -Student surveys, including PIVOT surveys, indicate higher level of student satisfaction and engagement    

-Feedback from key professional development activities to promote a calmer, safer environment 

-Reflection and feedback from parents/carers/kin and students through focus groups   

-Student agency and school attendance levels as a measure of inclusion and connectedness to support PSC   

-Higher number of student reflections as part of the continuous student academic report process  

- Increase in the number of students and staff using devices to enhance communication and learning  

 

Activities and Milestones Who Is this a PL 

Priority 

When Budget 

Key professional development activities that promote a calmer, 

safer environment 

 

 

 All Staff 

 Learning Specialist(s) 
 Numeracy Improvement Teacher 
 School Improvement Team 
 Wellbeing Team  
 Year Level Co-ordinator(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$35,000.00 

 
 Equity funding will 

be used 
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Higher number of student reflections as part of the continuous 

student academic report process  

 

 Assistant Principal 

 Literacy Improvement Teacher 
 PLC Leaders 
 Student Leadership Coordinator 
 Year Level Co-ordinator(s) 

 

 PLP 

Priority 

from: 

Term 2 
to: 

Term 4 

$5,000.00 

 
 Equity funding will 

be used 

The number of students and staff using devices to enhance 

communication and learning  
 All Staff 

 Assistant Principal 
 Learning Specialist(s) 
 Principal 
 School Improvement Team 
 STEM Coordinator 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$30,000.00 

 
 Equity funding will 

be used 

Goal 2 To challenge all students to achieve improved learning growth and outcomes in literacy. 

12 Month Target 2.1 The 2021 Year 9 cohort NAPLAN testing data will indicate an improvement in our NAPLAN  top two bands for Reading to 7%. 

 

The 2021 Year 9 cohort NAPLAN testing data will indicate an improvement in our NAPLAN top two bands 9 for Writing to 6%. 

12 Month Target 2.2 The 2021 Year 9 cohort NAPLAN testing data will indicate a reduction in our NAPLAN bands 5 and 6 for Reading to 52%.  

 

The 2021 Year 9 cohort NAPLAN testing data will indicate a reduction in our NAPLAN bands 5 and 6 for Writing to 52% 

12 Month Target 2.3 The 2021 Year 7 to 9 cohort NAPLAN testing data will indicate improvement in the percentage achieving high and medium relative 

growth in Reading from 67% to 69%. 

 

The 2021 Year 7 to 9 cohort NAPLAN testing data will indicate improvement in the percentage achieving high and medium relative 

growth in Writing from 71% to 71.5%. 

12 Month Target 2.4 By the end of 2021 we will have improved the VCE English median score from 25 to 26.  

KIS 1 Document and embed a holistic curriculum, pedagogy and assessment.  
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Curriculum planning and 

assessment 

Actions Continue to develop teacher capacity and understanding of Language and Literacy for Learning strategies and support staff  in 

consistently and explicitly using these strategies in teaching language features in each Domain.    

 

Continue to develop teacher capacity and understanding to support students with an EAL background through planning for effective, 

targeted, differentiated teaching across all Domains. 

 

Continue to develop teacher knowledge and capacity in using and adapting the Victorian Literacy Teaching Toolkit 7-10 . 

 

Continue to develop teacher knowledge and capacity, through collaborative planning and assessment practices, in PLC teams 

across all Learning Domains to improve our students' use of the Register Continuum and knowledge of language application in 

writing. 

 

Continue to develop and document quality resources for teachers to use as a sequential system of language learning through: 

structured lesson delivery linked to agreed rubric, which allow for student reflection and self assessment across all Domains. 

 

Implement the Middle Years Literacy and Numeracy Support (MYLNS) initiative through the engagement of prioritised students in 

structured intervention 

 

Develop staff capabilities to identify student learning needs and develop differentiated literacy and numeracy learning activities 

 

 

Outcomes Students will: 

-use explicit literacy learning and produce model texts, including text types applicable for each Domain 

-gain an understanding of the Register Continuum and knowledge of language features across all learning Domains 

-become proficient in pre-reading and post reading strategies 

-improve their ability to follow a cycle of: deconstruction, co-construction and independently construction of text  

-demonstrate improved use of language in their writing f across the language register continuum 

-develop habit and skill to self assess using assessment rubrics 

-Monitor the progress towards their own learning goals 

-Explain and apply literacy strategies regularly 

Teachers will: 

-write model texts in collaboration using the language features and structures that students need to know  
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-explicitly teach the language register continuum 

-engage the students in regular reading practice and text analysis using model text 

-deliver agreed essential lessons consistently 

-use assessment rubrics to scaffold language learning for each teaching cycle 

-include evidence of impact as part of their PDP and seek support from Learning Specialists  

-engage in moderation and regular feedback to students and peers to build capacity 

 

Leaders will: 

-provide training opportunities, coaching/mentoring through targeted PD for staff to teach the language demands of Domains  

-implement our Pedagogical Model and the VTLM, to link our school wide Language development  

-ensure a teaching and learning cycle to maximise staff collaboration opportuities for planning, moderation and student data analysis  

-monitor the progress of the Literacy Action Plan and lead PLC teams to develop and refine model texts, which identify with precision 

the language features and skills students need to improve their writing  

-use the inquiry cycle in all Domains to measure impact on student outcomes including analysing student data and subsequent 

actions  

-coaching in metalanguage use  

 

Success Indicators  

 

-Staff, student or parent surveys  

-Documented Teaching and Learning programs, Assessment Rubrics, Curriculum Maps (audit for literacy skills across all Domains) 

-Feedback from Classroom Observations, Learning Walks/Instructional Rounds and video clips of practice to demonstrate alignment 

with the practice principles 

-Reflection and feedback from students and parents through focussed groups and surveys  

-Assessment plans and schedules, use of EDAPT and Learning Logs 

-Collaboration and communication using the GROWTH coaching model to enhance explicit conversations.  

-Video clips of team teaching, co-constructed resources, common assessment tasks, meeting logs and community engagement 

notes  

-Level of activity in PLCs, as evidence via the College team drive and meeting participation levels as well as its demonstration of use 

of agreed improvement strategies in the classroom  

-Evaluation of the in-school implementation of MYLNS intervention 

-Evidence of participate in and contribute to the area-based MYLNS Network Sessions 

-Evidence of the development of  a professional learning plan and capability building strategy for the whole-school literacy approach 
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Activities and Milestones Who Is this a PL 

Priority 

When Budget 

Facilitate regular, appropriate classroom observations, and student 

focus group discussions, to capture student feedback data on 

Language and Literacy for Learning implementation, as guided by 

our Learning Specialists, Instructional Leaders and Domain 

Leaders.  

 Curriculum Co-ordinator (s) 

 Learning Specialist(s) 
 Literacy Leader 
 PLC Leaders 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$20,000.00 

 
 Equity funding will 

be used 

Participation in the PLCs and providing time opportunity for 

Leaders, including Learning Specialists to engage in the GROWTH 

Coaching Model, so that they can effectively support teachers to 

improve the consistency of their pedagogical practice in lesson 

planning, rubric development and Language and Literacy for 

Learning application. 

 Assistant Principal 

 KLA Leader 
 Learning Specialist(s) 
 PLC Leaders 
 Principal 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$180,000.00 

 
 Equity funding will 

be used 

Continue to delivery of intervention programs in relation to 

language and speech through our 3.0 EFT Speech Pathology 

team. 

 Allied Health 

 Curriculum Co-ordinator (s) 
 Learning Specialist(s) 
 Student Wellbeing Co-ordinator 
 Wellbeing Team  

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$300,000.00 

 
 Equity funding will 

be used 

Continue to deliver Language and Literacy for Learning training, as 

well as How Language Works module training to support  explicit 

teaching of language structures, including modal texts,  that 

students need to know to improve their language skill and in 

particular, their writing and reading skills through the application of 

agreed essential lessons.  

 Assistant Principal 

 Learning Specialist(s) 
 Literacy Improvement Teacher 
 Literacy Network Teacher 
 Literacy Support 
 PLT Leaders 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$145,000.00 

 
 Equity funding will 

be used 
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 Sub School Leader/s 

 

Continue to collaboratively develop model text and assessment 

rubrics, to scaffold language learning and thinking strategies, 

developing portfolio assessment tasks, moderated across all 

learning domains, which challenge and include explicit attention to 

developing essential lessons, across the language register 

continuum, to build consistency in growth patterns. 

 All Staff 

 KLA Leader 
 Learning Specialist(s) 
 Literacy Improvement Teacher 
 Literacy Leader 
 PLC Leaders 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$145,000.00 

 
 Equity funding will 

be used 

Continue to embed an Instructional Model that includes teacher 

knowledge of Language across all year levels and Learning 

Domains, delivering explicit attention to what must be covered each 

lesson, each week and each learning cycle.  

 Assistant Principal 

 KLA Leader 
 Literacy Improvement Teacher 
 PLC Leaders 
 School Improvement Team 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$260,000.00 

 
 Equity funding will 

be used 

Continuous monitoring of student progress in their language 

acquisition. 
 Assistant Principal 

 Leadership Partners (DSSI) 
 Learning Specialist(s) 
 Literacy Improvement Teacher 
 School Improvement Team 
 Staff Development Coordinator 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$150,000.00 

 
 Equity funding will 

be used 

Delivery and further development of the Essential Intervention 

lessons for all our Year 7, 8, 9 and 10 students. 
 Curriculum Co-ordinator (s) 

 Education Support 
 KLA Leader 
 Learning Specialist(s) 
 Literacy Improvement Teacher 
 PLC Leaders 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$15,000.00 

 
 Equity funding will 

be used 
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Actively use our remodelled learning hubs to progress culture of 

high expectations and provide extension programs including: 

Homework Club, EAL Tutoring, Mentoring/Coaching, Redemption, 

High Achievers Club and Revision Lectures, for improved student 

learning outcomes. 

 All Staff 

 KLA Leader 
 School Improvement Team 
 Student Leadership Coordinator 
 Student(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$160,000.00 

 
 Equity funding will 

be used 

Deliver our Middle Years Literacy intervention program to catch 

students up with their literacy skills including -Developing  staff 

capabilities to identify student learning needs and develop 

differentiated literacy and numeracy learning activities 

 Assistant Principal 

 KLA Leader 
 Learning Specialist(s) 
 Literacy Leader 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$300,000.00 

 
 Equity funding will 

be used 

Goal 3 To challenge all students to achieve improved learning growth and outcomes in numeracy. 

12 Month Target 3.1 The 2021 Year 9 cohort NAPLAN testing data will indicate improvement in the percentage of students in the top two NAPLAN bands 

for numeracy from 4% to 5%.  

 

The 2021 Year 7 to 9 cohort NAPLAN testing data will indicate improvement in the numeracy relative high and medium growth from 

57% to 64% 

 

12 Month Target 3.2 By the end of 2021 we will have improved the VCE Further Mathematics median score from 28.7 to 28.8. 

12 Month Target 3.3 By the end of 2021 we will have improved the percentage of positive responses on the School Staff Survey – School Climate module 

for the following factors: 

 

•academic emphasis from 29% to 36% 

 

•teacher collaboration from 43% to 52% 

 

•guaranteed and viable curriculum from 56% to 61% 
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KIS 1 
Building practice excellence 

Build teacher capability to engage students through embedding the Department of Education and Training numeracy strategy (BPE 

& CPA)) 

Actions Develop teacher capacity and understanding to implement our Numeracy Action Plan and maximise use of the Victorian Numeracy 

Tool Kit.  

 

Develop teacher capacity and understanding to analyse and use student data to plan for effective, differentiated teaching in 

Mathematics in particular deliver the agreed essential lessons. 

 

Develop teacher knowledge and capacity to plan for effective teaching strategies to maximise students' learning growth through 

agreed consistent delivery of structured, formative and summative assessments to track growth in the attainment of proficiencies.  

 

Develop teacher knowledge and capacity, through collaborative planning and assessment practices, in the Mathematics PLC teams, 

which offer focus on improving student engagement and success in Mathematics and the construction and delivery of model lessons. 

 

Develop a love for Mathematics learning through increased Student Agency and an applied approach to learning. 

 

Develop teacher capacity through our involvement in the Numeracy project supported through key collaborations facilitated by the 

Student Achievement Manager and Peer experts.  

 

Continue to develop a sound understanding, and consistent use of our Instructional Model, to embed knowledge of the Mathematics 

proficiencies and how they are applied by students across 7-12. 

Outcomes Students will: 

-experience and engage in explicit Mathematics learning including applied learning activities 

-gain an understanding of the Language and Literacy of Mathematics  

-improve their knowledge of Fluency, Reasoning and Problem Solving  

-improve use of basic number fluency  

-improve their ability to tackle a mathematics problems through considering: what is given; what is needed; and what is required to 

be solved  

-demonstrate improved use of language in Mathematics across the Register Continuum and use of transitivity to improve 

understanding of worded mathematics.  

-develop habit and skill to self assess using agreed rubrics 

-improve students' mental arithmetic and ability to estimate 

 

Teachers will: 
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-explicitly teach strategies to engage students in Fluency, Reasoning and Problem Solving 

-explicitly teach the Language of Mathematics throughout the Learning Cycle 

-engage the students in regular problem solving, including estimation and mental arithmetic  

-develop and deliver agreed essential numeracy lessons that contain examples of NAPLAN questions 

-use assessment rubrics to scaffold Mathematics Language learning for each teaching cycle 

-engage in moderation of student work and provide regular feedback to students and peers  

-include evidence of impact as part of their PDP 

 

Leaders will: 

-facilitate targeted professional development based on Numeracy demands across all Domains  

-facilitate and support the VTLM to insure best practice language teaching 

-facilitate a teaching phase that maximises staff collaboration, lesson planning, moderation, student data analysis and peer review  

-evaluate and monitor the progress of the Numeracy Action Plan and respond and celebrate findings  

-ensure that numeracy proficiencies within the Victorian Curriculum are addressed at all levels of planning 

-ensure the use of the inquiry cycle in all Domains to measure impact on student outcomes  

-use GROWTH coaching to build capacity and reflect on practice in the classroom. 

 

Success Indicators -Staff, student and parent surveys including PIVOT survey  

-Documented Teaching and Learning programs, Assessment Rubrics, Curriculum Maps 

-Implement finding and recommendations from our Numeracy audit across all Domains 

-Feedback from Classroom observations, Learning Walks and Instructional Rounds, including video clips of practice to demonstrate 

alignment with the practice principles 

-Reflection and feedback from students and parents through focussed groups and surveys  

-Regular Assessment plans and schedules, use of EDAPT tool and Learning Logs 

-Collaboration and communication using the GROWTH coaching model to enhance explicit conversations.  

-Video clips of team teaching, co-constructed resources, common assessment tasks, meeting logs and community engagement 

notes  

-Level of activity in PLCs, as evidence via the College team drive and meeting participation levels as well as its demonstration of use 

of agreed improvement strategies in the classroom  

-Implementation of MYLNS intervention 

-Evidence of participate in and contribute to the area-based MYLNS Network Sessions 

-Evidence of the development of  a professional learning plan and capability building strategy for the whole-school literacy and 

numeracy approach 

-Evidence of the establishment of  a structure that will facilitate literacy intervention for prioritised Year 8 and Year 10 students 
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Activities and Milestones Who Is this a PL 

Priority 

When Budget 

Learning Leaders  in the Mathematics area at both Middle and 

Senior Level will facilitate and lead Mathematics and Numeracy 

embedding explicit numeracy strategies across all learning 

domains. 

 All Staff 

 Assistant Principal 
 Learning Specialist(s) 
 Numeracy Leader 
 PLC Leaders 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$130,000.00 

 
 Equity funding will 

be used 

Enhance participation in the Mathematics PLCs, continuing to 

follow a structure across the school, and providing time release for 

Mathematics Leaders and Learning Specialist to develop resources 

and programs that maximise improvement in mathematics 

teaching.  This will be supported with the new provision of external 

consultants. 

 KLA Leader 

 Learning Specialist(s) 
 Numeracy Leader 
 Numeracy Network Teacher 
 PLC Leaders 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$125,000.00 

 
 Equity funding will 

be used 

Delivery intervention programs (MYLN) and essential lessons, in 

relation to numeracy skills through the allocation of a Learning 

Specialist and an increase in the available resources for applied 

learning opportunities. This includes  access to Mathletics and 

Edrolo. 

 Assistant Principal 

 Education Support 
 KLA Leader 
 Learning Specialist(s) 
 Student(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$135,000.00 

 
 Equity funding will 

be used 

Provision for extra staff to support differentiated mathematics 

learning in the classroom i.e. 3 teachers covering 2 classes at 

years 7 to 10. 

The introduction of GROWTH coaching to improve capacity and 

consistency in the teaching of mathematics. 

 Assistant Principal 

 KLA Leader 
 Numeracy Improvement Teacher 
 Numeracy Leader 
 PLC Leaders 
 Principal 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$265,000.00 

 
 Equity funding will 

be used 
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Further development of the STEM and introduction of a second 

STEM classroom and additional physical resources. Further 

attention will be given to increased participation of girls in science, 

technology, engineering and mathematics. 

 Assistant Principal 

 KLA Leader 
 Leading Teacher(s) 
 Principal 
 STEM Coordinator 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$65,000.00 

 
 Equity funding will 

be used 

Embed an Instructional Model that includes teacher knowledge of 

Numeracy across all year levels and Learning Domains, delivering 

explicit attention to what must be covered each lesson, each week 

and each learning cycle. Implement formative and summative 

assessment processes to continually measure student growth at all 

level. Expand the introduction of Continuous Reporting to include 

years 7,8 & 9. 

 Assistant Principal 

 KLA Leader 
 Numeracy Leader 
 PLC Leaders 
 Student(s) 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$45,000.00 

 
 Equity funding will 

be used 

Implement and monitor the Numeracy Action Plan reflective of DET 

Numeracy Strategies and evaluate and monitor through student 

feedback.  

 Assistant Principal 

 KLA Leader 
 Learning Specialist(s) 
 Numeracy Improvement Teacher 
 Student(s) 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$25,000.00 

 
 Equity funding will 

be used 

Actively use the junior, middle and senior school open learning 

facilities to promote a culture of high expectations and provide 

extension programs including: Homework Club for Numeracy 

Tutoring. 

 Assistant Principal 

 Education Support 
 KLA Leader 
 Learning Specialist(s) 
 Principal 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$95,000.00 

 
 Equity funding will 

be used 

KIS 2 Action Plan to accelerate improvement 
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Evidence-based high-impact 

teaching strategies 

Actions Explicitly teach the literacy and language demands, including academic vocabulary, in mathematics diagnostic tests such as 

NAPLAN, Pat M  as well as accessing the diagnostic tests available through the Digital Assessment Library. 

 

Consistently implement a structured approach to teaching mathematics, as piloted at Year 9, supported by a power point template, 

across Year 7 and Year 8 

 

Build teacher skill in data literacy and use EDAPT to inform their planning and teaching of differentiated activities. 

 

Explicit focus on high expectations for students including accountability for completion and quality of in-class learning.  

 

Develop a love for Mathematics learning through increased Student Agency and an applied approach to learning mathematics. 

 

Professionally develop the Year 7-9 PLC teams to build their confidence and understanding to effectively and consistently implement 

the Roxburgh College mathematics pedagogical model. 

Outcomes Students will:   

-improve their use of mathematical language 

-adopt or make use of taught strategies (L4L & Transitivity) to unpack worded questions 

-record the procedures for mathematical processes in their summary books for future use 

-self-assess using Assessment Rubrics  

-increase their stamina in effective use of class time (duration of participation) 

-follow consistent learning routines and classroom practices 

-improve their curriculum competency 

-self-report and provide feedback to the teacher about their learning 

 

Teachers will: 

• have high expectations for all learners 

• use the power points for all lessons  

• follow consistent classroom routines, including regular use of summary books; application of agreed Assessment Rubrics; 

and the Prove It book 

• include seek feedback from students and respond accordingly  

• collaborate and review Prove It booklets during PLC time and provide feedback to other year 9 teachers  

• respond to the data from the Prove It booklets, building this information into the learning logs 
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• create opportunities for all students to be extended 

• ensure that all learners are welcomed into the classroom and given the opportunity to learn 

 

Leaders will: 

• oversee the collection of data relating to attitude, skills and knowledge  

• collect Prove It books once a week and collate a sample of data into a google document to model to teachers 

• assist with collection of summative data including IT support 

• analyse essential assessment data and ensure that the activities in the power points cater to all learners including 

continuation of group work and hands on learning 

• provide classroom support to teachers in the form of extra teachers at least one period per week per teacher 

 

Success Indicators 2020 Success Indicators 

• Student growth data improves on PAT-M by the end of 2020, movement in the average band by 0.5. 

• Essential Assessment data assessed once per term will show a positive trend. 

• PLC team meets weekly and agenda reflects a monitoring process for students in the Numeracy project. 

• Teachers consistently implementing the agreed common lesson plan structure is validated through observations and student 

feedback. 

• High, Medium, Low student growth over the year, from each of the Year 9 classes. Track using exit ticket data tabulated at 

the end of each teaching phase (every 5 weeks). 

• Monitor results using interim reports; look at GPAs outcomes in particular ‘use of class time’ and ‘assessment score’. 

• Observational data - checklist of the various aspects of the pedagogical model.  

• Student agency data gathered through one to one and group interviews/questioning (conducted at least once a term).  

• Support interventions in the classroom, including data gathering, and collect formative feedback from students (Prove It 

booklets) 

• HML student growth samples scanned onto Google Docs every fortnight with the Project team analyzing growth, trends and 

general Project progress. 

• Following a moderation process, the Student Learning log data will reflect the selected representative samples.  

 

Activities and Milestones Who Is this a PL 

Priority 

When Budget 

Continue to build teacher capacity to effectively use diagnostic 

tests to inform lesson planning and delivery. 
 Assistant Principal 

 Curriculum Co-Ordinator (s) 
 PLP 

Priority 

from: 

Term 1 

$100,000.00 
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 KLA Leader 
 Numeracy Improvement Teacher 
 Numeracy Leader 
 PLC Leaders 
 Principal 
 Teacher(s) 

 

to: 

Term 4 
 Equity funding will 

be used 

Leadership team and region staff to meet and evaluate and plan on 

a regular basis. 
 Assistant Principal 

 Curriculum Co-Ordinator (s) 
 Learning Specialist(s) 
 Numeracy Improvement Teacher 
 PLC Leaders 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$35,000.00 

 
 Equity funding will 

be used 

Build teacher capacity to deliver lessons that include the teaching 

of the literacy and language demands within the Victorian 

Curriculum. 

 

 Literacy Leader 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$245,000.00 

 
 Equity funding will 

be used 

Development of assessment tools to support learning - rubrics and 

formative assessment tools, including Google Forms. 

 

 Assistant Principal 

 KLA Leader 
 Numeracy Improvement Teacher 
 Numeracy Leader 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$25,000.00 

 
 Equity funding will 

be used 

Implementation of the gradual release model. 

 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$20,000.00 

 
 Equity funding will 

be used 

Classroom observations and learning walks. 

 
 Assistant Principal 

 KLA Leader 
 PLP 

Priority 

from: 

Term 1 

$35,000.00 
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 Numeracy Improvement Teacher 
 PLC Leaders 
 Principal 
 Teacher(s) 

 

to: 

Term 4 
 Equity funding will 

be used 

Explicit teaching of knowledge, skills and attitudes.  Assistant Principal 

 Principal 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$250,000.00 

 
 Equity funding will 

be used 

PLC meetings using an inquiry approach and focuses on student 

data. 
 Assistant Principal 

 KLA Leader 
 PLC Leaders 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$90,000.00 

 
 Equity funding will 

be used 

Implementation of lessons structures that allow for student 

feedback and reflection. 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$5,000.00 

 
 Equity funding will 

be used 

Lesson structure to include open ended tasks and problem-solving 

activities that ‘hook’ learning mathematics skills and knowledge.   
 Assistant Principal 

 Numeracy Leader 
 PLC Leaders 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$50,000.00 

 
 Equity funding will 

be used 

Ensure a specific focus on worded questions. 

 
 Assistant Principal 

 Literacy Leader 
 Numeracy Leader 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$4,000.00 

 
 Equity funding will 

be used 
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SEIL and Student Achievement Manager and Curriculum AP 

conduct observations of exhibition lessons to inform practice 
 Assistant Principal 

 KLA Leader 
 Learning Specialist(s) 
 Numeracy Leader 
 School Improvement Team 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$4,000.00 

 
 Equity funding will 

be used 

Goal 4 To engage, connect and attach students to their learning journey from Years 7-12. 

12 Month Target 4.1 By the end of 2021 improve the percentage of positive responses to the Attitudes to School Survey for the following factors:  

 

•Sense of connectedness from 50 to 52 

 

•Stimulated learning from 50 to 51 

 

•Student voice and agency from 49 to 50  

 

•Self-regulation and goal setting from 66 to 68 

 

•Teacher concern from 45 to 46 

 

12 Month Target 4.2 By 2021 improve attendance average days absent per student, Years 7-12, from 21 days to 20.5 days 

 

By 2021 decrease the percentage of students with 20 or more absent days from 40% to 39%. 

 

12 Month Target 4.3 By 2021 maintain the percentage of students satisfactorily completing a VET UOC at 96%. 

 

12 Month Target 4.4 By 2021 improve the percentage of students completing a School-based  apprenticeship/traineeship (SBAT) or Head Start from 6% 

to 7%. 

 

KIS 1 Embed a culture of regular school attendance that strengthens student outcomes. (SEPI) 
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Setting expectations and promoting 

inclusion 

Actions Further strengthen Student Voice and Student Agency to inform the Teaching and Learning cycle.  

 

Empower students through the Change Makers program to activate student agency to improve attendance 

. 

Ensure student participation and contribution in all key College events and processes including Curriculum Days, School Council, 

Staff Selection Panels and PLCs   

 

Adopt a cycle within our meeting schedule that address student feedback data. 

 

Analyse cohort data to monitor student, attendance, engagement and empowerment using EDAPT 

 

Use newly created 'Nudge Letters' created from Power BI data to inform parents and students of attendance issues to create 

Attendance Support Plans. 

 

Develop opportunities for students, including hearing and voicing the narrative of the importance of attendance to support a culture of 

improved engagement and learning for all students. 

 

Review and analyse surveys for all students, with continuing focus on a calmer and safer learning environment that promotes regular 

school attendance. 

 

Strengthen student engagement processes by involving students and staff in key professional development activities, including 

revisiting the Berry Street Education Model, Restorative Justice practices and Positive School Climate approaches to improve 

student-teacher relationships and school attendance. 

 

Consistent application of our Pedagogical Model to ensure the delivery of an engaging & inclusive curriculum 

 

Consolidate a school wide Career Education Program (CEP) 

 

Continue to improve student's data literacy and reflection to understand the impact of regular attendance on student success 

outcomes 
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Outcomes Students will: 

-participate in various forms of feedback to teachers, including a cycle of feedback surveys  

-engage in learning walks and focus groups on attendance and levels of engagement 

-gain an understanding in the language of feedback using the GROWTH coaching model 

-improve their level of participation and engagement  

-actively participate in CEPs sessions, including taster programs 

-engage in reflection and action planning around their school attendance and participation data 

-provide feedback to the 'Change Maker' team and contribute to our Student Attendance and Engagement policy implementation 

-use their Berry Street diary   

 

Teachers will: 

-engage in key professional learning and PLC inquiry investigation to improve their response and application of peer and student 

feedback 

-unpack their students' feedback surveys with their classes and gather recommendations from students that shift outcomes 

-use student feedback data to confirm their most appropriate teaching and learning strategies  

-develop a representative learning log to include 2 H, 2 M and 2 L samples identifying strengths and opportunities for growth 

-have a greater recognition of the value of student agency in their teaching and learning 

-include evidence of impact as part of their PDP 

 

Leaders will: 

-facilitate targeted professional development for staff 

-facilitate and support a cycle of student learning walks and focus group discussions 

-review discussions staff have in PLC re student feedback to frame college responses   

-monitor the progress of the student leadership opportunities 

-activate and promote student agency including representation on School Council  

-monitor the progress of our key student support programs 

-review teachers' PDP to ensure 'line of sight' of set goals and evidence related to not only Literacy and Numeracy, but also Student 

Engagement and School Attendance 

-Support strategies fostering a Positive School Climate 

 

Success Indicators  

-Student surveys including PIVOT surveys and regular Google Form feedback   

-Feedback from Learning Walks. 

-Reflection and feedback from students through focus groups   

-Regular update of personal portfolio and participation in the Careers Education Program  
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-Collaboration and communication in relation to policies and procedures in particular, continuing to promote and expect, the use of 

device for learning  

-Student attendance and level of school participation 

-Level of school exclusion i.e. suspension, detentions, etc   

-Level of participation in key events i.e. Exams, School Production/Music performance, Homework Club, Sport, SRC, etc 

Activities and Milestones Who Is this a PL 

Priority 

When Budget 

Maintain our comprehensive Student Wellbeing program to include: 

3.3 EFT social worker/Psychologist, 3.0 EFT Social Worker - 

Student Attendance, 2.0 Youth Worker, 1.0 EFT Campus Leader 

(GATEWAY), 0.5 EFT Koorie Educator, and 3.0 EFT Student 

Support Mentors to engage and re-engage highly at risk students.  

 Assistant Principal 

 Principal 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$345,000.00 

 
 Equity funding will 

be used 

Facilitate a cycle of learning walks and student focus group 

discussions to capture student feedback data on learning and 

engagement levels, which will inform the wellbeing strategies 

required to improve students' School Attendance. 

 Assistant Principal 

 Principal 
 School Improvement Team 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$45,000.00 

 
 Equity funding will 

be used 

Embed our Positive School Climate initiative, enhance our structure 

across the school and maximise the teacher and student planners 

to maintain attention on the Berry Street de-escalation strategies 

when dealing with challenging behaviours. 

 All Staff 

 Leading Teacher(s) 
 Learning Specialist(s) 
 Student Leadership Coordinator 
 Student Wellbeing Co-ordinator 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$75,000.00 

 
 Equity funding will 

be used 

Collaboratively plan staff, student and parent learning walks and 

peer observations, in response to monitoring the implementation of 

the pedagogical model so as to improve student connectedness to 

learning. 

 KLA Leader 

 PLC Leaders 
 Staff Development Coordinator 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$45,000.00 

 
 Equity funding will 

be used 
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Facilitate professional learning for all staff in the application of the 

Language and Literacy for Learning strategies and Models of 

practice to create a calmer and safe learning environment. 

 Principal 

 Staff Development Coordinator 
 Student Leadership Coordinator 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$80,000.00 

 
 Equity funding will 

be used 

Participate in reviewing teachers' PDPs to ensure goals are being 

achieved and evidence is provided to improve student engagement 

and in turn students' school attendance in each class. 

 Assistant Principal 

 Leadership Team 
 Principal 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$12,000.00 

 
 Equity funding will 

be used 

Actively monitor the progress of student achievement, through a 

feedback cycle, to increase levels of engagement and 

connectedness to learning with continuing focus on student 

attendance. 

 Assistant Principal 

 Principal 
 Wellbeing Team  
 Year Level Co-ordinator(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$85,000.00 

 
 Equity funding will 

be used 

Provide a pre and post cycle of student feedback surveys and 

collect data to inform and adjust our teaching model fostering 

authentic relationships and improve student engagement and 

learning outcomes with greater provision of student agency. 

 Assistant Principal 

 KLA Leader 
 Leadership Team 
 Learning Specialist(s) 
 PLC Leaders 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$25,000.00 

 
 Equity funding will 

be used 

Actively participate in PLCs to consolidate the Berry Street 

Education Model and the SWPB matrices of practice to improve 

student engagement and class attendance. 

 Assistant Principal 

 KLA Leader 
 PLC Leaders 
 Teacher(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$20,000.00 

 
 Equity funding will 

be used 

Enhance students' vocational pathways and continual engagement 

in education and training through a cluster provision for the 
 Assistant Principal 

 KLA Leader 
 Learning Specialist(s) 

 PLP 

Priority 

from: 

Term 1 

$235,000.00 
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effective operations, and sustainable growth, of the TSC, 

continuing to proactively supporting the Head Start initiative. 
 Managed Individual Pathways 

Coordinator 
 

to: 

Term 4 
 Equity funding will 

be used 

Enhance the Trade Skill Centre, as a key provider of VET studies, 

to connect students to their desired vocational training pathways. 

Further, support a refreshed VCAL program that will maximise 

student outcomes in literacy and numeracy requirements in the 

workplace.   

 Assistant Principal 

 Leading Teacher(s) 
 Literacy Improvement Teacher 
 Year Level Co-ordinator(s) 

 

 PLP 

Priority 

from: 

Term 1 
to: 

Term 4 

$160,000.00 

 
 Equity funding will 

be used 
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School vision Roxburgh College is known for its strong commitment to servicing all students.  We know that good schools and good teaching help 

overcome any disadvantage. Our work is centered on inclusive partnership of students, staff, parents/carers and key community 

agents, all working together to meet the needs of our young people.  We are always thinking of ways to ignite our students' active 

participation in the local and broader communities. Our moral purpose is to educate all students equipping each with attitudes, skills 

and knowledge so as to become valued contributors in an ever changing world. We welcome all students into our "Family", fostering 

care and attention to Respecting self and others, Learning from each other and Achieving our best.  We germinate a culture that 

celebrates individuality and connections, fostering a sense of belonging and inspiring the pursuit of their potential. We pay attention 

to our students’ character strengths and encourage critical thinking, self-reflection, self-discipline, self-motivation, empathy and social 

competency. Our purpose is to understand and deliver pedagogy that reflects the ever-changing world around us, be it local or 

global.  We are sensitive to the language development needs of our diverse multicultural student cohort.  Our pillars of Respect, 

Learn and Achieve are ignited through close working relationships. Every member of our School Community subscribes to the 

central role of education, building active and informed citizenship in an equitable and just environment, characterised by the belief 

that all learners can succeed and reach their potential.  We believe that Learning occurs every day of our life. It is what transforms 

our existence. It allows our attachment to preferred life pathways that deepen our understanding of self and humanity, always value-

adding to our cognitive capability. We are inclusive of all learners. We acknowledge diversity and are responsive to it.  Further, we 

are Respectful, of self and others, co-operative and most importantly, collaborative in our school based Professional Learning 

Communities and in our System's Communities of Practice.   

School values Core Values and Behaviours 

 

Our pillars are: RESPECT, LEARN and ACHIEVE underpinned by the following core values, validated through agreed behaviours 
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Core Values 

Behaviours - We achieve the values by: 

 

1.   Learning is our first priority 

• Ensuring our teaching inspires, challenges and progresses students 

• Tailoring learning and support to meet individual student needs 

• Constantly reflecting on the experience of the student in the classroom and striving to continually improve our effectiveness 

• Using quality processes to focus on student learning and achievement 

• Engaging staff in providing a broad learning experience 

• Ensuring all students are clear about their responsibilities, particularly for their learning and learning organisation 

2.  Determined and rigorous pursuit of excellence 

• Maintaining high expectations of students and ourselves 

• All teams routinely identifying best practice, adopting and developing it 

• Taking action to achieve continuous improvement 

• Actively accepting our individual accountability 

• Treating average and poor performance as unacceptable 

3.  Respect, diversity and inclusivity 

• Celebrating the richness of the cultural mix of our student and staff community and valuing its diversity 

• Actively preparing students for life in a diverse society 

• Always adopting an inclusive approach 

• Providing a strong (college) community experience 

• Always challenging prejudice, stereotypes and unfair discrimination 

4. Collaborative, constructive teamwork and a sense of community 

• Promoting effective teamwork within work teams and across the college 

• Collaborating with partners and stakeholders to benefit students, staff and the wider community 

• Learning from feedback and complaints 

• All staff making a positive contribution to the college community 

5.  Maintaining High Standards of Ethics and Behaviour 

• Always acting with integrity 

• Treating others with courtesy and respect, and behaving in ways which show consideration 

• Listening to other’s views  

• Challenging all inconsiderate or thoughtless behaviour 

6.  Encouraging Innovation and Development 

• Raising the aspirations of students and supporting them to achieve their potential 

• Investing in the professional development of staff 

• Welcoming and contributing to change 
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• Encouraging, supporting and celebrating innovation 

• Celebrating achievement of students and staff 

 

Context challenges We are large Secondary College operating a Middle Years (Years 7-9) and Later Years (Years 10-12) structure with an enrolment of 

1,402 students in 2018.  Respect, Learn and Achieve pillars remain a constant in creating a framework for students and teachers to 

underpin specific strategies that support learning. When combined, these pillars provide a coherent model for improvement, creating 

the settings around, and in the classroom, that enable a focus on effective approaches to teaching and learning. Student 

backgrounds are an important, and potential influence to student performance. The majority of our students are from a non-English-

speaking background.  In the last few years we have catered for a growing number of refugees and new arrivals to Australia.  Our 

Student Family Occupation (SFO) index has remained high, as is our School Family Occupation/Education (SFOE) index, placing 

the College in the low category of schools as a relative measure of educational advantage.  The college is also in the mid-high 

category of English as Additional Language (EAL) schools. This student background profile provides significant challenges. The local 

area is one of socio-economic disadvantage with ABS data indicating our community is in significant distress.  

 

The College recognises the dual purpose of maximising academic achievement for each student and providing opportunities for 

students’ personal wellbeing and social development. Our core focus is on growing our students’ skills and knowledge, in particular 

their literacy and numeracy standards, within a framework of nurturing appropriate dispositions.  We provide a vast range of 

educational pathways to ensure that all our students remain engaged in education to the end of Year 12.  We have excellent 

specialist facilities including: a Trade Skill Centre, a double-court Gymnasium and Performing Arts Auditorium to optimise learning 

opportunities for our school community.  In the Middle Years, we offer a broad, comprehensive and inclusive curriculum and in the 

Later Years, the range of VCE, VCAL and VET studies spreads across all Learning Domains. The school also operates as a 

Registered Training Organisation (RTO) in 5 qualifications. The College has a Flexible Learning Opportunity (FLO) campus, The 

Gateway School, which interfaces with The Department of Justice and various community agencies, as well as the Roxburgh College 

campus. Our FLO provision caters for 62 students, who have returned to education following a long period of disengagement from 

schooling. 

 

In the 2018 Annual Implementation Plan (AiP), the school’s Key Improvement Priorities were: Excellence in Teaching and Learning; 

and Positive Climate for Learning with specific focus on the Key Improvement Initiatives of:  Building Practice Excellence; and Setting 

Expectations and Promoting Inclusion with the explicit intent of lifting teacher capacity. Teachers participated in Professional 

Learning Communities (PLCs), using evaluative skills to improve their teaching practice through collaboration and reflection as well 

as peer and student feedback. Peer observation and Learning Walks (staff, students and parents/carers) created a culture of 

continuous improvement, underpinned by evaluation, diagnosis and setting goals for teaching and learning. Targeted professional 

development in Literacy and Developmental Behaviour management, through the Berry Street Education Model and School-Wide 

Positive Behaviour program, offered strategies to improve student learning and connectedness to school.   Staff and students 

participating in additional professional development, supporting a staff culture of high performance and professional growth.  Our 
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improvement is supported through: the partnerships with other schools and universities; implementation of Learning Specialists; 

Instructional Leaders; Student Voice; and improvement in teacher judgment through moderation of student work.  We ratified many 

of our policies and procedures, closely monitoring the wellbeing of our students, including promoting diversity, which improved the 

climate for learning. 

 

Overall student outcomes in Literacy and Numeracy continue to be below the State Benchmarks.  We allocate considerable 

resources to lift students’ learning outcomes through the significant injection of Equity Funds. Our flexibility with our senior programs 

continues to support students to remain in education with 58% of students completing Year 12 going onto University and 42% going 

onto to TAFE courses.  This is a significant increase from previous years with 93% of our students receiving their first or second 

preference. We continued to invest in a number of key strategies designed to further improve outcomes.  

 

These included: 

 

• Updating and using our Student Learner Profile data tool to inform teacher practice; 

• Student feedback surveys to maximise student voice and inform teaching and assessment planning; 

• Literacy for Learning training across all Learning Domains;  

• Increased in applied learning provision;  

• Gaining RTO status in a number of studies; 

• Improving the learning environment, maximising student attendance, creating a safe and supportive context; 

• Professional Learning Communities regularly engaged in observation of teaching practice, demonstrating and sharing 

exemplar practice; and 

• Consolidation of the cycle of teaching phases across all domains. 

 

We are concerned with the attendance levels at year 9 and year 10 where we face a higher risk of disengagement from school.  We 

have worked to maximise improving attendance through recent involvement in the Department’s Changemakers Program and 

improved tracking and recording processes. Systematic family follow-up and communication has shown us a greater awareness of 

the causal factors of absenteeism. Our Education Support Attendance Officers work has reduced the unexplained absences.  We 

have maintained Real Retention at a high rate and our Students’ Attitudes to School’ indicator is similar in comparison to ‘like 

schools’. Student engagement is maximised through key wellbeing programs, which include mentoring and speech pathology 

services to create a supportive environment for students social and linguistic development. We continue to be proud that almost 

100% of students are staying on beyond Year 10.  Our 4 year trend in retention is above the median of all other Victorian 

Government schools. Our rich VCE and VCAL offerings, together with our large number of VET courses, is the key for many of our 

students remaining in education. Student wellbeing is also supported through our very successful Managed Individual Pathways 

program. Student Pathways and Transitions remains strong. Indicators are that our students are concerned with bullying, particularly 

cyber bullying, but remain connected and engaged with their learning.  Student wellbeing was further enhanced through modelling 
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and encouraging respectful dialogue demonstrated through key programs.  

 

Intent, rationale and focus Our School Review process confirmed that embedding consistent research-based teaching and learning practice, including planning 

curriculum and assessment, are areas for focus. Further, there is a need to promote the enjoyment of Mathematics in junior classes 

and it is determined that there is a need to have a whole school focus on numeracy.  

 

Engagement in learning, particularly through activating student voice and agency, as well as, improving school attendance are areas 

for continued focus. Further enhancement of student leadership and voice across the College. Empowering students to influence 

change in what and how they learn and how their learning is assessed. 

Strengthen our Professional Learning Communities (PLC) structure and processors to build teacher capacity and ensure 

collaborative practices, using the PLC teams to drive evidence-based teaching and learning practices. 

 

PLCs will use data including pre-tests and student profiles to assist planning with student having input into curriculum design.   

Improvement in assessment and reporting practices, to inform lesson planning and reflect a strong focus on the quality of feedback 

that students receive. The use of rubrics for assessment with explicit indication of this to students.  

 

Further analysis of high expectations and the practices to build an improvement culture to achieve greater consistency of high 

expectations for learning and behaviour to positively impact student outcomes. 

Formal feedback approaches to gain student voice and empowering students in learning with their engagement in co-planning 

learning intentions and success criteria. 

 

The college documented expectations for teaching and learning, including setting up an inquiry cycle and the format of lessons.  

 

Our approach must lend itself to students being challenged and taking responsibility for their own learning. The extent that students 

developed their knowledge, skills and dispositions will continue to be tracked through regular reporting of their Grade Point Average 

(GPA) with sufficient academic focus in reporting student achievements. 

 

Domains will collaborate to avoid repetition of known work, factoring any cross pollination of content. Collaboration between Domains 

should draw consistency in challenging students to develop skills and empower independent learning with teachers readily able to 

provide feedback, so students can refine their work. 

 

Literacy for learning training will continue to be accessed to maximize a greater teaching focus on academic language in each 

discipline. This will continue to enable students to understand and access their learning. In particular, EAL students will be 

empowered through greater understanding. This will be evidenced in classroom observations and curriculum planning. 
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Strategies to strengthen student understanding and ownership of their learning will continue to be developed and implemented to 

help their learning, including promoting collaborative team learning where students have designated roles and problems to solve. 

Students will also have the opportunity to set learning goals at the beginning of each term and regularly refer to them through our 

Managed Individual Pathways program (MIPS), which will be extended into the Middle School. 

 

In this strategic plan period we need to build a greater understanding of planning for student agency in the curriculum, including 

collaborative learning, student questioning and co-planning goals integrated in our curriculum design.  

 

We will continue the empowerment of some of our students as leaders, offering them an authentic voice to discuss college 

directions. Develop their confidence in communicating opinions and in decision making as well as offer our student leaders greater 

opportunities to access to leadership programs. We want our young leaders to be visible to encourage more students to aspire as 

leaders.  

 

Further, maximize opportunities for leadership included students as representatives on the SRC and peer mentors for the Ready for 

Roxy program, scoping greater participation of the student body in decision making to elevate student leadership voice across the 

college.   

 

Attention will be given to our PLCs, making certain that teachers actively collaborate on student data and moderating common 

assessment tasks.  PLC work will enabled focus on differentiation and focus on data analysis.  

 

Further, PLC meetings will provide an opportunity for reflection on practice with a greater understanding across the college of 

curriculum sequencing and evidence-based teaching and learning.  PLCs will ensure that our instructional framework is consistent in 

each lesson.  

 

A greater focus on giving one to one feedback, coaching and modelling for teachers to strengthen teaching and learning consistency 

and enable insightful reflection within PLCs on the impact of teaching and learning strategies. 

 

Through our classroom observations, which includes parent, student and teacher learning walks, we will monitor student 

engagement with the aim of seeing that all students are sufficiently challenged to build engagement and are offered further work.   

 

Questioning must probe thinking or understanding and teacher will be assisted in measuring any domination of discussion and wait-

time during questioning to promote responses from students. 

 

Learning logs will continue to be used to identify and plan for high, medium and low students, continue with pre and post assessment 

in the teaching and learning cycle to assist with planning any required differentiation and monitoring of student progress.  
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On-going capability building for instructional leaders and teaching staff.  

 

The extent that assessment practices informs planning and the quality of feedback that students received and are able to give to 

improve their learning will be investigated.  

 

Continue to collect and analyse a variety of data to inform classroom practice. This includes, in the senior years, extending VCE 

moderation with other schools and involving students to challenge and build high expectations for learning.   

 

Expect teachers to rove in classrooms, rather than sit at the front of classes.  

 

Lift high expectations for success, embedding it in student learning outcomes and their wellbeing through a series of focus groups 

with leadership, PLC leaders, staff, students, parents and the wellbeing team. 

 

Remove the variability in some practices in relation achieving a calm and orderly environment. Training all staff with the Berry Street 

Model and implementing the School-Wide Positive Behaviour Support (SWPBS) matrices.  

 

Evaluate current practices to inform future policy and process directions and give priority for training in trauma-informed practice, 

embedding this across the college to ensure consistent practice. Further, investigate alternative approaches to providing a safe and 

supportive learning environment such as restorative justice practices.  

 

Our overall practices must continue to support an inclusive school community. The college will expend equity funding to deliver an 

extensive mentoring program, including a team of multicultural aides, translators and a Koori Educator, who assist in fostering a 

deeper cultural understanding and help develop pride, tolerance and an appreciation of self and others.  

 

The college will continue to provide extensive course counselling and diverse pathways into VCE, VCAL and school based 

apprenticeships. We have a Trade Skill Centre and we are registered as a Training Organisation (RTO) in five certificate II course. 

Further, we have been appointed as the Lead School in the new DET Headstart initiative, which will further enhance vocational 

opportunities for our cluster students, including students from our Gateway School.     

 

There is a need to continue focus on attendance, mentoring students with low attendance patterns and liaising with families, 

implementing a consistent set of processes and support protocols across the college.  
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School Strategic Plan - 2018-2022 
Roxburgh College (8407) 
 

Goal 1 To challenge all students to achieve improved learning growth and outcomes in literacy. 

Target 1.1 By 2022 improve outcomes in the top two bands (8 and 9) of Year 9 NAPLAN: 

• Improve the percentage in NAPLAN bands 8 and 9 for reading from 6% (2015-17 average) to 10%. (Nb. 2017 7%) 

• Improve the percentage in NAPLAN bands 8 and 9 for writing from 4% (2015-17 average) to 10% (Nb. 2017 6%)  

 

Target 1.2 By 2022 reduce the percentage in bands 5 and 6 of Year 9 NAPLAN 

• Reduce the percentage in NAPLAN bands 5&6 for reading from 55% (average 2015-17) to 45% 

• Reduce the percentage in NAPLAN bands 5&6 for writing from 55% to 47%. 

 

Target 1.3 By 2022 improve relative medium and high growth on NAPLAN from Year 7 to 9: 

• Improve the percentage achieving high and medium relative growth from Year 7 to 9 in reading from 67% to 75% and in 

writing from 71% to 73%.  

 

Target 1.4 By 2022 improve VCE English median score from 25 to 28. 
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Key Improvement Strategy 1.a 
Building practice excellence  

To build teacher capability to teach the language and literacy of their disciplines. (BPE) 

Key Improvement Strategy 1.b 
Building practice excellence  

Embed an improvement culture through collaborative professional learning communities with instructional and shared 

leadership.  

Key Improvement Strategy 1.c 
Curriculum planning and assessment  

Document and embed a holistic curriculum, pedagogy and assessment.  

Goal 2 To challenge all students to achieve improved learning growth and outcomes in numeracy. 

Target 2.1 By 2022 improve outcomes in Year 9 NAPLAN: 

• Improve the percentage in the top two NAPLAN bands for numeracy from 4% (2015-17 average) to 8%. (Nb. 2017 2%) 

• Improve numeracy relative high and medium growth from Year 7 – 9 from 63.9% (2015-17 average) to 68% 

 

Target 2.2 By 2022 improve VCE Further Mathematics median score from 28.7 to 29. 

 

Target 2.3 By 2022 improve the percentage of positive responses on the School Staff Survey – School Climate module for the following factors: 

• academic emphasis from 35% to 45% 

• teacher collaboration from 50% to 60% 

• guaranteed and viable curriculum from 56% to 75% 

 

Key Improvement Strategy 2.a 
Building practice excellence  

Build teacher capability to engage students through embedding the Department of Education and Training numeracy 

strategy (BPE & CPA)) 

Goal 3 To engage, connect and attach students to their learning journey from Years 7-12. 
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Target 3.1 By 2022 improve the percentage of positive responses to the Attitudes to School Survey for the following factors:  
(to be finalised with 2018 outcomes as a benchmark) 

• Sense of connectedness 

• Stimulated learning 

• Student voice and agency 

• Self-regulation and goal setting 

• Teacher concern 

 

Target 3.2 By 2022 improve attendance: 

• Improve the average days absent per student Years 7-12 from 21 days (2014-16) to 19 days 

• Decrease the percentage of students with 20 or more absent days from 40% to 35%. 

 

Target 3.3 By 2022 maintain or improve the percentage of students satisfactorily completing a VET UOC (95% 2017). 

 

Target 3.4 By 2022 improve the percentage of students completing a School-based apprenticeship/traineeship (SBAT) from 5% to 8%. 

 

Key Improvement Strategy 3.a 
Empowering students and building school 

pride  

Develop a whole-school approach to activating student voice, agency and leadership. (ESBSP) 

Key Improvement Strategy 3.b 
Setting expectations and promoting inclusion  

Embed a culture of regular school attendance that strengthens student outcomes. (SEPI) 
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Key Improvement Strategy 3.c 
Setting expectations and promoting inclusion  

Embed the school vision for learning and values with students, staff and parent/carers  (BC, SEPI) 

Key Improvement Strategy 3.d 
Empowering students and building school 

pride  

Develop and embed regular feedback processes to and from students, staff and parents. (ESBSP and BC) 
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POLICY & PROCEDURES DEVELOPMENT POLICY 

 
              RATIONALE: 

 
The policies of Roxburgh College guide and describe the main processes, functions 
and operations of the college.  The development and review of policies should 
therefore have an agreed process so that various stakeholders are part of the 
consultation and review process. 
 
AIMS: 
 

• To have the best college policies in place to best guide the operations and 
directions of the college. 

• To keep the community informed of policies and procedures through college’s 
web site and newsletters. 

• To keep all staff members informed through meetings, documentation and staff 
intranet filing system 
  

IMPLEMENTATION: 
 

• The policies describe the rationale, aims and implementations of the 
operations and directions of the college as a whole. 

• The process of considering college policies will be managed by the 
Education Sub-Committee of school council. 

• The process will be a continuous cycle of review and it will be transparent 
and consultative. 

• All policies will use the college policy layout including the following 
elements: College Name, policy name, rationale, aims, implementation or 
guidelines, evaluation, cycle review time and any references. All polices will 
be dated on ratification at school council and date of next review noted. 

• When developing a new policy, the principal will consult with appropriate 
personnel in order to draft the initial policy statement. The draft policy will 
then be circulated for comment to the appropriate committee/s, to all staff 
members, to parents via the newsletter, back to the leadership team and 
finally to the School Council for ratification, preferably within a term. 

• Policies will be developed taking into account the Department policies, 
memos and circulars relevant to each policy area. 

• A database of policies and a review schedule to provide a timeline for 
reviews either annually or on a three-year basis is to be maintained. 

• When reviewing an existing college policy as per the three-year review 
cycle, the principal will consult with all staff and the appropriate 
committee/s, and to School Council for ratification. 

• Changes as a result of policy developments and / or reviews will be widely 
advised to staff and parents. 
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• All staff will have opportunities to provide input into any policy 
development or review process. 

• The focus of all college policies must remain the needs of students and 
college operations. 

• Any concerns relating to the structure of the college must be directed to 
the principal. 

 
 
  



 

 50 

 

CASES21 MANAGEMENT POLICY 

Purpose of this policy 

To ensure schools keep the required electronic records. 

Policy 

Schools must use the CASES21 modules below to manage information and processes for: 

• student records 

• reporting and attendance 

• financial transactions 

• personnel records for locally employed staff 

• asset management. 

Definition 

CASES21 is the software component of the Computerised Administrative System 
Environment for Schools and 

• is the computer system provided to government schools to support student 
administration, financial management and reporting 

• exchanges data with a range of Department computer systems so that accurate 
records are available to the school and Department in order to meet legislative, 
regulatory and operational requirements. 

Module 

This table describes the CASES21 modules. 

Module Records 

Assets 

• details in the asset register, which links to the Oracle Fixed 
Assets System 

• data in the School Maintenance System (SMS) which links to 
CASES21 to identify, categorise and manage maintenance and 
expenditure on school assets. 
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Module Records 

Note: SMS was previously known as PRMS21. 

Finance 

• accounts receivable 

• accounts payable 

• school level payroll 

• general ledger 

• program budgets 

• financial reporting 

 Note: Schools use the eduPay system for centrally paid employees. 

School 
administration • school contact details such as address, telephone, email and 

emergency contacts 

Student 
administration 

• enrolment 

• Victorian Student Numbers (VSN) 

• attendance 

• data for school census returns 

• data for annual reports and self-evaluations. 

CASES21 provision 

Schools are provided with: 

• a standardised CASES environment including CASES21 software (which is upgraded 
at least twice a year), MS Office and hardware 

• one desktop computer and an additional computer for each 150 students (based on 
the Student Resource Package funded full-time equivalence). 

Note: Multi-site, or multi-campus schools receive one CASES21 database as they operate as 
one administrative entity. These schools may electronically link their sites at their own cost. 
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Integrity and security 

Principals are responsible for maintaining the integrity and security of CASES21 and must 
ensure: 

• CASES21 equipment is:  

o securely housed and maintained 

o recorded in the asset register for insurance purposes 

• only authorised versions of approved software are installed. Note: The 
recommended operating environment includes software that has passed testing 
with CASES21. 

• backup procedures outlined in CASES21 user guides are followed to protect the 
system from hardware malfunctions, loss or corruption of data, deliberate removal 
of the software or theft. Note: ITD centrally manages the backup requirements of 
smaller schools and for school CASES21 data where schools are on CHESS. 

• the Department’s virus detection and protection system is kept up to date on all 
CASES21 equipment 

• assigning appropriate system security levels to approved CASES21 operators to 
prevent unauthorised data access 

• CASES21 data is up to date, complete and accurate 

• staff adhere to requirements in the Acceptable Use Policy for the Department's 
Information, Communications and Technology (ICT) Systems 

Related policies 

• Admission 

• Attendance 

• Enrolment 

• Health Care Needs 

• Service Desk 

• Transfers 

Department resources 

For more information, see:  

• CASES21 (public access) 

• CASES21 (staff access only). 

Back to top 
Last Update: 24 February 2018 
 

 

http://www.education.vic.gov.au/school/teachers/management/infrastructure/pages/acceptableuse.aspx
http://www.education.vic.gov.au/school/teachers/management/infrastructure/pages/acceptableuse.aspx
http://www.education.vic.gov.au/school/principals/spag/participation/pages/admission.aspx
http://www.education.vic.gov.au/school/principals/spag/participation/pages/attendance.aspx
http://www.education.vic.gov.au/school/principals/spag/participation/pages/enrolment.aspx
http://www.education.vic.gov.au/school/principals/spag/health/pages/healthcareneeds.aspx
http://www.education.vic.gov.au/school/principals/spag/infrastructure/pages/servicedesk.aspx
http://www.education.vic.gov.au/school/principals/spag/participation/pages/transfers.aspx
http://www.education.vic.gov.au/school/teachers/management/infrastructure/Pages/expired/cases21.aspx
https://edugate.eduweb.vic.gov.au/Services/bussys/cases21/default.aspx
http://www.education.vic.gov.au/school/principals/spag/infrastructure/pages/cases.aspx#top
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ENROLMENT POLICY 
 
AIM: 
For Roxburgh College to admit all children of school age if we are their designated 
neighbourhood government school at the beginning of the school year unless an approved 
alternative placement has been arranged. Schooling is compulsory for students aged from 6 
– 17 years unless an exemption from attendance has been granted. 
 
GUIDELINES:  
 
Before admitting a student, schools must: 

• Collect relevant admission information. This MUST include proof of residency through a 
primary document including: Lease Agreement, Municipal Council Rates Notice and 2 utility 
accounts. 

• Obtain a completed enrolment form 

• Provide a privacy notice to the enrolling parent explaining the use to be made of admission 
information. For sample notices see: Privacy within Department resources 

 
IMPLEMENTATION: 

 

For admission, all applicants must be: 
 

• An Australian citizen, or a student with relevant specified visas, see: International Student 
Program 

• Deemed eligible and approved for enrolment by the principal or relevant regional director. 
 

INFORMATION REQUIRED FOR ADMISSION: 

Enrolment forms are available on CASES21 and must include: 

• For applicants who are Australian-born, a birth certificate showing date of birth or 
equivalent and for non-Australian-born, a passport or travel document such as a visa. (Note: 
evidence of date of birth can be official, such as a birth certificate or where this is not able to 
be produced, unofficial, such as a doctor’s note attesting to a child’s age). 

• Names and addresses of the student and enrolling parent or guardian 

• Details of medical and other conditions that may require special consideration 

• Emergency telephone numbers, including a nominated doctor 

• The name of the previous school and the student’s current year level, where students 
transfer from another school. 

 
Principals have the responsibility to ensure eligibility and approve the admission of 
individuals who: 
 

• Will attend Early Education Programs in special developmental schools 

• Are of compulsory school age, those aged between 6 and 17 years of age. 

 
 
Further information regarding any issues around enrolment: 
http://www.education.vic.gov.au/school/principals/spag/participation/pages/enrolment.aspx 

http://www.education.vic.gov.au/school/principals/spag/participation/pages/admission.aspx#2
http://www.education.vic.gov.au/school/principals/spag/curriculum/pages/program.aspx
http://www.education.vic.gov.au/school/principals/spag/curriculum/pages/program.aspx
http://www.education.vic.gov.au/school/principals/spag/participation/pages/enrolment.aspx
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CURRICULUM & LEARNING 
 

 
 

School Curriculum Framework  
 
Time Allocation per Learning Area 
 
Scope and Sequence  
 
Improving Student Learning  
 
VCE Learning Policy  
 
VCAL Learning Policy  
 
VET Learning Policy  
 
Assessment and Reporting Policy  
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CURRICULUM POLICY 
 
This policy closely reflects the key guidelines contained in the Victorian Curriculum F-10 DET 

Document 
‘Revised Curriculum Planning & Reporting Guidelines- December 2015 

PURPOSE: 
A solid curriculum policy ensures that Roxburgh College offers an AusVELS/Victorian 
Curriculum and VCE compliant curriculum which is consistent across all classrooms and sets 
a framework for student reports.  It also reinforces the delivery of a ‘guaranteed and viable 
curriculum’ via challenging program which encourages improvement of student outcomes at 
the college. The policy works to ensure the Curriculum is ‘a set of progressions that define 
increasingly complex knowledge, skills and concepts grouped and defined by learning areas 
and capabilities’  
 
SCOPE: 
The policy applies to all teachers with classes Year 7 through to Year 10, including all Domain 
Leaders, Student Management Leaders, the Curriculum Leader. It is the responsibility of these 
staff to be familiar with the content and intention of this document and all supporting 
documents relevant to the teaching and administration of all Curriculum delivered to students 
from Year 7 to Year 10. 
 
POLICY: 
To ensure that our school provides all students with a planned and structured curriculum to 
equip them with the knowledge, skills and attitudes needed to complete their schooling and 
to make a successful transition from school to work, training or further education. 

 
The Victorian Curriculum F–10 sets out what every student should learn during their first 
eleven years of schooling. The curriculum is the common set of knowledge and skills 
required by students for life-long learning, social development and active and informed 
citizenship.  

Our policy is to deliver Curriculum taking into account the following key guidelines 

  (a) Defined curriculum content is the basis for student learning.  

(b) Curriculum planning is based on two-year bands of schooling rather than each 
year level.  

(c) School has developed and published a whole-school curriculum plan that 
documents our teaching and learning program. 

(d) Our College reports student learning against the achievement standards in the 
curriculum.  

(e) Our College reports student learning to students and parents in formats that best 
suits our community 
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Our policy is to define a minimum and limited set of declarative and procedural knowledge 
and skills that all students should acquire, irrespective of their personal inclinations. This is 
not to limit what students can learn. Rather, it is to ensure that every young person is able 
to develop the foundational knowledge, skills and dispositions that enable future self-
directed learning, social development and active and engaged citizenship. Our policy 
recognises that the rise of digital technologies has generated a higher level of demand for 
the capacities to access, analyse and synthesise information, that is, to transform 
information into knowledge. This in turn means our work needs to embody a definition of 
the knowledge and skills essential to develop these capacities because of their ever-
increasing importance. This selection is represented in the Roxburgh College Curriculum 
Mapping Document that sets out essential knowledge, skills and depositions extracted 
directly form the Victorian Curriculum. 

 

The Victorian Curriculum F–10 incorporates the Australian Curriculum and reflects Victorian 
priorities and standards. 

In the Implementation of this policy it is expected that: 

• Roxburgh College Curriculum is AusVELS/Victorian Curriculum compliant 

• Saff have a consistent framework to which they report 

• Assessment and reporting is consistent across all classrooms at the college 

• changes to assessment and curriculum outlines are approved by the Domain 

Leaders, Committee Curriculum Framework Leader and Curriculum Committee  

• New subjects are supported with AusVELS/Victorian Curriculum compliant 

curriculum and assessment and voted in by Curriculum Committee before the 

handbook deadline 

• New curriculum is placed appropriately within the school wide curriculum 

• Year 7-8 studies contain a breadth of studies and 9-10 involves both a broad 

education and the beginnings of a plan for their senior secondary program, laying a 

foundation for an appropriate pathway. 

• Each Domain accepts responsibility for the provision of an ‘uncluttered’ curriculum, 

making way for ‘what is most important for all students to learn’ 

• a focus on and explicit instruction within a rich context on literacy, numeracy and 

inquiry skills  

 
IMPLEMENTATION: 
The Roxburgh College AusVELS/Victorian Curriculum compliant curriculum for years 7-10 is 
stored on the team drive under the relevant Domain portal. Each unit identified in the scope 
and sequence is documented in a unit planner and accompanied by a common assessment 
task [in the form of Portfolio Tasks], and rubric. It is the expectation that all teachers are 
using these documents to plan their teaching and make their assessment (refer to college 
assessment policy for more information). The series of portfolio tasks are developed to 
meet a teaching and learning cycle of 6 weeks to ensure regular feedback. The portfolio 
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tasks mirror the college instructional model and the inclusion of High Impact Teaching 
Strategies from DET. Each Domain has isolated the main knowledge and skills required by 
the scope and sequence and has included mandated literacy strategies from Literacy for 
Learning   
 
Assessment and Reporting Changes 
 
Victorian Curriculum F-10-Revised curriculum and Planning Guidelines Dec 2015: 
Level 1: Where a change to documented curriculum involves updates and additions to 
existing unit planners, assessment proformas and rubrics which do not affect the focus of 
the unit, type of task completed or the standards being addressed this should be done by 
the teaching team in consultation with the Domain Leader, who is the only person able to 
add or make changes to the documents on the Domain page. This type of change includes 
for example: adding or updating key lessons, changing the steps for competing an 
assessment task, re-wording learning goals or adjusting the language on a rubric. 
 
Level 2: Where a change of assessment task is proposed by the teaching team, requiring a 
new assessment proforma to be developed a ‘Change of Assessment’ form needs to be 
submitted. This needs to be done by the teaching team first in consultation with the Domain 
Leader and then, once approved by the Domain Leader it needs to be signed off by the 
Curriculum Leading Teacher.  
 
The following flow chart outlines the process clearly:  
 

Staff discuss possible change with the teaching team 

 
Representative of teaching team to fill in “Change to Assessment” form and submit to 

Domain leader no later than a term ahead 

 
Domain Leader to agenda item for discussion with all Domain/team members either at a 

meeting or via email 

 
Domain Leader to sign off on form, inform teaching team of outcome and if approved 

ensure a new assessment proforma is completed and the rubric, unit planner and exam 
(where appropriate) are updated 

 
Curriculum Framework Leader to sign off on form and new documents 

 
Domain leader replaces the old documents with the new on the team drive  

 
Level 3: Where a change of curriculum being requested pertains to a change in the 
AusVELS/Victorian Curriculum standards being addressed in a particular unit or assessed by 
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a particular task, Curriculum Committee needs to be consulted. This would be for example, 
the introduction of a new unit within an existing subject or a change to the standards being 
assessed by an assessment task. In these cases, the following needs to be adhered to in 
order to ensure consistency for reporting purposes: 
 

Staff discuss possible change with the teaching team 

 
Representative of teaching team to fill in Request for change form or request for Approval 

of New Subject and submit no later than a term ahead 

 
Domain Leader to agenda item for discussion with all Domain/team members either at a 

meeting or via email 

 
Domain Leader to sign off on form, inform teaching team of outcome and if approved 

ensure a new unit planner, assessment proforma and rubric are completed and the exam 
(where appropriate) is updated 

 
Curriculum Framework Leader to sign off on form, sight new documents and agenda the 
change at Education Committee as an FYI. Domain leader to speak to the change so that 

members are informed.  

 
Curriculum Leader to inform the Reports Manager of the new standards being reported to  

 
Domain Leader to update the scope and sequence to reflect the change and replace old 

documents with new documents on the Team Drive  
 
 
NEW SUBJECTS: 
 
Core subjects: The introduction of new subjects which require a change to the existing 
timetable structure of a year level (non-elective) should be done in consultation with the 
relevant principal class prior to being raised at Curriculum Committee. This type of change 
requires the consideration of many whole-school factors.  
Elective subjects: To offer a new elective, teachers must work in consultation with the 
relevant Domain Leaders and other relevant leaders in the school, for example the VET co-
ordinator, before bringing it to Curriculum committee for voting. The process is as follows: 

 
Staff to fill in all parts of the “New Elective” form and complete documentation as required 

prior to the Curriculum Committee meeting for term 3 in order to comply with the 
handbook deadline.   
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Domain Leader and Curriculum Leader to approve new subject and present at Curriculum 
Committee who will vote on implementation 

 
If passed, Domain manager to make necessary changes to the handbook proof (see form) 

and place new documentation on the LMS 

 
Curriculum leader to liaise with Report Manager to ensure relevant report is generated  

 
 
For materials specific to each learning area, see: Curriculum Learning Areas 
The F–10 Curriculum Update provides advice about the implementation of the F–10 
curriculum in Victoria, including developments, resources and professional learning 
opportunities. 
 

For Further Information& resources: 

Senior secondary curriculum 

The senior secondary curriculum includes pathways to education or training beyond school: 

• VCE - Victorian Certificate of Education 

• VCE (Baccalaureate) 

• VCAL - Victorian Certificate of Applied Learning 

• VET - Vocational Education and Training 

• http://www.education.vic.gov.au/school/teachers/teachingresources/literacynumer
acy/Pages/literacyschools.aspx 

•  

• The Revised Curriculum Planning and Reporting Guidelines (pdf - 

1,010.58kb) provide advice for Victorian schools on the effective use of the 

curriculum to develop whole-school teaching and learning plans and to report 

student learning achievement. 

• A range of resources have been developed to support the implementation of the 

Victorian Curriculum including information regarding curriculum planning and 

assessment, curriculum area-specific advice, and professional learning opportunities. 

• In addition to resources on this website and the Victorian Curriculum F–10 website, 

the VCAA also provides the Curriculum Planning Resource portal, designed to 

support school leaders to plan and document a comprehensive whole-school 

curriculum. 

• For a visual guide to assist locating key information and resources related to the 

Victorian Curriculum F–10, please see the Quick Guide 
 

http://www.education.vic.gov.au/school/teachers/teachingresources/discipline/Pages/default.aspx
http://www.vcaa.vic.edu.au/vce
http://www.education.vic.gov.au/school/teachers/support/Pages/expired/ib.aspx
http://www.vcaa.vic.edu.au/vcal/index.html
http://www.vcaa.vic.edu.au/Pages/vet/index.aspx
http://www.education.vic.gov.au/school/teachers/teachingresources/literacynumeracy/Pages/literacyschools.aspx
http://www.education.vic.gov.au/school/teachers/teachingresources/literacynumeracy/Pages/literacyschools.aspx
http://www.vcaa.vic.edu.au/Documents/viccurric/RevisedF-10CurriculumPlanningReportingGuidelines.pdf
http://www.vcaa.vic.edu.au/Documents/viccurric/RevisedF-10CurriculumPlanningReportingGuidelines.pdf
http://www.vcaa.vic.edu.au/Documents/viccurric/RevisedF-10CurriculumPlanningReportingGuidelines.pdf
http://curriculumplanning.vcaa.vic.edu.au/home
http://www.vcaa.vic.edu.au/Documents/viccurric/Quick_Guide_Websites_June_2017.pdf
http://www.vcaa.vic.edu.au/Documents/viccurric/RevisedF-10CurriculumPlanningReportingGuidelines.pdf
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CURRICULUM FRAMEWORK  
 
Emphasis has been placed within the College on students achieving academic excellence 
through a comprehensive Years 7–10 curriculum that covers English, Mathematics, the Arts, 
Languages other than English (Italian, Turkish and French), Health & Physical Education 
[incorporating Respectful Relationships] Science, Humanities and Technology. Programs are 
developed in sequential fashion from Years 7 to 9 with the opportunity for elective subjects 
at Year 9 and 10. From Year 10, students may also select from a range of VET courses which 
provide pathways to careers and further training. 
 
The VCE at the College is structured so students can achieve excellent results in a variety of 
courses. They can study subjects which provide for entry into university and those which 
provide the student with excellent opportunities to learn skills in a variety of areas. 
Subjects such as Accounting, Art, Biology, Chemistry, English, Human Development, 
Legal Studies, Materials Technology, Mathematics, Physical Education and Physics 
demonstrate the breadth of the College’s curriculum. Many of our graduates now attend 
tertiary institutions throughout Victoria. 
 
VCAL 
• Literacy and Numeracy  

• Industry Specific Skills  

• Work Related Skills  

• Personal Development Skills. 
 
VET  
The satisfactory completion of VET studies is a major pathway to further education, and/or 
employment that is offered to all Senior students many students choose a combination of 
VCAL & VET or VCE &VET 
 
 
2.1a Language Program: 
 
Roxburgh College offers three languages to meet the needs of our Students as part of our 
timetabled classes. 
Student also have access to the VSL which operates on the Roxburgh College site on 
Saturday 
 
Languages other than English (Italian, Turkish and French), offered at Year 7, Year 8, Year 9, 
Year 10, and VCE.  
 
UNIT INFORMATION for Middle School 
CODE UNIT DESCRIPTION YEAR LEVEL / SEMESTER 
LT 01 Turkish 1 Year 7 - Semester 1 
LT 02 Turkish 2 Year 7 - Semester 2 
LT 03 Turkish 3 Year 8 - Semester 1 
LT 04 Turkish 4 Year 8 - Semester 2 
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LF 01 French 1 Year 7 - Semester 1 
LF 02 French 2 Year 7 - Semester 2 
LF 03 French 3 Year 8 - Semester 1 
LF 04 French 4 Year 8 - Semester 2 
LI 01 Italian 1 Year 7 - Semester 1 
LI 02 Italian 2 Year 7 - Semester 2 
LI 03 Italian 3 Year 8 - Semester 1 
LI 04 Italian 4 Year 8 - Semester 2 
 
Senior School Languages: 
Languages French – En Pleine Forme  LF26 French – Le Francais Extra  LF27   
Italian – Le Celebrazioni e la storia LI26   Italian – L’Avventura Continua LI27    
Turkish – Meslek Secimi  LT26   Turkish – Insan Iliskileri  LT27 
 
 
 
2.1 b/ An explanation of how and when curriculum and teaching practice will be reviewed. 
 
 
College processes and practices ensure that curriculum and teaching practices are 
continually reviewed: 
Curriculum Committee and the Curriculum Policy: 
Curriculum Committee meets regularly and provides a forum that facilitates the review and 
discussion of learning and teaching practices and programs and oversees the delivery of 
curriculum programs in the Domains. This committee meets (please see attached Committee 
Guidelines and minutes attached) and enacts the processes of the College’s Curriculum Policy, 
which clearly states the processes for the review of curriculum (please see attached policy 
and snapshot for overview).  The College has worked hard to document a rigorous curriculum 
with sequential development of skills and concepts, and thus changes to assessment types, 
unit planners, proformas, rubrics, standards in a unit or task or the introduction of a new unit 
or subject are carefully considered and approved according to the processes in the Curriculum 
Policy. The teaching & learning all takes place within a strategic teaching & learning cycle. 
 
Domain Leaders 
Domain Leaders manage the curriculum within their Domains and ensure that whole school 
improvement priorities are addressed by staff.  This is undertaken in the coordination of 
Domain meetings, management of Domain resources and provision of professional 
development sessions around key school improvement priorities and Domain-specific 
pedagogy.  In the past, these sessions have focused on literacy, numeracy, Victorian 
Curriculum and the use of Powerful Learning Strategies.  The Domain Leaders together with 
the Instructional leaders and the Curriculum Leader continue to reinforce the Roxburgh 
College Instructional Model. 

 

Prior to NAPLAN both English and Maths spend one month engaging students in essential 
lessons [see English documents for samples]. These essential lessons cover a level of 
preparation in the skills required as part of NAPLAN testing. Our mantra is ‘skills not scores’. 
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Preparation is seen as an opportunity to build important skills required for improvement in 
outcomes. 
When NAPLAN results are released in October/November this year, Literacy and Numeracy 
Domain Leaders will review the data, drilling down further to identify key misconceptions and 
strengths to inform the delivery of targeted pedagogy.   

 

2021 Domain Leaders continued assisting their staff to transition to the Victorian Curriculum 
and this involved significant revision of curriculum documentation across terms 1 to 4. This 
was mainly due to the College embedding Literacy For Learning. Curriculum development was 
structured on building a whole College Curriculum plan. The plan cites the sequence of 
Portfolio Tasks that are a requirement for Year 7-10. The plan sets out the main body of 
essential knowledge extracted from the Victorian Curriculum for each subject, the major skills 
being addressed and the vital literacy learning to support the literacy demands according to 
the Victorian Curriculum. 
Supported by the Curriculum Leader & Instructional Leaders and Domain Leaders each subject 
team developed a Curriculum Map to explicitly identify the sequential development of skills 
and concepts from years 7 to 10 in their Domain.  This involved the review of Scope and 
Sequence documents and further related documentation such as unit planners, rubrics and 
assessment tasks.  In 2021, Domain Leaders have been tasked with further mapping their 
curriculum up to year 12 and are working to the deadline of the end of semester 1 for this to 
be completed.  This work will support the successful transition to the Victorian Curriculum as 
the process involves identifying key threads running through the curriculum across years 7 to 
12. 
 
 
Textbook eBundle: 
The College has transitioned to the use of digital textbooks in 2021.  This transition involves a 
shift in pedagogy for staff to effectively capture the teaching and learning opportunities 
offered by these tools.  There has also been a movement towards more careful selection of 
resources to aid in differentiated learning and exposure to multimodal text. 

 

Scheduled Curriculum Days 
Scheduled professional development days enable the delivery of professional development 
activities based around a key improvement priority identified by the College and ensure that 
pedagogy and curriculum are reviewed as a result.  The Curriculum Day on ’What is the story 
of growth so far at our College? is an excellent example of this as it focuses upon the role of 
student voice, building communities and their role in improving student outcomes.  Rubrics 
have also been reviewed and feedback protocols developed in Domains and this work will 
inform teaching practice at the College in 2021.  Previous Curriculum Days have focused upon 
Positive Education to further promote a positive climate for learning, measuring student 
growth and curriculum planning and assessment assisting in the integration of these priorities 
into unit planners, tasks and key lessons delivered. 
Handbook Processes 
The middle and senior handbooks are compiled in across terms 2and 3.  This involves the 
revision of subjects and pathways and is directly impacted by curriculum changes from VCAA.  
The handbook for 2021 will be revised in term 2 by the Curriculum & eLearning Leader in 
consultation with stakeholders from across the College to reflect the Victorian Curriculum F-
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10 and changes to VCE, VCAL and VET courses in accordance with requirements from VCAA 
and RTO compliance. 

 

PLC Teams & Action Based Research 
Staff at the College participate in the PLC cycle, where curriculum teams engage in action 
based research to improve student outcomes.  The learning logs constructed in the PLC 
Domain teams for each teaching and learning cycle document teaching and learning 
strategies and are reviewed for efficacy at the end of each cycle in terms 1, 2 and 3.  It has 
been mandated that a literacy strategy relating to Literacy for Learning be incorporated into 
these logs to aid in the successful delivery of the literacy demands according to the Victorian 
Curriculum. 

 

VCE Data Interviews 
Audits of VCE documentation and teaching processes have begun in term 1 this year.  The 
results of this review will inform the work of the VCE staff in VCE and VET to ensure best 
practice and hig quality outcomes for students.  The work of this team is also supported by 
the VCE Data Interviews, conducted with VCE and VET teachers to review their practice in 
relation to the previous year’s cohort and student outcomes. 
 
 
Google Team Drive & Curriculum Documentation 
Domain Leaders manage Domain pages on Roxburgh College Team Drive and are the only 
staff to able to upload documents to these pages (as well as the Curriculum and eLearning 
Leader).  This ensures that documents are checked when uploaded for quality and consistency 
and that documentation is continually reviewed. This process has been a great enabler to 
build the level of consistency across the College in the delivery of the Curriculum. 
 
Curriculum Audits 
Moderation of Portfolio tasks along with the associated rubrics is now built into the PLC 
meeting cycle so auditing for quality can happen in a timely manner and changes be made 
while the required actions are ‘fresh’ in the minds of the staff. An intensive process of 
auditing the rigor of the final assessment tasks in form of final examination has been 
undertaken over the last two years. An exhaustive process of analyzing examination results 
across the entire college was entered into at the beginning of this year. The analysis was 
carried out by the DATA Manager. In-depth discussion was carried out between the Data 
manager, Curriculum Leader and each Domain Leader. Specific actions were isolated as a 
result of the detailed analysis that will be implemented. 

An outline of how the school will deliver its curriculum, whether through Victorian 
Curriculum or approved curriculum programs, integrated programs or online learning. [ 
Including all VCE, VCAL & VET 

 The college has transitioned from AusVELS to the Victorian Curriculum over the past two 
years. To date, curriculum planning, documentation and delivery have focused on the 
implementation and reporting to the required outcomes for Victorian Curriculum. During 
2018 a commitment to merging all reports into the same format has been made. By 
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Semester two 2018 all reports from F-10 will be uniform. All student outcomes with regard 
to academic progress will be reported on the appropriate continuum  

 
Year 7 Curriculum Structure 2018 

Subject Number of 
Periods/Week 

Minutes/Week Semester 

English 5 250 1 & 2 

Maths 5 250 1 & 2 

Humanities 4 200 1 & 2 

Science 4 200 1 & 2 

Art (Visual) 4 200 1 or 2 

P. Ed. 4 200 1 or 2 

EAL 4 200 1 & 2 

Study Skills 4 200 1 & 2 

Language 
Support/Re-Start 

4 200 1 & 2 

P. Ed 4 200 1 or 2 

Languages (Italian, 
French or Turkish) 

4 200 1 & 2 

Art (Visual) 4 200 1 or 2 

Art (Performing) 4 200 1 or 2 

Technology (ICT) 4 200 1 or 2 

 
 
 
Year 8 Curriculum Structure 2018 

Subject Number of 
Periods/Week 

Minutes/Week Semester 

English 5 250 1 & 2 

Maths 5 250 1 & 2 

Humanities 4 200 1 & 2 

Science 4 200 1 & 2 

P. Ed./Health 4 200 1 & 2 

Languages (Italian, 
French or Turkish) 

4 200 1 & 2 

Art (Visual) 4 200 1 or 2 

Art (Performing) 4 200 1 or 2 

Technology (Food) 4 200 1 or 2 

Technology (STEM) 4 200 1 or 2 

EAL 4 200 1 & 2 

Study Skills 4 200 1 & 2 

Language Support 4 200 1 & 2 

Numeracy 4 200 1 & 2 

 
Year 9 Curriculum Structure 2018 
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Subject Number of 
Periods/Week 

Minutes/Week Semester 

English 5 250 1 & 2 

Maths 5 250 1 & 2 

Humanities 4 200 1 & 2 

Science 4 200 1 or 2 

Health 4 200 1 or 2 

English 4 200 1 or 2 

Maths 4 200 1 or 2 

Humanities 4 200 1 or 2 

P. Ed. 4 200 1 or 2 

Science 4 200 1 or 2 

Languages (Italian, 
French or Turkish) 

4 200 1 or 1 & 2 

Art (Visual) 4 200 1 or 2 

Art (Performing) 4 200 1 or 2 

Technology (ICT) 4 200 1 or 2 

Technology 
(Food/Electronics) 

4 200 1 or 2 

Technology (STEM) 4 200 1 or 2 

EAL 4 200 1 & 2 

Study Skills 4 200 1 & 2 

Language Support 4 200 1 & 2 

 
 
Year 10 Curriculum Structure 2018 

Subject Number of 
Periods/Week 

Minutes/Week Semester 

English 5 250 1 & 2 

Maths 5 250 1 & 2 

EAL 5 250 1 & 2 

Study Skills 5 250 1 & 2 

English 5 250 1 or 2 

Maths 5 250 1 or 2 or 1 & 2 

Science 5 250 1 or 2 

P. Ed. /Health 5 250 1 or 2 

Humanities 5 250 1 or 2 or 1 & 2 

Languages 5 250 1 or 2 or 1 & 2 

Arts (Visual) 5 250 1 or 2 

Arts (Performing) 5 250 1 or 2 or 1 & 2 

Technology 5 250 1 or 2 

 
 
Year 11 Curriculum Structure 2018 

Subject Number of 
Periods/Week 

Minutes/Week Semester 
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VCE English 5 250 1 & 2 

EAL 5 250 1 & 2 

VCAL Literacy 5 250 1 & 2 

VCAL Work 5 250 1 & 2 

VCAL Numeracy 5 250 1 

VCAL PD 5 250 2 

VCAL Electives (3) 5 250 1 & 2 

Study Skills 5 250 1 & 2 

VCE/VET Electives (5) 5 250 1 & 2 

 

Year 12 Curriculum Structure 

Subject Number of 
Periods/Week 

Minutes/Week Semester 

VCE English 5 250 1 & 2 

EAL 5 250 1 & 2 

MIPS 1 50 1 & 2 

VCAL Literacy 5 250 1 & 2 

VCAL Work 5 250 1 & 2 

VCAL Numeracy 5 250 2 

VCAL PD 5 250 1 

VCAL Electives (2) 5 250 1 & 2 

Study Skills 5 250 1 & 2 

VCE/VET Electives (4) 5 250 1 & 2 

 

Core Classes  

Elective Classes  

 

For Further Information & resources: 

http://www.education.vic.gov.au/school/teachers/teachingresources/literacynumeracy/Pag
es/literacyschools.aspx 

 

The Revised Curriculum Planning and Reporting Guidelines (pdf - 1,010.58kb) provide 

advice for Victorian schools on the effective use of the curriculum to develop whole-school 

teaching and learning plans and to report student learning achievement. 

• A range of resources have been developed to support the implementation of the 

Victorian Curriculum including information regarding curriculum planning and 

assessment, curriculum area-specific advice, and professional learning opportunities. 

• In addition to resources on this website and the Victorian Curriculum F–10 website, 

the VCAA also provides the Curriculum Planning Resource portal, designed to 

support school leaders to plan and document a comprehensive whole-school 

curriculum. 

http://www.education.vic.gov.au/school/teachers/teachingresources/literacynumeracy/Pages/literacyschools.aspx
http://www.education.vic.gov.au/school/teachers/teachingresources/literacynumeracy/Pages/literacyschools.aspx
http://www.vcaa.vic.edu.au/Documents/viccurric/RevisedF-10CurriculumPlanningReportingGuidelines.pdf
http://www.vcaa.vic.edu.au/Documents/viccurric/RevisedF-10CurriculumPlanningReportingGuidelines.pdf
http://curriculumplanning.vcaa.vic.edu.au/home
http://www.vcaa.vic.edu.au/Documents/viccurric/RevisedF-10CurriculumPlanningReportingGuidelines.pdf
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• For a visual guide to assist locating key information and resources related to the 

Victorian Curriculum F–10, please see the Quick Guide 
 
VCE - Victorian Certificate of Education 
VCE (Baccalaureate) 
 
VCAL - Victorian Certificate of Applied Learning 
VET - Vocational Education and Training 
 
 
This policy was last ratified by School Council on: April 2018. 
 
This policy will be reviewed: November 2022.  

  

http://www.vcaa.vic.edu.au/Documents/viccurric/Quick_Guide_Websites_June_2017.pdf
http://www.vcaa.vic.edu.au/vce
http://www.education.vic.gov.au/school/teachers/support/Pages/expired/ib.aspx
http://www.vcaa.vic.edu.au/vcal/index.html
http://www.vcaa.vic.edu.au/Pages/vet/index.aspx
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IMPROVING STUDENT LEARNING  
 
OVERVIEW 
 
At Roxburgh College, the ‘Improving Student Learning Outcomes Strategy’ is based upon the 
DET Literacy & Numeracy P-10 Improvement Schedule for School Leaders. The strategy 
promotes a differentiated approach to student learning and is based on addressing student 
need as determined by analysing assessment data and using this data to inform instruction. 
Roxburgh College’s Improving Student Learning Outcomes Strategy provides a framework 
for using a variety of DET tools and resources to improve student -learning outcomes across 
the curriculum. It is divided into two sections: 
 
1. Assessment & Analysis Components 

2. Focus on Teaching & Learning 

3. Whole School Planning components 

- Stimulating & Secure Learning Environments 

- High Expectations For all Learners 

- Accountability 

- Shared Vision & Goals 

- Professional Leadership 

- Learning Communities 

The Improving Student Learning Outcomes strategy aims to support school leaders, 
teachers, students and their families to work together to ensure there is a shared focus on 
and approach to improving student learning outcomes. 
Teachers are further supported by a range of Teaching & Learning DET resources available 
online to ensure a common approach on Literacy and Numeracy and Integrated& Specialist 
Curriculum provision and assessment practices to improve student learning outcomes 
across the school.   
 
Assessment & Analysis 
 
Focus On Teaching and Learning 
 
The school’s Leadership (School Improvement Team) supports teachers to analyze key 
school- wide data such as: 
4. Most recent AusVELS/Victorian Curriculum data 

5. Most recent NAPLAN data 
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6. Most recent Attitudes to School Survey 

7. OnDemand testing results 

8. Roxburgh College’s Whole School year 7-10 Assessment Schedule.  

The Staff are supported to analyze data in order to identify students well above or well 
below expected levels in the first instance and then plot individual student’s level of 
achievement in their class and unit.  
Students who have and or require Individual Plans are identified, including: 
5. Koori students 

6. Students in Out Of Home Care 

7. Students with a Disability 

8. Students with Language difficulties 

Individual Learning Plans are developed for students in partnership with the family, teachers 
and Specialist Staff. 
The school Improvement team ensures school accountability measures are completed in a 
timely manner.  
 
Whole School Planning  
 
The Annual Implementation Plan is reviewed in order to ensure that challenging and 
focused one-year targets are set that build on the previous year’s achievements and reflect 
the goals of the Strategic Plan. 
 
Accountability 
 
School Improvement Team ensures school accountability measures are completed in a 
timely manner, including.  
6. Analysing the staff opinion survey, parent opinion survey and attitude to school survey 

data at school council, leadership and teacher level. 

7. Developing and submitting the draft of The Annual Implementation Plan based upon 

student achievement data collected. 

8. Completing the Annual Report to the school community. 

Shared Vision & Goals 
 
School Improvement Team consolidates a school wide focus on curriculum (literacy & 
numeracy) improvement by:  
7. Leading AusVELS/ Victorian Curriculum data analysis at an individual student and cohort 

level. 

8. Working with all members of the school community, including students to ensure there 
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is a shred understanding. 

9. Meet regularly with Consultants and external providers to support the whole school 

approach. 

High Expectations for All Learners 
 
School Improvement Team and Professional Learning Teams review: 
8. That the Learning Intervention Plans are evidence based and being implemented at 

prescribed intensity 

9. The progress of students participating in the learning intervention programs  

10. That All students requiring additional support (this will include students at risk and   also 

students who require extension) are identified by classroom teachers at The 

Professional Learning Team and at School Improvement Team Level with relevant 

assessment and background data recorded and the focus of student intervention 

identified. 

11. All interventions are evidence – based and implemented with prescribed intensity. 

12. Clear procedures for monitoring students’ progress in Intervention or support programs 

are developed and known by all key staff. 

Professional Leadership 
 
School Improvement Team ensures that professional learning stays focused on students 
learning needs and meeting the goals of the Annual Implementation Plan. This includes:  
9. Continuing to strengthen Professional Learning Teams 

10. To assist teachers to develop teacher capacity to analyse student data by cross 

referencing the different types of data, for instance AusVELS/ Victorian Curriculum 

teacher judgments/moderations, VCCA ‘On Demand’ Adaptive Test, NAPLAN, School 

Based Assessment and discussions with parents. 

11. Using Key Characteristics of Effective Literacy and Numeracy Teaching P-6 to build 

teacher capacity in curriculum planning and instruction. 

12. Use Equity Guidelines website. 

13. Using information provided by VCAA  

14. Using information provided by NAPLAN website 

 
Learning Communities 
 
School Improvement Team strengthens structures in place to partner with families in 
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supporting literacy & numeracy education. This includes:  
 
1. Providing Curriculum Information Nights for parents in term 1. 

2. Providing parents with accurate reports of their child’s achievement throughout the 

year. 

3. Creating opportunities for broad participation in annual Literacy, Numeracy, Science, 

Education and Book Weeks 

 
Stimulating & Secure Learning Environments 
 
School Improvement Team prepares for the school year by:  
2. Planning for and resourcing safe and engaging learning environments for every students  

3. Planning and resourcing for external consultants and coaching across the school 

4. Planning for and resourcing the whole school assessment schedule, including the timely 

analysis of student learning data and relevant professional learning. 
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HOMEWORK POLICY 
 

PURPOSE 
To ensure that Roxburgh College provides appropriate support to students with health care 
needs. 

OBJECTIVE 
To explain to Roxburgh College parents, carers, staff and students the processes and 
procedures in place to support students with health care needs at school. 

SCOPE 
This policy applies to: 

• all staff, including casual relief staff and volunteers 

• all students who have been diagnosed with a health care need that may require 

support, monitoring or medication at school.   

POLICY 
This policy should be read with Roxburgh College’s First Aid, Administration of Medication, 
Anaphylaxis and Asthma policies.  
 
Student health support planning 
 
In order to provide appropriate support to students at Roxburgh College who may need 
medical care or assistance, a Student Health Support Plan will be prepared in consultation 
with the student, their parents, carers and treating medical practitioners.  
Student Health Support plans help our school to assist students with: 

• routine health care support needs, such as supervision or provision of medication 

• personal care support needs, such as assistance with personal hygiene, continence 
care, eating and drinking, transfers and positioning, and use of health-related 
equipment 

• emergency care needs, such as predictable emergency first aid associated with 
asthma, seizure or diabetes management. 

Students with complex medical care needs, for example, tracheostomy care, seizure 
management or tube feeding, must have a Student Health Support Plan which provides for 
appropriate staff to undertake specific training to meet the student’s particular needs.  

At enrolment or when a health care need is identified, parents/carers should provide accurate 
information about the student’s condition or health care needs, ideally documented by the 
student’s treating medical/health care practitioner on a Medical Advice Form (or relevant 
equivalent) 

Roxburgh College may invite parents and carers to attend a Student Support Group meeting 
to discuss the contents of a student’s Health Support Plan and assistance that the student 
may need at school or during school activities.  

Where necessary, Roxburgh College may also request consent from parents and carers to 
consult with a student’s medical practitioners, to assist in preparing the plan and ensure 
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that appropriate staff understand the student’s needs. Consultation with the student’s 
medical practitioner will not occur without parent/carer consent unless required or 
authorised by law.  

Student Health Support Plans will be reviewed: 

• when updated information is received from the student’s medical practitioner  
• when the school, student or parents and carers have concerns with the support being 

provided to the student 
• if there are changes to the support being provided to the student, or  
• on an annual basis.  

Management of confidential medical information  
 
Confidential medical information provided to Roxburgh College to support a student will be:  

• recorded on the student’s file 

• shared with all relevant staff so that they are able to properly support students diagnosed 

with medical conditions and respond appropriately if necessary.  

PURPOSE 

 
To outline to our school community the Department’s and Roxburgh College’s policy 
requirements relating to homework.  

SCOPE 

 
This policy applies to students in all year levels and staff responsible for setting and 
monitoring homework at Roxburgh College.  

RATIONALE  

 
Roxburgh College has developed this Homework Policy in consultation with the School Council 
to support student learning and wellbeing by:  
• providing opportunities for students to review, revise and reinforce newly acquired skills 

• providing opportunities for students to apply new knowledge 

• providing opportunities for students to prepare for future lessons 

• encouraging students to enrich or extend knowledge individually, collectively and imaginatively 

• fostering good lifelong learning and study habits 

• supporting learning partnerships with parents/carers. 

 
DEFINITIONS 
 
Homework is tasks assigned to students by teachers that are meant to be carried out during 
non-school hours.   

POLICY 

  

At Roxburgh College all homework set by teachers will be:  
• purposeful 

• curriculum-aligned 



 

 74 

• appropriate to students’ skill level and age 

• designed to help students develop as independent learners 

• monitored by the teacher 

• where appropriate, provide opportunities for parents/carers to partner in their child’s learning. 

 
The types of homework that teachers at Roxburgh College will include are: 
 

• completing consolidation exercises for mathematics  

• completing science investigation exercises  

• making or designing an artwork 

• practising and playing musical instruments  

• practising spelling words  

• practising sports skills 

• practising words/phrases learnt in a language other than English  

• reading background material for a subject 

• reading English texts prior to class discussion 

• reading for pleasure 

• researching topics associated with set class work  

• revising/preparing for tests 

• applying new skills to home context such as:  

o planning and cooking food, including following a recipe 

o helping to plan a day trip or holiday, including timings, directions and costs 

o growing plants 

o reviewing their favourite film or book 

o writing a diary entry 

• engaging with parents in learning activities such as:   

o rehearsing a presentation with parent/carers, and seeking their feedback 

o interviewing a family member as part of a research project.   

 

SHARED EXPECTATIONS AND RESPONSIBILITIES  

Homework is a shared responsibility between the school, teachers, students and their 
parents/carers. In order to get the most out of homework tasks, it is important that everyone 
understands their obligations and responsibilities.  

Responsibilities and expectations for leaders at Roxburgh College are to: 

• advise teachers, students and parents/carers of homework expectations at the 
beginning of the school year and provide them with access to the homework policy. 

 
Responsibilities and expectations for teachers at Roxburgh College are to: 

• set homework that is curriculum-aligned and appropriate to the student’s skill level 
and age  

• ensure homework tasks are purposeful – this means they are deliberately designed 
and planned to support student learning (so, they are not ‘busy work’ or where 
students ‘finish off’ work they did/could not complete in class) 

• assess homework and provide timely and practical feedback  
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• ensure the amount of homework set supports a student to engage with a range of 
recreational, family and cultural activities outside of school hours 

• offer opportunities for families to engage in their children’s learning.  
 
Responsibilities and expectations for students are: 

• being aware of the school’s homework policy 

• discussing homework expectations with their parents/carers 

• accepting responsibility for the completion of homework tasks within set time frames  

• following up on comments made by teachers 

• seeking assistance when difficulties arise 

• organising their time to manage home obligations, participation in physical activity and 
sports, recreational and cultural activities and part-time employment (for older 
students). 

 
Responsibilities and expectations for parents/carers are: 

• ensuring there is a balance between the time spent on homework and recreational, 
family and cultural activities 

• talking to teachers about any concerns they have about the homework 

• discussing homework with their child in their first language, if English is not the main 
language spoken at home, 

• in dialogue, linking homework to: 
o previous experiences the child and/or parent/carer may have had 
o family culture(s), history(ies) and language(s) 
o relevant services, clubs, associations and community. 

• ensuring there is a quiet study area for their child to complete homework. 

 

SUPPORT FOR STUDENTS AND PARENTS/CARERS 

 
Roxburgh College understands that students have different learning strengths, preferences 
and interests and may approach learning activities and homework differently. If 
parents/carers are concerned their child may not understand the homework tasks that have 
been set or is spending a long period of time completing their homework, we encourage 
parents/carers to speak to their child’s teacher.  
Roxburgh College Homework Club operates four nights a week in the library. Tutors are 
available till 5:00pm to help & support students with their homework requirements. 
 

COMMUNICATION 

This policy will be communicated to our school community in the following ways:  
• Included in staff induction processes and staff training 

• Available publicly on our school’s website  

• Included in staff handbook/manual 

• Reminders in our school newsletter & via COMPASS 

• Discussed at annual staff briefings/meetings  

• Included in transition and enrolment packs 

• Discussed at parent information nights/sessions 
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• Discussed at student forums 

• Hard copy available from school administration upon request  

 
RELATED POLICIES AND RESOURCES  

• Homework – Department Policy  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://www2.education.vic.gov.au/pal/homework/policy
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VCE DELIVERY & ASSESSMENT 

VCE TEACHER GUIDELINES 

VCE DELIVERY AND ASSESSMENT POLICY: 

The Roxburgh College school community accepts and promotes the idea that all students 

can learn and that improvement in learning requires that students and parents have as 

much information as possible about what students learn at school. 

The responsibility for VCE delivery and assessment is located with teachers. The VCAA VCE 

Study Design will be the key document to inform design and delivery in each study. 

Teachers will be appropriately supported by the school community, and through continuous 

professional development opportunities. Key documents for each Unit 3 and 4 teacher will 

be VCAA previous years Result Data Analysis by study, in particular results. By improving 

quality of delivery and assessment there is an improvement in the quality of teaching.  

The VCE Manager, Curriculum Manager, Year 11 and 12 Managers and Learning Area 

leaders are available at any time to assist and advise regarding delivery and assessment of 

VCE Units. 

Students (and parents) must be provided with a clear written Course Outline at the outset 

of classes for each unit. This should outline what is required and how all required outcomes 

can best be achieved. Throughout the semester work requirements need to be clearly 

defined through written outlines. 

Assessment practices define what is valued in the school curriculum and influence a 

student's motivation to learn.  Student learning is not best fostered by assessment that is 

simply a mark or grade.  A description and written comment (Feedback Sheet) should 

accompany any grade given for any piece of work. Students should be helped to develop an 

understanding of their strengths and their weaknesses.  The focus should be on what the 

student is achieving. 

There should be coherence between assessment procedures and teaching and learning.  In 

each study there should be inter-relationship between the objectives of the study, its 

content, teaching strategies and assessment. 

Assessment procedures should define and communicate educational expectations and 

ensure that these standards are maintained.  These procedures should support a wide range 

of learning and teaching approaches and outcomes.  

Learning Areas will provide delivery planning and moderation/assessment support for 

teachers of all units including past results Data Analysis sessions, and will conduct 

moderation processes where more than one class operates for any VCE unit. 

http://www.vcaa.vic.edu.au/Pages/vce/studies/index.aspx
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See also: VCE Policy, Assessment, Report writing. 

VCE Units 3 & 4: Assessments submitted by this school must be in accordance with VCAA 

guidelines so that they will be comparable on a state-wide basis as all school leavers 

compete for employment and entry into tertiary institutions and courses. 

Record Keeping: All teachers must maintain up to date and accurate records of their delivery 

in each unit and assessment of student work. It is particularly important to maintain 

accurate records of the receipt of required work. 

In the event of a query regarding any assessment a teacher will be required to present the 

relevant assessment records, including records indicating when or if required work has been 

received, and will need to justify the assessment. 
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VCE POLICY 

Please read this document in order to understand your rights and responsibilities with regard 

to completing the VCE in accordance with the Victorian Curriculum and Assessment Authority 

(VCAA) requirements. 

Satisfactory completion of the VCE 

In order to be eligible for the VCE, at least 16 units must be satisfactorily completed including: 

▶ three units from the English group, with at least one unit at Units 3 or 4 level. English 

units may be selected from Foundation English Units 1 and 2, English Units 1 to 4, English 

(EAL) Units 3 and 4, English Language Units 1 to 4, and Literature Units 1 to 4 

▶ at least three sequences of Units 3 and 4 studies other than English which may include 

any number of English sequences once the English requirement has been met. 

Note: The Victorian Tertiary Admissions Centre (VTAC) advises that for the calculation of the 

student’s Australian Tertiary Admission Rank (ATAR), satisfactory completion of both Units 3 

and 4 of an English sequence is required.  

Students are generally required to undertake the following: Year 11: 12 units (six studies), 

Year 12: 10 units (five studies). 

Satisfactory completion of a Unit 

To satisfactorily complete a unit in any study, students must demonstrate achievement of 

each of the outcomes for the unit as specified in the study design. 

Achievement of an outcome means: 

▶ the work meets the required standard as described in the outcomes; 

▶ the work was submitted on time; 

▶ the work is clearly the student’s own; 

▶ there has been no substantive breach of rules. 

If all outcomes are achieved, the student is awarded S (Satisfactory) for the unit. 

A student may not be granted satisfactory completion if: 

▶ the work is not of the required standard as described in the outcomes; 

▶ the student has failed to meet a school deadline or approved extension of time for the 

assessment task; 
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▶ the work cannot be authenticated;  

▶ there has been a substantive breach of rules including school attendance rules. 

The VCAA administrative handbook states that all VCE units require a minimum of 50 hours 

of class time. A student needs to attend sufficient class time to complete work. Evidence of 

the completion of work will be in the form of a record of the work completed in class and for 

homework as well as the satisfactory completion of assessment tasks. Teachers will advise 

students about the work required to satisfy a unit at the beginning of each semester. 

Graded Assessment 

Students will demonstrate the level of their achievement of each of the outcomes in the units 

they are undertaking through their performance on the School Assessed Coursework (SACs) 

designated for that unit. These tasks will be completed mainly in the classroom, in class time. 

At the beginning of each unit, students will be given a schedule of SAC dates.  

In Units 1 and 2 outcomes will be assessed and graded using the key knowledge and skills 

designated by the VCAA. In these Units, S or N results are reported to the VCAA. The college 

will provide students marks and feedback appropriate to each assessment task and each 

outcome, including advice on where and how improvements can be made for further 

learning. Marks will be reported on the end-of-semester reports. Marks are not reported to 

the VCAA and are not subject to moderation. 

In Units 3 and 4, Coursework assessment or School Assessed Coursework (SAC) describes the 

most commonly used form of graded assessment used to measure each student’s level of 

achievement based on the assessment tasks designated for the unit. This assessment will take 

place mainly in the classroom under teacher supervision over a specified period of class time. 

Coursework scores are forwarded to the VCAA and are subject to statistical moderation. 

Details of the moderation procedure may be found in the pamphlet Statistical Moderation of 

VCE Coursework which can be accessed on the VCAA website:  www.vcaa.vic.edu.au.  

At the school level students will be given feedback appropriate to each assessment task and 

each criterion including advice on where and how improvements can be made for future 

learning. 

School Assessed Tasks (SATs) are forms of assessment which are undertaken over a longer 

period of time. SATs occur in studies where students complete a product or folio: Art, Media, 

Studio Arts, Visual Communication and Design, Design and Technology, Systems and 

Technology and Food and Technology. The scores for SATs are forwarded to the VCAA and 

are subject to review based on student performance on the General Achievement Test (GAT) 

which is held in June. The VCAA will inform students of their level of achievement on School 

Assessed Tasks. At the school level students will receive regular feedback throughout the 
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duration of the task. 

In some studies there are designated SACs that are not scored but are essential for 

determining S or N. 

Attendance at assessment tasks 

A student who is absent from an assessment task should contact the school on the day of the 

assessment task.  

Students studying Units 3 and 4 must see the VCE Manager immediately on return to school 

with an explanation for the missed SAC. SAC grades may be withheld from the VCAA until a 

medical certificate or other official documentation such as a statutory declaration or report 

from a  

 

counsellor is supplied to cover the student’s absence. The school may verify this 

documentation with the practitioner concerned. 

Students studying Units 1 and 2 must see their Mentor immediately on return to the school 

with an explanation for the missed SAC in the form of a medical certificate or note from a 

parent. The Mentor will enter the reason for absence on the roll. 

Students who do not satisfactorily complete all the criteria for an assessment task will have 

an opportunity to redeem this situation after consultation with their teacher. This redemption 

will not change the score for that assessment task but will qualify the student for an S for the 

outcome. 

Completion of a replacement SAC 

In order to satisfactorily complete outcomes, students undertaking Units 1 to 4 should 

immediately see their teachers on return to school to be informed of the date for their 

replacement SACs. Students who haven’t completed the missed SACs within two weeks will 

be referred to the VCE Manager. 

Extension of time to complete SATs 

Students who are unable to complete a SAT by the due date must apply to the VCE Manager 

prior to the due date for an extension of time and must provide a medical certificate or other 

documentation to support their application. Extensions of up to two weeks from the original 

date may be granted. 

Authentication of Coursework and Assessment Tasks 
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In order to meet the requirements for satisfactory completion of a unit, students must submit 

work that is clearly their own and that has not been submitted for assessment in any other 

unit. Apart from the incorporation of appropriately referenced text and source material, no 

part of a student’s work may be copied from any other person’s work. 

A student should not accept undue assistance from any other person in the preparation and 

submission of work. Any material referred to in student work should be attributed to its 

source. 

Teachers will provide opportunities throughout the unit to check each student’s work as 

students proceed through the completion of the assessment tasks. The onus of authenticity 

rests with the student. Students must show teachers work in progress to demonstrate the 

authenticity of the work. 

If a teacher believes that a student has submitted work which is not his or her own, or that a 

student is in breach of other rules relating to school assessment set by the college, the teacher 

will investigate the matter and submit a written report to the VCE Manager, who will then 

conduct further enquiries as deemed necessary. 

The VCE Manager will act in an advisory capacity to the Principal, who is responsible for 

determining what action is to be taken. 

For more information see: http://www.vcaa.vic.edu.au/ 

Computer Use 

When students use a computer to produce a work requirement or assessment task it is the 

student’s responsibility to ensure that: 

▶ there is an alternative system available for use in case of computer or printer 

malfunction or unavailability 

▶ hard copies of the work in progress are produced regularly to meet drafting and 

authentication requirements 

▶ work is saved onto a back-up file. The back-up file should not be stored with the 

computer. It is imperative that all work is regularly backed up onto appropriate memory 

devices at school and at home 

▶ computer errors and problems are NOT sufficient reason for an extension of time to 

be given to complete a piece of assessment 

 

Attendance and Appeals 

Students are expected to cover all absences with written explanations from parents or with 

medical certificates.  
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Students who are persistently late for classes will have every three late arrivals recorded as 

an absence. This will affect their overall attendance. 

Special Provision 

Students who experience some form of chronic or significant hardship during the year due to 

medical, physical and/or other serious reasons can apply for Special Provision. The VCAA may, 

depending on the nature of the hardship, allow the school to provide one or more of the 

following forms of support: extra time for SACs, a separate room for completion of SACs, use 

of a computer or use of a reader and/or scribe. These forms of support may also apply to 

exams.  

It is imperative that significant hardships are well documented. The appropriate 

documentation must specify the problem, severity, treatment if any, effect on study and 

dates involved. Medical practitioner’s or psychologist’s reports must be provided by the 

student to support their application. Students wishing to apply for Special Provision should 

see the VCE Manager at the beginning of the School Year. 

Year 12 students completing their VCE who have experienced severe hardship due to 

personal, health, financial or other reasons, through the whole or part of the year should 

complete a SEAS (Special Entry Access Schemes) Application Form at the end of the year. This 

form is sent to VTAC and could assist with tertiary entrance. This form will be available from 

the school or on the VTAC website: www.vtac.edu.au.  

http://www.vcaa.vic.edu.au/ 

  

https://www.edumail.vic.gov.au/exchweb/bin/redir.asp?URL=http://www.vcaa.vic.edu.au/
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Satisfactory completion of Outcomes and Units 

2. From the VCAA handbook: 
3. The decision about satisfactory completion of outcomes is based on the teacher’s 

assessment of the student’s overall performance on assessment tasks designated 
for the unit. This decision is distinct from the assessment of levels of performance. 

4.  
5. The key knowledge and skills and the advice for teachers included in the study 

design will assist teachers in making this judgment. The key knowledge and skills 
do not constitute a checklist of elements that needs to be assessed separately. 

 
 

3. From the Assessment Guides: 
4. Teachers must select assessment tasks from the designated list for each outcome 

published in the study design. Assessment tasks should be a part of the regular 
teaching and learning program and should not add unduly to student workload. 
Assessment tasks should be completed mainly in class and within a limited 
timeframe. 

5.  
6. The overall assessment program for the unit should include a variety of 

assessment task formats, include provision for authentication of student work and 
take into account the overall workload for students. 

 
 

What is a designated assessment task? 

A list of study specific designated assessment tasks appear in Study Designs at the 

conclusion of each unit. Typically these tasks include tests, short and extended responses, 

reports, folios, analyses, presentations, annotated folios, summaries, a selection of 

exploratory works, practical activities, problem solving, etc. 

As can be seen from the list above, the term ‘designated assessment task’ encompasses 

SACs and SATs, which are formal assessment tasks used to verify our reading of a student’s 

understanding, to grade student performance and to prepare them for the end of year 

examination and the coursework activities most teachers set as part of their day to day 

teaching. 

How do I award S or N? 

To satisfy an outcome students must demonstrate satisfactory completion of all SACs and 

SATs and undertake sufficient coursework to demonstrate engagement with the outcome. 
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Students who have passed the SACs and SATs and have, on balance, satisfied the 

coursework requirements for an outcome will be assessed as S for that outcome. 

Students who have passed the SACs and SATs but have, on balance, not satisfied the 

coursework requirements for an outcome will be assessed as N for that outcome. 

Students who have passed formal assessment tasks are likely to have demonstrated 

engagement with the course through the knowledge and skills they have demonstrated in 

these tasks. Should this not be the case students may query their results and teachers may 

be required to provide records of the role the uncompleted tasks play in satisfying the 

outcome. 

 What is Coursework? 

Coursework encompasses a range of classroom and homework activities set by the teacher 

to scaffold and support student learning with a view to students performing better on SACs 

as a result.  

In moving to the use of coursework as a measure of engagement we must build in checks 

and balances to protect both teachers’ professionalism and students’ rights to equity within 

and between studies in the VCE. What does this mean in practice? 

4. From the VCAA handbook: 
5. All VCE units require 50 hours of class time. A student needs to attend sufficient 

class time to complete work. The school sets minimum class time and attendance 
rules. Where a student has completed work but there has been a substantive 
breach of attendance rules and the school therefore wishes to assign N to the unit, 
the school must assign N for one or more outcomes and thus the unit. 

 

9. A school policy and set of procedures to cover absence from assessment tasks 
should be published and made available to staff, students and parents. When a 
student is absent from school for prolonged periods, or has been unable to 
complete all assessment tasks because of illness or other special circumstances, 
the school may upon application from the student grant Special Provision for 
school-based assessments. In this case, the student should not be penalised for 
lack of attendance. The Special Provision granted may allow a student to work 
from home for a period of time. The student and school should complete the 
application for Special Provision for School-assessed Coursework and School-
assessed Tasks and the Unit Completion form and retain this at the school 
together with the supporting evidence. 

 
 

 

It is expected that students with high levels of attendance who have listened to and/or 
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participated in classroom activities, lectures and discussions, kept a fairly organised 

workbook and undertaken some homework tasks will easily demonstrate engagement. 

Underlying principles 

Whilst we would all like students to work harder we know that adding extra layers of work 

or more hoops to jump through will not achieve this goal. The impetus of this development 

springs from the sound pedagogical practice of linking preparation with performance 

through engagement.  It is about a carrot rather than a stick and is an opportunity to put the 

E5 model to use: 

 

9. Engage  
→ 

9. Explore  
→ 

10. Explain  
→ 

13. Elaborat
e → 

15. Evaluate 

 

Course Outline: Informing students and their families 

All students must be advised in advance of the assessment tasks and coursework 

requirements that must be satisfactorily completed to pass each outcome. This information 

will normally appear in the document that outlines the course that is provided to students in 

the first week of the semester. (See Documenting our Practice, page 10.)  

It is wise for all teachers to remind students of what is required of them from time to time. 

Students then have time and support to catch up and to plan for the remaining weeks of the 

semester. Please see examples of the type of documents you might like to use at the end of 

this document. Mentors may need to help students with study planners and interim 

deadlines, even if they have already missed many deadlines. 

What should be in a course outline? 

The course outline should detail all formal assessment tasks including the form these tasks 

will take and the dates on which they will be held as well as information about any 

coursework requirements that students will be required to undertake to satisfy each 

outcome. 

Coursework tasks will be drawn from the list of designated tasks and expressed in the detail 

appropriate to the study. For some studies such tasks will be explicit such as, for example, 

attendance at a performance, summaries of textbook chapters, a glossary of terms, 

designated problems. For other studies tasks may be more generic including for example, 

the maintenance of a workbook or visual diary, participation in classroom discussions, a 

collection of cuttings from a newspaper or garden, etc. it is important to explain these 

requirements to students but inadvisable to provide fine detail as tasks may vary as the 

semester progresses. 
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Shared practice is the way to a common understanding 

There has been concern expressed that some teachers may set much more or less 

coursework than others. Such concern can be overcome by sharing the types and breadth of 

coursework that is being set between teachers and studies. Other measures that will break 

down this concern include professional learning activities such as guided observations of 

teachers’ classrooms, research at work activities such as investigating the link between 

coursework and performance, and the collection of examples of coursework requirements 

by the curriculum manager. 

Special Provision and data collection 

Information will be collected at the conclusion of each semester about students who have 

passed SACs but not satisfied coursework requirements. The VCE Manager will undertake 

this. Such information will be distributed to year level managers and the welfare team who 

will determine a process for Special Provision. This data will drive further development of 

the initiative 

Teachers who have any questions about the management of this process should see the VCE 

manager. Those who would like to discuss curriculum implications should see the curriculum 

manager. 

Students or parents who are concerned about this shift in approach should be referred to 

the Principal. These students and teachers may be required to present evidence of the work 

set and competed and, in the case of teachers, records of evidence collected. The final 

decision will, as always, rest with the Principal. It is expected that there will be few, if any, 

such situations. 

School-assessed coursework and classroom coursework  

–What is the difference and how can we make it work for us? 

All teachers provide students a course outline with details of the course, outcomes and 

assessment task dates at the beginning of each unit. 

In addition teachers employ a range of class work, homework and coursework tasks, 

designed to engage students and ensure that they are: 

4. Creating a written and/or visual record of their developing knowledge and skills 
5. Consolidating their knowledge and skills through practise 
6. Demonstrating their grasp of the material covered in the course 
7. Creating a study resource for exam revision. 
8. For teachers the results of these tasks also provide a useful evaluation of one’s teaching. 
 

Types of tasks set at the school include: 
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5. Topic tests 
6. Chapter questions 
7. Homework that is  
 Sighted and recorded 
 Collected and assessed 
 Expected or understood to have been completed 
8. Compilation of glossaries 
9. Close tests 
10. Charts or tables for filling in 
11. Journals with a designated number of entries per topic 
12. Visual diaries 
13. Practise SACs 
14. Question sheets 
15. Activities to be completed at home including reading, research, responding to a 

stimulus, writing or creating 
16. Rehearsals 
17. The preparation of summary sheets. 
 

From the VCAA handbook:   

The decision about satisfactory completion of outcomes is based on the teacher’s 

assessment of the student’s overall performance on assessment tasks designated for the 

unit. This decision is distinct from the assessment of levels of performance.  

The key knowledge and skills and the advice for teachers included in the study design will 

assist teachers in making this judgment. The key knowledge and skills do not constitute a 

checklist of elements that needs to be assessed separately.  

This means that if students pass each assessment task as designated in the Study Design for 

a unit provided there has been no breach of the rules they will pass the unit. 

From the Assessment Guides: 

Teachers must select assessment tasks from the designated list for each outcome published 

in the study design. Assessment tasks should be a part of the regular teaching and learning 

program and should not add unduly to student workload. Assessment tasks should be 

completed mainly in class and within a limited timeframe.  

The overall assessment program for the unit should include a variety of assessment task 

formats, include provision for authentication of student work and take into account the 

overall workload for students. 

Of concern is that students are not always aware of the difference between assessment 

tasks used to demonstrate the satisfactory completion of an outcome and coursework 

required by the teacher for the purpose of teaching and learning. 
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Students must be informed in advance when they are to be assessed for the satisfactory 

completion of an outcome using a designated assessment task. They must be provided with 

information about the task including the date on which it will take place, the scope and 

duration of the task and the criteria for assessment. 

Coursework tasks should not be confused with assessment tasks.  They make a valuable 

contribution to students’ learning but their completion cannot be used to pass or fail a 

student for a unit.  

We have published an attendance requirement of 90% and have set an attendance protocol 

and procedures in place to decide on satisfactory completion of a unit.  

The VCAA allows schools to set the attendance requirements for the satisfactory completion 

of a unit but this has been problematic over the years. 

A solution that reinforces attendance, the completion of coursework and therefore 

increases satisfactory completion of units and maximises students’ results. 

Whilst we cannot make unofficial coursework a requirement for satisfying outcomes or a 

unit of study we can work with the satisfactory completion conditions set by the VCAA.  The 

key is the requirement of 50 hours of class time (or equivalent).   

 

From the VCAA handbook:   

All VCE units require 50 hours of class time. A student needs to attend sufficient class time 

to complete work. The school sets minimum class time and attendance rules. Where a 

student has completed work but there has been a substantive breach of attendance rules 

and the school therefore wishes to assign N to the unit, the school must assign N for one or 

more outcomes and thus the unit.  

A school policy and set of procedures to cover absence from assessment tasks should be 

published and made available to staff, students and parents. When a student is absent from 

school for prolonged periods, or has been unable to complete all assessment tasks because 

of illness or other special circumstances, the school may upon application from the student 

grant Special Provision for school-based assessments. In this case, the student should not be 

penalised for lack of attendance. The Special Provision granted may allow a student to work 

from home for a period of time. The student and school should complete the application for 

Special Provision for School-assessed Coursework and School-assessed Tasks and the Unit 

Completion form and retain this at the school together with the supporting evidence.  

 

Coursework Policy 
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1. Students should expect to demonstrate 50 hours of work in each study. If they attend 

regularly and complete the coursework in class this requirement will be easy to 

demonstrate. 

2. Coursework supports learning and maximises students’ opportunities to achieve the best 

result possible. Students will keep a record of their learning in their workbooks. This record 

(in, for example, the forms outlined on page one) may be used to redeem an unsatisfactory 

assessment task. 

From the VCAA Handbook: 

If, in the judgment of the teacher, work submitted by a student for the assessment of an 

outcome does not meet the required standard for satisfactory completion, the teacher may 

take into consideration work previously submitted by the student provided it meets the 

requirements set out, or allow the student to submit further work. A teacher may permit a 

student to submit further work to meet satisfactory completion requirements of a unit. 

Students may not submit further tasks for the reconsideration of School-assessed 

Coursework scores awarded by the school.  

3. Teachers will make coursework requirements explicit at the beginning of each unit and 

will reinforce these requirements by regularly recording coursework completion throughout 

the semester. 

4. Coursework tasks to be a regular part of teaching and learning. Tasks to support 

development of knowledge and skills related to outcomes. 

5. Teachers will keep accurate records of coursework requirements and achievement. 

6. Students who are away are expected to work at home to catch up. 

7. Students who fall behind will be required to catch up. Mentors will be informed of 

progress at Year level meetings. This progress could be the subject of a conversation with 

the student and parent. 

8. For students who are unwell or have other documented extenuating circumstances 

Special Provision can be applied for to allow extra time to complete work. 

9. Teachers in each study group to meet regularly to share examples of coursework and to 

ensure that coursework requirements are applied equitably across studies and teachers. A 

collection of coursework requirements be made to provide exemplars and to support 

teachers new to the school.    

 

VCE RESPONSIBILITIES: 
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POSITION: VCE Coordinator 

 

VCE Leader 

 

No. of positions: 1 

 

Periods Allocated: 3.5 

 

 

 

 

 

 

 

The responsibilities of the VCE Leader : 

3. Liaising with CAT leaders of each learning domain about 
VCE Study offerings 

4. Assisting the timetable and an Assistant Principal in the 
development of VCE subject blocks 

5. Planning and conducting meetings of VCE teachers 

6. Working with an Assistant Principal and VASS Support in 
ensuring all VASS data is accurately recorded, carefully 
maintained and correctly monitored 

7. Working with an Assistant Principal to ensure VCE Study 
Designs and related documentation and VCE policies are 
followed by all teaching staff  

8. Organizing student selection of VCE subjects 

9. Ensuring maintenance of student attendance 
requirements 

10. Coordinating processes to ensure the consistent 
application of assessment criteria and practices 

11. Manage Special Exam Arrangements 
12. Appoint Chief Exam Supervisor (or Principal) 
13. Counsel students at risk 
14. Manage at risk process & liaise with year level 

coordinators 
15. Speak to students and parents about exam rules and 

requirements 
16. Distance education – supervise SACs and communicate 

with schools 
KRA’s 

4. Develop and implement an annual Professional 
Development plan 

5. Lead professional development across the College 
6. Organise the annual Professional Development 

Conference 

SELECTION CRITERIA: 

Successful applicants will be expected to demonstrate the Professional Standards for 
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their classification as detailed in Victorian Government Schools Agreement 2013, and 

the following criteria: 

• Commitment to the concept of a learning community, to innovation in education, 
and an ability to work with all members of the school community to promote a love 
of learning, high expectations of all, and the pursuit of excellence 

• High level knowledge of the college curriculum and capacity to support the 
curriculum through provision of resources and exemplary professional development 

 

 

POSITION: VASS Coordinator 

VASS Leader 

 

No. of positions: 1 

 

Periods Allocated: 4 

 

 

 

 

 

The responsibilities of the VASS Leader : 

• Manage VCE/VET enrolments for home school. Ensure 
accuracy of data. 

• Print exam advice slips for oral/performance & written 
exams 

• Print special arrangement advice slips & explain to 
students and parents. 

• Run eligibility reports – liaise with VCE coordinator 
• Manage timelines and data entry for S/N & School 

Assessed Coursework (SACs) and SATs 
• Manage timelines for indicative grades 
• Collect and enter indicative exam grades 
• Manage exam/study score results and disseminate to 

students and teachers 
VCAA Exam Coordination 
• Confirm exam centres & combine with local school for 

studies with small numbers 
• Manage DES (Derived exam score applications) 
• Applications for special exam arrangements 
• Seating plans for exams 
• Ensure signage, stationary, PA, clock etc for exam centres 
• Meet with chief exam supervisor each morning to discuss 

special arrangements, seating etc… 
KRA’s 

• Develop and implement an annual Professional 
Development plan 

• Lead professional development across the College 
• Organise the annual Professional Development 

Conference 

SELECTION CRITERIA: 

Successful applicants will be expected to demonstrate the Professional Standards for 
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their classification as detailed in Victorian Government Schools Agreement 2013, and 

the following criteria: 

• Commitment to the concept of a learning community, to innovation in education, 
and an ability to work with all members of the school community to promote a love 
of learning, high expectations of all, and the pursuit of excellence 

• High level knowledge of the college curriculum and capacity to support the 
curriculum through provision of resources and exemplary professional development 

 

See also Position Statements for: 

• Year 11 & 12  Coordinators 

• Learning Area Leaders 
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FURTHER INFORMATION: VCE/VCAL LEARNING POLICY  

Rationale  

At Roxburgh College our intent through our educational program is to maximise every 

student’s opportunity so that they reach their full potential. In order to maximise student 

achievement and outcomes Roxburgh College expects students to demonstrate an 

exceptional commitment to all their studies. It is required that students are familiar with 

VCAA VCE/VCAL processes as well as Roxburgh College policies and procedures.  

Scope 

This policy applies to all students enrolled in a VCE or a VCALprogram and any year 10 

student enrolled in a VCE or VET subject. 

It is the student’s responsibility to ensure that they understand the content of this 

document and approach their attitude to their studies accordingly. 

The Victorian Certificate of Education (VCE) 

The VCE is a two year certificate with the flexibility to extend completion to three years.  

In year 11, students complete 6 subjects, which may include some VET. English is the only 

compulsory subject. Each subject contributes 2 units towards the certificate. Students 

should aim to complete a total of 12 units by the end of year 11. 

In year 12, students continue with 5 of the 6 subjects chosen in year 11 including English. 

Once again, each subject contributes 2 units towards the certificate. 

Minimum requirements for the VCE 

To achieve the VCE, students must successfully complete a minimum of 16 units including: 

◾three units from the English group ( English, EAL, Literature or English Language), two of 

which must be a Unit 3 and 4 sequence. 

◾at least three additional Unit 3 and 4 sequences. 

 

The Victorian Certificate of Applied Learning 

The VCAL has three levels: Foundation, Intermediate and Senior. 

Students are counselled into choosing the VCAL level that best matches their needs and 

abilities.  
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At all three VCAL levels, students will study units from five curriculum areas: 

6. Literacy 

7. Numeracy 

8. Work Related Skills 

9. Personal Development Skills 

10. Industry Specific Skills (VET) 

Minimum requirements for the VCAL 

To qualify for a VCAL certificate students must successfully complete a minimum of 10 units 

which must include at least one unit from each of the above 5 curriculum areas. 

Expectations of students: 

While studying for either the VCE or VCAL, it is expected that students respect and adhere 

the school rules and policies that guide these programs as well as the VCAA (Victorian 

Curriculum Assessment Authority) rules and regulations. 

Students are required to: 

7. Meet the required standards as outlined in the Study Designs for each subject. 

8. Complete all set class work, including homework. 

9. Submit work that is clearly their own. 

10. Meet the school’s attendance requirements.  

All VCE and VCAL students have a scheduled MIPs (Managed Individual Pathway) session 

each week where they will be informed of relevant processes, procedures and expectations 

pertaining to the satisfactory completion of their certificate courses and pathway options. 

Part 1: Attendance 

Attendance is intrinsic to educational opportunity and as stated in the Roxburgh College 

attendance Policy students are required to: 

6. Attend school on all school days unless parents have been specifically advised of 

alternative arrangements for a particular day. 

7. Arrive on time to school and to every class with the correct books and equipment and 

have set homework completed. 

8. Provide a written explanation (or phone call) from their parents to their coordinators 
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when they have been absent from school. 

9. If arriving late to school they are to go straight to class where their lateness will be 

recorded by the classroom teacher. If students have a late note from home they are 

to present it to the sub school office by recess otherwise a detention will be issued.  

10. If a student needs to leave early for an appointment, they must present a signed 

note from their parents to the sub school office in the morning so they can be issued 

an early leavers pass. The parent note will be verified by a phone call to the parent 

by the coordinators. This will be recorded on COMPASS. 

It is expected that appointments during school hours are kept to a minimum. 

10. Students are expected to remain on the school premises during the school day 

unless they have permission from both the school and their parents to leave. 

ATTENDANCE REQUIREMENTS 

10. Any absence from any class is taken seriously and should only occur where there are 

medical grounds (supported by relevant documentation) or other extenuating 

circumstances. 

11. Senior School students are expected to attend all scheduled classes for each subject. 

Students whose attendance drops below 90% risk receiving an N for the unit of 

work. 

12. Where a student fails to meet the attendance requirements over a number of units 

they will be required to appear before a Senior School Panel where their 

enrolment at Roxburgh College will be reviewed and alternative pathways and 

options will be discussed. 

10. A student’s absence may be recorded as either an approved or unapproved 

absence 

11. approved absences include those that are: 

 covered by a medical certificate or similar approved documentation 

 from a student participating in another aspect of the school’s 

educational program eg sports, leadership training/activities, 

excursions, camps. Students must gain approval from all subject 

teachers prior to participating in extracurricular activities 

 unapproved absences include those that are: 

 covered by a parent note, but without a medical certificate 
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 holidays taken during school time 

 an absence from a whole school or year level activity eg 

sports(athletics, swimming) days, enhancement activities 

 due to a student being more than 10 minutes late to class 

 due to a student being removed from class due to misbehaviour 

11. Where an absence is due to medical grounds or other extenuating circumstances, a 

medical certificate or explanatory note from a parent providing an acceptable 

reason is required. 

12. Medical certificates are essential if a student is absent for School Assessed Course 

work or assessment tasks. Senior school Students must apply for an extension of 

time for the missed work and the work must be completed during a scheduled 

Redemption Session. 

13. No Senior School student should leave the school grounds at any time during the 

school day unless the appropriate procedures have been followed. 

 

 

Overall: Students must attend 100% of their scheduled classes for each 

VCE/VCAL unit. A minimum of 90% will be tolerated if there are extenuating 

circumstances. 

Students who do not meet this 90% requirement will receive an ‘N’ for that 

unit. 

 

PLEASE NOTE: As it is against the law for retrospective medical certificates to 

be issued, they will not be accepted by the school. 

 

Part 2: Responsibilities of Students 

Late admission to class: 

It is the student’s responsibility to arrive to each class on time prior to the second bell. If a 

student is more than 10 minutes late to class without a legitimate reason, the lateness will 

be recorded as an unapproved absence. This will only be redeemed with the student 

completing an afterschool detention. All students must report to class even if they are late 

to minimise the loss of learning time. It is the student’s responsibility to catch up on any 



 

 98 

work missed due to lateness. 

Removal from class: 

If a student is required to leave a class due to misbehaviour, or other breach of the Student 

Code of Conduct, this will be recorded as an unapproved absence from that class. Once 

again it is the student’s responsibility to catch up on any work missed. 

Excessive absences: 

Once a student accumulates five unapproved absences in any unit the year level coordinator 

must be advised by the subject teacher. A meeting with the student, teacher, parent and 

the coordinator will be convened to discuss: 

14. Measures to support improved attendance 

15. Review students progress  and attendance in all subjects 

If absences continue, a further meeting will be convened to discuss alternative pathways for 

the student. 

Uniform: 

All Senior School Students are required to be at school in correct school uniform. Parents 

and students are advised that variations to the school uniform are not acceptable. Students 

may be sent home to change if they are out of uniform and any class time lost will be 

recorded as unapproved absence. 

If there is a valid reason why a student must attend school out of uniform then an 

explanatory note, signed by the parents, must be presented to the Year level coordinators 

first thing in the morning so an official school uniform pass may be issued. 

Appropriate school uniform items are listed in the school’s Uniform Policy 

Please note that only school caps may be worn on the school’s premises.  

Part 3: Course Work Expectations 

VCE/VCAL Course work: 

It is expected that students complete all set class work and participate in all organised 

activities in all their subjects in order to be awarded an overall S (satisfactory outcome) in 

VCE subjects or to receive a competent for outcomes in VET subjects. Homework is an 

integral part of each subject and it is expected that students complete a minimum of three 

hours per subject per week. This does not include study and revision time which is necessary 

to reinforce knowledge. 

Authentication of work: 
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Students must ensure that all work submitted for assessment is genuinely their own. No 

part of a student’s work may be copied from any other person’s work (ie plagiarism is 

forbidden). 

In order to attest that the work is genuinely that of the student, teachers and students will 

observe the following procedures: 

16. Teachers will monitor the development of the task in class, by signing plans and drafts of 

the students work. The teacher will keep a record of this process. (copies of 

templates that can be used by staff may be found on the VCAA website) 

17. Students are expected to retain appropriate documentation of the development of the 

task to enable the teacher to attest that the work is the student’s own.  

18. The work will be assessed only if the teacher can attest that, to the best of their 

knowledge the work is the student’s own. 

If an issue of authentication arises the teacher will notify the Year Level Coordinators 

of their concern. In consultation with the coordinators and the senior School 

Assistant Principal the steps to check the authenticity of the work will be established 

in line with the school’s Authentication of Coursework and Plagiarism Policy.  

Should the College be satisfied that there has been a breach of the authentication 

rules then the consulting team will establish what action needs to be taken. 

 

The College reserves the right to impose any of the following penalties: 

9. Reprimand the student and inform parents of the breach. 

10. Give the student an opportunity to resubmit the work 

11. Refuse to accept a part of the work (plagiarised part) submitted and assess the 

rest  

12. Refuse to accept the whole piece and give an NA 

These actions will apply to the student and any student who has knowingly helped the 

student breach the authentication rules. 

Absence during SACs 

If students miss a SAC due to illness it is their responsibility to make arrangements to 

reschedule the SAC. This must be done on the day of their return to school. The student 

needs to see their coordinator and complete the necessary extension form. A medical 

certificate must be provided to support their absence. If approval is granted, the 
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coordinators will organise for the student to sit the SAC during a scheduled Redemption 

Session. This process should be completed within a week of the student returning to school 

after their absence. 

Students cannot have more than one rescheduling of a SAC per subject unless there are 

extenuating circumstances. 

Redemption of Work 

For assessment tasks and SACs that have not met the ‘minimum requirements’ for a 

satisfactory pass, or have not been submitted by the due date an opportunity for 

redemption must be arranged for the student. 

18. Before redemption is undertaken the following must occur: 

17. The teacher informs the student that redemption is necessary and discusses with 

the student what work needs to be done prior to the redemption. 

18. The teacher informs the parents and the coordinators that a redemption process 

has been organised with the student. 

19. The teacher and student complete the Redemption Form and submit this to the 

coordinators. This process can also be completed via COMPASS. 

20. A date is set by the coordinators for the redemption. 

21. The teacher informs the coordinators on the result of the redemption. 

22. If the student fails to achieve the minimum requirement on the redemption then 

the parent must be notified by the coordinator. An N may then be awarded 

by the teacher. 

 

7. Possible penalties may apply for some students (non-submission by due date). These 

must be clearly discussed with the student and specified on the redemption form. 

8. Students are allowed one redemption per outcome but no more than three per subject 

per semester. 

 

This process is in line with the school’s Redemption Policy. 
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VCAL LEARNING POLICY 
 
PURPOSE:  
 
The satisfactory completion of VCAL is a major pathway to further studies, and/or work.  It is 
the role of the teacher to create a culture of success, and to enhance and develop effective 
relationships and a learning environment that caters to the needs of, and promote the most 
successful outcomes for each student.  
At Roxburgh College, we are committed to implementing common and effective teaching, 
feedback and assessment practices to support students in their learning and to maximise 
their opportunity for achievement.  This Policy supports a consistent approach to the 
delivery of courses and further improvement in VCAL attainment & results.  
 
SCOPE: 
 
This policy applies to all teachers of VCAL the VCAL Manager, Domain Leaders and the 
Curriculum Coordinator. It is the responsibility of these staff to be familiar with the content 
of this document and all attached supporting documents relevant to the teaching and 
administration of VCAL units. 
 
POLICY: 
 
In accordance with VCAA documents, the VCAL is awarded on the basis of satisfactory 
completion of units according to VCE program requirements.  Evidence of achievement is 
collected by the teacher through a range of tasks, including Assessment Tasks that are 
designated for the study and assessed as per the guidelines in the VCAA Study Designs. The 
minimum requirement for a VCAL certificate is the satisfactory completion of 16 units, which 
must include:  
The minimum requirement for a VCAL certificate  is the satisfactory completion of 10 units, 
which must include: 

• Literacy 

• Numeracy 

• Personal Development Skills 

• Work Related Skills 

• Industry Skills – VET  

 
In the implementation of this policy, it is expected that: 

• Staff are familiar with the relevant sections of the current VCAA VCE & VCAL Handbook that 

pertain to the administrative processes of teaching VCAL. 

• Staff are familiar with the current VCAA Study Design & Assessment Guidelines for their 

subject and plan the units in accordance with the recommendations of these documents. 

• Staff implement the relevant school VCE/VCAL procedures (attached to this policy). 

• Staff provide students a course outline with details of the course, outcomes and assessment 

task dates at the beginning of each unit. 
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• Staff will make coursework requirements explicit at the beginning of each outcome and will 

reinforce these requirements by regularly recording course work completion throughout the 

semester. 

• Provide an engaging and supportive learning environment for all students.  It is the right of 

all students to learn and of all teachers to teach.  As a school, it is our expectation that all 

students are focussed on engaging with the course work and on achieving their best.  Any 

behaviour, which interrupts the learning of others is not acceptable.  The VCAL Student 

Management Team will support classroom teachers to achieve this. 

• Staff will establish and maintain learning classrooms.   

• Staff provide study skill activities within the context of their particular subject.  Advice 

specific to each subject regarding study techniques eg. classroom notes, annotation, 

summarising, etc. should be incorporated into the delivery of all courses. 

• Year 12 VCAL staff plan their teaching schedule so that courses are completed by the end of 

Term 3.  This is recommended to allow an effective exam revision period for VET subjects 

and allow for their final assessment, their Oral Presentation and redemption, if required. 

• Coursework and assessment tasks are marked in a timely manner and feedback for 

improvement is provided to students. 

• There is prompt follow up by the teacher of students who are absent for an assessment task.  

Staff must remind students of the School’s processes with respect to missing an assessment 

task.   

• If a teacher cannot verify the authentication of a students work then they are to contact the 

VCAL Manager and follow the guidelines of the Authentication of Cousrework & Plagiarism 

policy (attached to this document). 

• Staff monitor student progress and attendance.  Student’s minimum attendance must be 

90% and progress needs to be satisfactory.   Staff are required to follow the school’s 

Student’s at Risk processes if they are concerned about a student’s attendance and/or 

progress. 

• Domain Leaders provide opportunities for VCAL staff to work together in planning units of 

work and assessments.  

• Staff are familiar with the VCAA Assessment: Satisfactory completion of units guidelines 

(VCAA VCE & VCAL Handbook ) when awarding a final assessment for students. 

• Work is provided for students for known staff absences. The College will cover classes when 

a teacher is absent.  

• Staff attend relevant PD opportunities as provided by subject associations, the local Network 

or in-house provision. 

• Staff seek support from the VCAL Manager or their Domain Leader if they have any concerns 

or questions with respect to teaching their VCAL classes. 

 

 Relevant attached documents: 
 VCE and VCAL Administrative Handbook  
Authentication of Coursework & Plagiarism Policy 
Senior School Redemption Process 

  

http://www.vcaa.vic.edu.au/Pages/schooladmin/handbook/handbook.aspx


 

 103 

VET LEARNING POLICY 
 
PURPOSE:  
 
The satisfactory completion of VET studies is a major pathway to further education, and/or 
employment.  It is the role of the teacher to create a culture of success, and to enhance and 
develop effective relationships and a learning environment that caters to the needs of, and 
promote the most successful outcomes for each student.  
At Roxburgh College, we are committed to implementing common and effective teaching, 
feedback and assessment practices to support students in their learning and to maximise 
their opportunity for achievement.  This Policy supports a consistent approach to the 
delivery of VET studies in units 1 to 4 and further improvement in VET completion rates and 
results.   
 
SCOPE: 
 
This policy applies to all teachers of VET studies (units 1 to 4), the VET Manager, Domain 
Leaders and the Curriculum Coordinator. It is the responsibility of these staff to be familiar 
with the content of this document and all attached supporting documents relevant to the 
teaching and administration of VCE units. 
 
POLICY: 
 
In accordance with VCAA documents, VET is assessed based on the following guidelines: 
The assessment of student performance in the training program continues to be 
competency-based. In order to satisfactorily complete the program, students must 
demonstrate competence in the units that make up the selected program. A student who is 
not assessed competent in all units of competence in the selected program will not be 
eligible to receive a study score, as the study score is subject to satisfactory completion of 
the Units 3 and 4 sequence. The assessment of the student’s level of performance on the 
tasks completed during the Units 3 and 4 sequence does not replace the competency-based 
assessment, but is integrated with the usual assessment process through a series of 
coursework tasks. The task types were selected and developed after consideration of the 
tasks most commonly used by RTO assessors in conducting competency based assessment. 
The tasks are designed to ensure that both assessment purposes can be met: judgment of 
the achievement of competence and assessment of the student’s level of performance in the 
Units 3 and 4 sequence of their program. Maximum flexibility for the assessor in planning, 
scheduling and conducting assessments will be allowed, to reflect the range of assessment 
and delivery contexts in which students are undertaking their training. 
 
In the implementation of this policy, it is expected that: 

• Staff are familiar with the relevant sections of the current VET/VCAL VET Assessment Guide 

that pertain to the administrative processes of teaching and assessing VET studies. 

• Students are required to comply with all Occupational Health and Safety regulations 

including the wearing of personal protective equipment – work-boots and fluoro polo in all 

trade related classes.  
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• Staff are familiar with the current VCAA VET Study Design & Assessment Guidelines for their 

subject and plan the units in accordance with the recommendations of these documents. 

• Staff provide students a course outline with details of the course, outcomes and assessment 

task dates at the beginning of each unit. 

• Staff will make coursework requirements explicit at the beginning of each outcome and will 

reinforce these requirements by regularly recording course work completion throughout the 

semester. 

• Staff provide SAC dates to the VCE Manager when requested so that a SAC Calendar can be 

compiled and distributed to all VCE staff & students at the beginning of term 1. 

• Provide an engaging and supportive learning environment for all students.  It is the right of 

all students to learn and of all teachers to teach.  As a school, it is our expectation that all 

students are focussed on engaging with the course work and on achieving their best.  Any 

behaviour, which interrupts the learning of others is not acceptable.   

• Staff will establish and maintain learning classrooms.  Visual displays of academic 

vocabulary, subject specific posters, glossaries, pictures, flowcharts and diagrams are to be 

displayed. 

• Staff provide study skill activities within the context of their particular subject.  Advice 

specific to each subject regarding study techniques e.g. classroom notes, annotation, 

summarising, exam revision etc. should be incorporated into the delivery of all courses. 

• Staff access VCE/VET data to evaluate and analyse results, delivery of courses, exam 

performance, ranking and consistency of assessment, and implement appropriate action on 

the basis of this data.  

• Year 12 VET Teachers plan their teaching schedule so that Unit 3 and 4 courses are 

completed by the end of Term 3.  This is recommended to allow an effective exam revision 

period.  

•  Where VET programs have scored assessment, staff provide substantial exam practice.  

Exam preparation is an essential element of all courses in order to provide adequate 

preparation and experience for students to achieve the best possible study scores & ATAR.  

Frequent and continuous preparation for the exam through tasks set under test conditions is 

necessary for all subject areas throughout the year.  This is further enhanced by the 

preparation, supervision and marking of mid-year and term 4 revision exams.  

• Staff set SACs in accordance with the requirements of their subject’s VET Study Design.   

• Coursework and assessment tasks are marked in a timely manner and feedback for 

improvement is provided to students. 

• There is prompt follow up by the teacher of students who are absent for a SAC. Staff must 

remind students of the School’s processes with respect to missing a SAC.  A SAC 

Rescheduling form needs to be completed and approved by the VCE Manager for a new SAC 

date to be set. This must happen within a week of the student’s return to school after 

missing the SAC. (Refer to the Senior School Redemption Process attached to this policy).  

• If a teacher cannot verify the authentication of a student’s work, then they are to contact 

the VET Manager and follow the guidelines of the Authentication of Course-work & 

Plagiarism policy (attached to this document). 

• Staff monitor student progress and attendance.  Student’s minimum attendance must be 

90% and progress needs to be satisfactory.   Staff are required to follow the school’s 

Student’s at Risk processes if they are concerned about a student’s attendance and/or 

progress. 
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• Domain Leaders provide opportunities for VCE staff to work together in planning units of 

work and assessments.  

• Where required, staff moderate and validate assessment tasks with other teachers once per 

year.  The VET Manager will liaise with staff to source colleagues to conduct moderation and 

validation reviews. 

• Work is provided for students for known staff absences. The College will cover Year 12 

classes when a teacher is absent.  

• Staff attend relevant PD opportunities as provided by subject associations, VCAA, the local 

Network or in-house provision. 

• Staff seek support from the VET Manager or their Domain Leader if they have any concerns 

or questions with respect to teaching their classes. 

• TSC Staff will meet with the TSC /VET Manager to discuss individual subject programs, 

resources, model development and program delivery.  

 

 Relevant attached documents: 
  VCE and VCAL Administrative Handbook  

Authentication of Coursework & Plagiarism Policy 
Senior School Redemption Process 

  

http://www.vcaa.vic.edu.au/Pages/schooladmin/handbook/handbook.aspx
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ASSESSMENT AND REPORTING POLICY 
 
 
This policy on assessment and reporting has been developed to ensure rigorous and 

authentic assessment of student outcomes in line with DET guidelines. Roxburgh College has 

a consistent and formalized approach to providing students with opportunities to 

demonstrate their achievement, against clearly documented learning goals, derived from 

the relevant curriculum standards for each subject and unit. Teachers provide feedback to 

students about their progress in multiple ways throughout the learning cycle. Student 

achievement is determined through examining the evidence they produce and matching this 

to statements on a developmental rubric which indicate the level the student has achieved. 

In this way, we are able to monitor students to determine what progress has been made in 

terms of their knowledge and skills against the achievement standards Victorian 

CurriculumF-10. 

SCOPE: 

This policy will act as a guide for teachers, parents and students to ensure that the College’s 

high standard of professionalism and integrity with regard to the rigorous and authentic 

assessment of student learning is maintained.  

This policy aims to provide school leaders, teachers, parents and students with a guide as to: 

• the types of assessment opportunities which may be used as an opportunity for 

students to demonstrate their learning; 

• the different modes of feedback available for use by teachers in communicating with 

students about their learning progress throughout the learning cycle; 

• the use of student evidence and rubrics in determining the level of student 

achievement; 

• the level of progress expected within a given period of learning 

POLICY COMPONENTS 

THE ASSESSMENT POLICY IS BROKEN INTO FOUR COMPONENTS: 

i. Assessment opportunities; addressing the opportunities which may be 
provided to students in order for them to demonstrate progress and 
achievement 
 

ii. Feedback; regarding how and when students may receive feedback about 
their progress 
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iii. Determining student achievement; addressing the means by which teachers 
form judgements about a student’s level against the learning continuum  

 

iv. Expected academic progress; with regards to the monitoring and promotion 
of students 
 

1. Assessment opportunities 

Students at Roxburgh College will, within a learning program, have multiple and 

varied opportunities to demonstrate learning and achievement. These assessment 

opportunities are documented through term planners and may consist of: 

• Hurdle tasks (designed to find out what students already know and can do) 

• Formative assessment tasks (designed to allow students to test their skills 
and understanding and receive feedback on their learning so far) 

• Summative assessment tasks (designed to gauge to what extent the student 
can demonstrate the learning goals) 

 

Consistency with regard to the summative assessment task for each unit/Portfolio, 

as documented on the Portfolio Outline, is expected across all classrooms. 

Modifications to the task may be necessary however, in order to cater for students 

with additional learning needs. A process of identification by the college specialist 

and the subsequent placement on the Additional Needs List needs to occur before 

modification can be approved. 

ii. Feedback 

Throughout a unit of work and across a semester, students will receive feedback on 

their progress and achievement with regard to the documented learning goals. 

Feedback needs to be timely, in that it is useful to the student in setting goals for 

their learning and moving their learning forward. It should also be specific, in that it 

informs the students about what they have done well and what they need to do to 

improve with regard to their skills and knowledge. Modes of feedback include but 

are not limited to: 

• One on one conferencing 

• Whole class discussion about common errors and misconceptions 

• Anecdotal, ‘on the spot’  verbal feedback  

• Written comments 

• Rubrics 

• Peer-assessment  

• Self-assessment 
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iii. Determining student achievement with regards to: 

a. Assessment tasks 
b. Semester reporting 
c. Effort and behavior (GPA) 
 

a. The level at which a student has demonstrated achievement on an assessment 
task is determined by examining the evidence they have produced and matching 
the evidence to descriptors on a rubric which represent different levels of 
achievement according to the Victorian curriculum standards. Assessment tasks 
are developed to cover a range beyond expected level to enable teachers to 
place all students on the continuum. The learning goals are derived from the 
relevant curriculum standards and therefore, the rubric allows the teacher to 
determine the level demonstrated by the evidence produced in response to the 
assessment task.  
 

b. For the purpose of semester reporting, teachers will make a judgement to 
determine what level a student has achieved for each of the Learning Domain 
covered, by using a range of information collected across the semester including 
but not limited to: 

• Levels achieved on relevant assessment tasks 

• Workbook activities 

• Observation of performance during classroom activities 

• ‘OnDemand’ test results 
 

The summative assessment task for each unit carries the most weight with regard to 

determining achievement levels. Teachers are required to report on the 

achievement of all students including those with additional needs. It may not be 

possible for teacher to accurately assess students who consistently fail to complete 

and submit assessment tasks or do not meet the College attendance requirements 

without prior arrangement due to medical or other extenuating circumstances.  

c. Parents and students will receive feedback on students’ effort and behavior 
through the GPA six weekly reporting cycle. This will be identified on the 
College’s term calendars and completed by teachers four times per semester. 
GPA reports are available to parents online through Compass. 

 

iv. Expected Academic Progress 

The College promotions policy outlines that making satisfactory progress is one of 

the factors to be considered by the promotions panel. Students are expected to 

show progression equivalent to that outlined in the Victorian guidelines; one year’s 

progress (one level) in one year. This will be demonstrated by the progress shown on 
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semester reports (two per year). A student may be found to have made 

unsatisfactory progress if they are assessed as working below the expected level (in 

accordance with Victorian Curriculum F-10 achievement standards) and have not 

shown expected progression as stated above. This at times may not apply to 

students with additional needs who are placed on an individual learning program 

(ILP). A primary indicator for students will also be the relative growth demonstrated 

by completed work samples. 

 

KEY TERMS OF THE POLICY EXPLAINED  

LEARNING GOALS: 

Also known as ‘learning intentions’ these are the key things that it is expected 

students will know and be able to do as a result of the learning program. Learning 

goals are derived from the curriculum standards but are also informed by students’ 

point of need as identified by the teacher. Matching learning goals should appear on 

all parts of the College curriculum documentation for each unit. They are 

communicated to students through these documents and also through teachers’ use 

of the College instructional framework.  

UNIT PLANNER: 

Each unit of work is documented consistently using the unit planner which is a 

resource for teachers. It is the responsibility of the teaching team, under the 

guidance of the Domain manager, to ensure that these documents are kept up to 

date. The unit planner includes: 

 

• The position of the unit within the scope and sequence 

• A description of the unit 

• The assessment items 

• The learning goals 

• Literacy, numeracy and thinking opportunities 

• Key lessons 

• Key resources 
 

ASSESSMENT TASK: 

It is expected that each unit of work has at least one common assessment task which 

is used summative, to gauge student achievement of the unit learning goals.  

ASSESSMENT PROFORMA: 
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Each common assessment task is documented on an assessment proforma, used by 

teachers and students. It documents the assessment task in detail including: 

• The conditions for the assessment task 

• A description of the task 

• The curriculum standards addressed 

• A description of the work at above, at and towards expected level 

• The key knowledge and skills that need to be demonstrated 

• The steps involved in completing the task 
 

RUBRICS: 

It is expected that each documented assessment task has a matching rubric. This 

provides a description of what the student evidence would contain or show at each 

level across a range from A-E for the appropriate year level and semester. The 

descriptors are matched to the learning goals the task assesses. The language is 

student friendly and the rubric is intended for use by students to set goals and 

monitor progress with the help of the teacher. The teacher will also use the rubric to 

determine the student’s level of achievement based on the evidence they produce.  

References: 
Student Assessment & Reporting Guidelines Advisory Guide Department of Education and 
Early Childhood Development 
http://www.education.vic.gov.au/school/principals/spag/curriculum/Pages/assessment.asp
x 
 

EVALUATION: 

This policy was last ratified by School Council on: 16th February, 2016 

This policy will be reviewed: April 2018 

 
  

http://www.education.vic.gov.au/school/principals/spag/curriculum/Pages/assessment.aspx
http://www.education.vic.gov.au/school/principals/spag/curriculum/Pages/assessment.aspx
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STUDENT WELFARE 
 
 
Child Safety Standards Policy 
 
Student Engagement & Wellbeing Policy and Procedures  
 
Anti-Bullying & Cyber Bullying Policy and Procedures  
 
Bullying Prevention Policy  
 
Concerns & Complaints Policy  
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Child Safety Standards – Overview 

 

Introduction 
Roxburgh College is committed to providing a safe environment for all students and young 
people and will take active steps to protect them against abuse. To achieve this the school 
has developed and actively enforces Child Safety Strategies to ensure that any person 
involved in ‘child connected work’ is aware of their obligations & responsibilities for 
ensuring the safety of all children under their care. 
 
In accordance with requirements of the Victorian Government’s Ministerial Order No 870, 
Roxburgh College maintains a culture of ‘no tolerance’ to child abuse. To achieve this, it has 
established a holistic Child Safety Strategy incorporating the processes, policies & 
procedures listed below. 
 
Roxburgh College Child safety Strategy includes, but is not limited to the: 

1. Establishment of strategies for embedding a culture of child safety at the school. 

2. Maintenance & communication of a policy affirming the school’s commitment to 

child safety and the promotion of an environment where children feel respected, 

valued and encouraged to reach their full potential. 

3. Maintenance & implementation of a Child Safety Code of Conduct; 

4. Established processes for screening, supervision, training, and other human resource 

practices to reduce the risk of child abuse & promote a child safe learning 

environment. 

5. Maintenance & Communication of procedures for responding to and reporting child 

safety complaints, suspected abuse, disclosures or breaches of the Child Safety Code 

of Conduct. 

6. Risk Management strategies to identify and reduce or remove risks of child abuse 

7. Maintenance of strategies to promote student participation & empowerment in 

creating an environment where they feel respected, valued and are capable of 

reaching their full potential.  

 
Scope 
Roxburgh College Child Safety Standards apply to any individual employed by the school, 
employed under contract, volunteers or contracted service providers. Failure to comply with 
any aspect of the school’s Child Safety Standards may result in criminal proceedings in 
accordance with the Children, Youth and Families Act 2005 (Vic.), the Crimes Act 1958 (Vic.) 
and the recommendations of the Betrayal of Trust Report 2013. 
 
 

http://www.vrqa.vic.gov.au/Documents/ChSafMINOrder8702.pdf
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Definitions 
Child: Any child or young person enrolled as a student at the school. 
 
Child Connected Work: Work authorised by the school’s Principal, members of the 
Leadership Team or Board performed by an adult in the school environment while children 
are present or are reasonably expected to be present. 
 
Child Abuse: Includes: 

a. Any Act committed against a child involving: 

i. A sexual offence 

ii. An offence under section 49B(2) of the Crimes Act 1958 (grooming) 

b. The infliction, on a child of: 

i. Physical violence 

ii. Serious emotional or psychological harm 

c. Serious Neglect of a child. 

 
Child Neglect: The failure by a parent or caregiver to provide a child, where they are in a 
position to do so, with conditions that are culturally accepted as being essential for their 
physical and emotional development and wellbeing. 
 
Child Physical Abuse: Generally, child physical abuse refers to the non-accidental use of 
physical force against a child that results in harm to the child. Physically abusive behaviours 
include shoving, hitting, slapping, shaking, throwing, punching, kicking, biting, burning, 
strangling and poisoning. The fabrication or induction of an illness by a parent or carer 
(previously known as Munchausen syndrome by proxy) is also considered physically abusive 
behaviour. 
 
Child Protection: Statutory services designed to protect children who are at risk of serious 
harm. 
 
Child Sexual Abuse: Any sexual activity between a child under the age of consent (16) and an 
adult or older person (i.e., a person five or more years older than the victim) is child sexual 
abuse. 
Child sexual abuse can also be: 

» Any sexual behaviour between a child and an adult in a position of power or 

authority over them (e.g., a teacher); the age of consent laws do not apply in such 

instances due to the strong imbalance of power that exists between young people 

and authority figures, as well as the breaching of both personal and public trust that 

occurs when professional boundaries are violated. 

» Any sexual behaviour between a child and an adult family member, regardless of 

issues of consent, equality, or coercion. 
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» Sexual activity between peers that is non-consensual or involves the use of power or 

coercion. 

» Non-consensual sexual activity between minors (e.g., a 14-year-old and an 11-year-

old), or any sexual behaviour between a child and another child or adolescent who, 

due to their age or stage of development, is in a position of power, trust or 

responsibility over the victim. Sexual activity between adolescents at a similar 

developmental level is not considered abuse. 

 
Child Safety: Encompasses matters relating to protecting all children from child abuse, 
managing the risk of abuse, providing support to a child at risk of child abuse and 
responding to incidents or allegations of child abuse. 
 
Mandatory Reporting: The legal requirement to report suspected cases of child abuse and 
neglect is known as mandatory reporting. Mandated persons include teachers, nurses, 
police, psychologists, psychiatrists, and medical practitioners. 
 
Reasonable Belief: When a staff member is concerned about the safety and wellbeing of a 
child or young person, they must assess that concern to determine if a report should be 
made to the relevant agency. This process of considering all relevant information and 
observations is known as forming a ‘reasonable belief’. A ‘reasonable belief’ or a ‘belief on 
reasonable grounds’ is not the same as having proof but is more than mere rumour or 
speculation. A ‘reasonable belief’ is formed if a reasonable person in the same position 
would have formed the belief on the same grounds. 
 
School Environment: Any physical or virtual place made available or authorised by the 
school for use by a child during or outside of school hours including: 

a. A campus of the school 

b. Online school environments, including email & intranet systems 

c. Other locations provided by the school for a child’s use including school camps, 

sporting events, excursions, competitions, school community and other events. 

 
School Staff: Any individual working in the school environment who is: 

a. Directly engaged or employed by the school Principal or Board 

b. A volunteer or contracted service provider 

c. A minister of religion. 

 

Our School’s Commitment to Ensuring Child Safety 

All students enrolled at Roxburgh College have the right to feel safe. The wellbeing of 
students will always be our school’s first priority. The school aims to create a child safe 
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environment where children feel valued & respected by committing to the following 
arrangements for students, parents, carers, staff members, volunteers and contractors.   
 
Our Commitment to our Students  

» We commit to the safety and wellbeing of all students & young people enrolled in 

our school. 

» We commit to providing students & young people with positive and nurturing 

experiences. 

» We commit to listening to students & young people and empowering them by taking 

their views seriously and addressing any concerns that they raise with us. 

» We commit to taking action to ensure that students & young people are protected 

from abuse or harm. 

» We commit to teaching students & young people the necessary skills and knowledge 

to understand and maintain their personal safety and wellbeing. 

» We commit to seeking input and feedback from students & young people regarding 

the creation of a safe school environment. 

 
 
Our Commitment to Parents and Carers 

» We commit to communicating honestly and openly with parents and carers about 

the wellbeing and safety of their children. 

» We commit to engaging with, and listening to, the views of parents and carers about 

our child-safety practice, policies and procedures. 

» We commit to transparency in our decision-making with parents and carers where it 

will not compromise the safety of children or young people. 

» We commit to acknowledging the cultural diversity of students and families and 

being sensitive to how this may impact on student safety issues. 

» We commit to continuously reviewing and improving our systems to protect children 

from abuse. 

 
Our Commitment to our School Employees, CRTs, Volunteers & Contractors 

1. We commit to providing all staff members,, casual relief teachers (CRTs), volunteers 

& contractors with the necessary support to enable them to fulfil their roles. This will 

include regular and appropriate learning opportunities. 
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2. We commit to providing regular opportunities to clarify and confirm policy and 

procedures in relation to child safety and the protection of students and young 

people. This will include regular briefings & annual training in the principles and 

intent of the Child Safety Policy and Child Safety Code of Conduct, and staff 

responsibilities to report concerns.  

3. We commit to listening to all concerns voiced by staff members, students, 

caregiver’s, volunteers, and contractors about keeping children and young people 

safe from harm. 

4. We commit to providing adequate resources to support staff members, , CRTs, 

volunteers & contractors meet and exceed their Child Safety obligations. 

5. We commit to appointing a ‘Child Safety Officer’, to further promote child safety and 

support all members of the school community to understand, meet and exceed their 

Child Safety obligations. 

6. We commit to providing support to any member of the school community who 

reports a child safety complaint, suspected abuse, disclosure, or breaches of the 

Child Safety Code of Conduct. 

We commit to providing opportunities for staff members, CRTs, volunteers 

& contractors to receive formal debriefing and counselling arising from 

incidents of the abuse of a child or young person. 
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Standard One – Organisational Culture of Child Safety 
 

Roxburgh College maintains a ‘culture of child safety’ through effective leadership 
arrangements. Protecting children from abuse is everybody’s responsibility, and Roxburgh 
College Leadership Team takes the main role in embedding a child safety culture across all 
aspects of the School Community. 
 
All members of staff, casual relief teachers (CRTs), volunteers & contractors have a 
responsibility to act to protect students & young people from abuse and to build an 
environment where children feel respected, valued, and encouraged to reach their full 
potential. The school maintains a ‘culture of child safety’ through proactive leadership which 
demonstrates, and insists of others, appropriate values, attitudes and behaviours to ensure 
the safety of all who attend the school. Roxburgh College fosters a culture of openness, 
inclusiveness and awareness, where children and adults know how to respond if they 
suspect or are subject to abuse or inappropriate behaviour. 
 
All staff members, CRTs, volunteers & contract service providers must also acknowledge the 
importance of cultural safety for Indigenous children and those from culturally and 
linguistically diverse backgrounds, including that of children with a disability. 
 
Roxburgh College maintains a ‘culture of child safety’ by actively implementing the 
strategies listed below in accordance with its moral & legal obligations and Victorian 
Government Ministerial Order 870. 

 
Leadership Responsibilities 
All members of the School’s Leadership Team take their responsibility to protect students 
very seriously.  Members of the School’s Leadership Team take the lead in promoting an 
environment where students and young people feel safe, respected, valued and are capable 
and confident of reaching their full potential. 
 
Roxburgh College’s Leadership Team is responsible for embedding a culture of child safety 
and does so by ensuring the following: 

1. Identifying and assessing potential risk of abuse to students and young people via 

established risk management strategies. 

2. Creating an environment for students and young people to be safe and to feel safe. 

3. Upholding high principles and standards for all staff members, CRTs, volunteers, and 

contractors. 

4. Promoting models of behaviour between adults, students and young people based 

on mutual respect and consideration. 
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5. Developing & communicating child safe policies & procedures outlining the school’s 

commitment to promoting children’s wellbeing and protecting children from abuse. 

6. Developing & communicating codes of conduct which specifies the standards of 

conduct and care required when working and interacting with children. 

7. Appointing a ‘Child Safety Officer’ to promote child safety and support all members 

of the school community to understand, meet and exceed their Child Safety 

obligations. 

8. Ensuring thorough and rigorous practices are applied in the recruitment & screening 

of all staff, CRTs, volunteers & contractors. 

9. Ensuring that staff & other members of the school community have regular and 

appropriate learning to develop their knowledge of openness to and ability to 

address child safety matters. 

10. Promoting inclusion of all children & families from diverse cultural backgrounds and 

those with disabilities.  

11. Empowering and promoting the participation of children in decision-making by 

providing opportunities for children to express their views on child safety and then 

incorporate this feedback to improve your policies and practices.  

12. Immediately respond to any child safety complaint, disclosure, breach of the Child 

Safety Code of Conduct or suspected abuse in accordance with its reporting 

requirements. 

13. Providing regular opportunities to clarify and confirm legislative obligations, policies 

and procedures in relation to child and young people’s protection and wellbeing.  

14. Ensuring the school meets the specific requirements of the Victorian Child Safe 

Standards as set out in Ministerial Order No. 870. 

 
Responsibilities of Staff Members, CRTs, Volunteers & Contractors: 

Staff members, CRTs, volunteers & contractors engaged by Roxburgh College have an 
obligation to foster a culture of safety for all students and young people by: 

1. Treating students and young people with dignity and respect, acting with propriety, 

providing a duty of care, and protecting children and young people in their care. 

2. Understanding and complying with legislative requirements and internal school 

processes in the course of their work.  
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3. Demonstrating a commitment to displaying appropriate behaviours in accordance 

with the school’s Child Safety Code of Conduct. 

4. Providing a physically and psychologically safe environment where the wellbeing of 

children and young people is nurtured. 

5. Undertaking regular training and education in order to understand their individual 

responsibilities in relation to child safety and the wellbeing of students and young 

people. 

6. Immediately report any child safety complaint, disclosure, breach of the Child Safety 

Code of Conduct or suspected abuse to the school’s Child Safety Officer or a member 

of the school Leadership Team. 

7. Assist the Leadership Team in empowering and promoting the participation of 

children in decision-making by providing opportunities for children to express their 

views on child safety. 

8. Assisting children and young people to develop positive, responsible and caring 

attitudes and behaviours which recognise the rights of all people to be safe and free 

from abuse. 

9. Following the school’s Child Safety Code of Conduct. 

 

Maintaining & Communicating the School’s Commitment to Child Safety Standards 

Roxburgh College maintains a Child Safety Policy outlining key elements of its approach to 
creating and sustaining a Child Safe environment. The Policy has been developed by the 
Leadership Team in consultation with staff members and affirms the school’s commitment 
to a ‘zero tolerance’ towards child abuse and its commitment to upholding the best interest 
of children. The Policy also demonstrates a commitment to keeping students and young 
people safe and how it actively works to listen to and empower students at Roxburgh 
College. 
 
The school’s Child Safety Policy is displayed in the foyer of the Administration Building and 
in the Staffroom. The Policy is also made publicly available to all members of the community 
via the school’s website. This policy and the accompanying Child Safety Code of Conduct are 
communicated to staff members, CRTs, volunteers & contractors prior to commencing work 
and at least annually and they are also embedded into core documents such as the 
Employee Handbook. 
Roxburgh College reviews this policy every three years or more frequently as required when 
there has been a change to the work environment or work arrangements that may impact 
on the protection of children. 
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Maintaining & Communicating the School’s Code of Conduct to Ensure Child Safety 

Roxburgh College maintains a Code of Conduct for all staff members, volunteers, CRTs and 
contractors that clearly defines workplace expectations including professional boundaries, 
ethical behaviours, as well as acceptable & unacceptable relationships.  
 
Roxburgh College believes that by defining the expectation for all staff members, CRTs, , 
volunteers and contractors relating to ‘Child Connected Work’ they are more likely to act 
appropriately. The Code of Conduct enables the school to take immediate action when an 
individual acts in an unacceptable manner, which may result in disciplinary action including 
dismissal. This process is supported by the school’s complaints procedure.  
 
The school’s Child Safety Code of Conduct is made publicly available to all members of the 
community via the school’s website. The Code of Conduct is communicated to new staff 
members, CRTs, volunteers & contractors prior to commencing work and at least annually 
and they are also embedded into core documents such as the Employee Handbook. 
Members of the Leadership Team vigilantly monitor professional behaviour & regularly 
remind staff members, CRTs,  volunteers and contractors of their responsibilities at the 
commencement of each school term & at Staff Meetings.  
 
Roxburgh College reviews its Child Safety Code of Conduct every three years or more 
frequently in the event of a complaint, or when there has been a change to the work 
environment or work arrangements that may impact on the protection of children. 
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Standard Two – Child Safety Policy 
 

Introduction 
Roxburgh College is committed to providing a safe environment for all students and young 
people and takes active steps to protect them against abuse. To achieve this the school has 
developed and actively enforces Child Safety Strategies to ensure that any person involved 
in ‘child connected work’ is aware of their obligations & responsibilities for ensuring the 
safety of all children under their care. 
 
In accordance with requirements of the Victorian Government’s Ministerial Order No 870, 
Roxburgh College  maintains a culture of ‘no tolerance’ to child abuse and to support this 
has established minimum Child Safety Standards. 
 
Purpose 
The purpose of this policy is to demonstrate Roxburgh College ’s commitment to ensuring 
Child Safety and to illustrate the measures implemented by the school to maintain a safe 
education environment, as well as processes for responding to suspected abuse.  
 
Scope 
This policy & associated procedures apply to all staff members (teaching & non-teaching), , 
casual relief staff, volunteers, and contractors engaged by the school. 
 
Commitment to Child Safety 
All students & young people attending Roxburgh College have the right to feel safe. The 
school affirms its commitment to child safety by adopting a ‘zero tolerance’ to child abuse 
and by actively implementing and managing strategies to help protect children from harm. 

Initiatives undertaken to ensure the safety of students and young people at Roxburgh 
College include the following: 

» An annual assessment of the effectiveness of its Child Safety Management Strategies 

to identify areas for improvement. 

» A Code of Conduct defining workplace expectations including professional 

boundaries, ethical behaviours and acceptable & unacceptable relationships. 

» Processes for the recruitment, support, training & supervision of staff members, , 

casual relief staff, volunteers, and contractors who participate in ‘Child Connected 

Work’. 

» Procedures for responding to and reporting suspected Child Abuse. 

» Inclusion & empowerment of all students & young people in the establishment of 

Child Safety strategies. 

http://www.vrqa.vic.gov.au/Documents/ChSafMINOrder8702.pdf
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» A commitment that promotes safety of Indigenous children, children with disabilities 

and those from culturally and/or linguistically diverse backgrounds. 

Roxburgh College maintains policies, procedures, and strategies to create a child safe 

environment in the following areas.   

 

Risk Management 

Roxburgh College recognises the importance of minimising the potential of Child Abuse or 

harm and uses this process to inform our policies, procedures, and activity planning. In 

addition to general Occupational Health & Safety risks the school proactively manages risk 

via a formal assessment process. 

 

Code of Conduct 

Roxburgh College enforces a Code of Conduct for all staff members, casual relief teachers, 

volunteers, and contractors that clearly defines workplace expectations including 

professional boundaries, ethical behaviours, and acceptable & unacceptable relationships. 

 

This Code of Conduct aims to provide guidance and support to individuals so that they feel 
valued, respected, and fairly treated. It is provided to any person engaged in ‘Child 
Connected Work’ and is available on the school website & in the Employee Handbook. 
 

Recruitment, Support, Training & Supervision 

Roxburgh College adopts Administrative & Human Resource practices to ensure its 
screening, recruitment & performance management processes identify and engage the 
most suitable candidates for positions available at the school. Recruitment and screening 
processes, as well as Police and Working with Children’s Checks are minimum requirements 
for those engaged in ‘Child Connected Work’. 
 
Staff Members are provided with regular development opportunities, support, supervision 
& training to assist with addressing child safety matters. 
 

Responding to and Reporting Child Safety Concerns or Abuse 
Roxburgh College has appointed a Child Safety Officer (Fernando Ianni - College Principal) 
with specific responsibilities for responding to reports or complaints made by any member 
of the school community relating to child safety concerns or abuse. The school’s Child Safety 
Officer works closely with members of the leadership team, staff members, casual relief 
teachers, volunteers, contractors, students and the parent community to ensure Child 
Safety Standards are maintained and all child safety complaints, suspected abuse, 
disclosures or breaches of the Child Safety Code of Conduct are immediately addressed.  
 
Where staff members have significant concerns for the wellbeing of a student or young 
person they are mandated by law to report their concerns immediately to the Principal, 
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Child Safety Officer or a Members of the Leadership Team before contacting DHHS Child 
Protection. Staff members will be supported through all aspects of the reporting process. 
 
The school’s reporting & complaints procedure is located on the school website. 
 
Inclusion & empowerment of all students & young people 
Roxburgh College works with students to ensure that they are empowered to understand 
their rights, recognise what abuse is and encourage them to speak up when they feel 
uncomfortable or afraid.  Staff members actively encourages students & young people to 
express their views on matters that directly affect them. The school educates students and 
young people on strategies they can adopt if they feel unsafe. 
 
Valuing Diversity 

Roxburgh College values diversity and does not tolerate discriminatory practices.  

To achieve this the school: 

» Promotes the cultural safety, participation and empowerment of Indigenous 

children and their families. 

» Promotes the cultural safety, participation and empowerment of children from 

cultural and/or linguistically different backgrounds. 

» Welcome children with disabilities and their families and actively promotes their 

participation. 

» Seek to employ staff members from a culturally diverse background. 

 
Review of this Policy 
Roxburgh College reviews its Child Safety Code of Conduct every three years more 
frequently in the event of a complaint or when there has been a change to the work 
environment or work arrangements that may impact on the protection of children. 
 
  
Principals Signature___________________________   Date: _____________________ 
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Standard Three – Child Safety Code of Conduct 
Introduction  

This Code of Conduct has a specific focus on safeguarding children and young people at 

Roxburgh College against sexual, physical, psychological and emotional abuse or neglect. It is 

intended to complement other professional and/or occupational codes & legislation.  

 

Purpose 

The purpose of this Code of Conduct is to establish clear expectations for appropriate 

behaviour by adults towards children & young people. It aims to protect children and reduce 

any opportunity of abuse or harm to children. This Code of Conduct also provides anyone 

engaged by Roxburgh College with guidance on how best to support students and young 

people and how to avoid or better manage difficult situations. 

 

Scope 
This Code of Conduct applies to all staff members (teaching & non-teaching), casual relief 
staff, volunteers, and contractors engaged by the school. 
 

Acceptable behaviours 

All staff members (teaching & non-teaching), casual relief staff, volunteers, contractors and 

board/school council members are responsible for supporting the safety of children by 

complying with the following ‘acceptable behaviours’: 

» Adhering to the School’s Child Safety Policy and associated procedures at all times.  

» Taking all reasonable steps to protect students from abuse. 

» Treating everyone with respect, including listening to and valuing their ideas and 

opinions. 

» Listening and responding to the views and concerns of students, particularly if they 

are telling you that they or another student or young person has been abused and/or 

are worried about their safety or the safety of another child. 

» Taking account of the diversity of all students, including (but not limited to) the needs 

of Aboriginal students, students from culturally and/or linguistically diverse 

backgrounds, students with disabilities and students and young people who are 

vulnerable. 

» Promoting the cultural safety, participation and empowerment of all students, 

including those from diverse backgrounds. 
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» Ensuring as far as practicable that adults are not left alone with a student or young 

person. 

» Reporting all child safety complaints, suspected abuse, disclosures or breaches of the 

Child Safety Code of Conduct immediately to the principal and/or the School’s Child 

Safety Officer immediately. 

» Understanding and complying with all reporting obligations as they relate to 

mandatory reporting and reporting under the Crimes Act 1958. 

» If an allegation of child abuse is made, ensuring as the safety of the student/s or young 

person/s as soon as possible. 

 

Unacceptable Behaviours 

All staff members (teaching & non-teaching), casual relief staff, volunteers, contractors and 

board/school council members must not: 

» Ignore or disregard any child safety complaints, suspected abuse, disclosures or 

breaches of the Child Safety Code of Conduct 

» Develop any ‘special’ relationships with students or young people that could be seen 

as favouritism (such as the offering of gifts or special treatment for specific students). 

» Exhibit behaviours with students or young people, which may be construed as 

unnecessarily physical (such as inappropriate sitting on laps). 

» Do things of a personal nature that a student can do for themselves (such as toileting 

or changing clothes). 

» Engage in open discussions of a mature or adult nature in the presence of students. 

» Exchange personal contact details such as phone numbers, social networking sites or 

email addresses with students or young people. 

» Have unauthorised contact with students or young people ‘online’ via email, social 

networking sites, by text message or other means. 

» Display any behaviour, in person or ‘on-line’, which could be construed as 

inappropriate or disrespectful to those who may view it, in particular students, young 

people and those from Aboriginal and diverse cultural backgrounds. 
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» Maintain relationships with a student or young person and their families outside of 

school without the knowledge of the Principal, a member of the Leadership Team or 

Child Safety Officer. 

» Use inappropriate language in the presence of students. 

» Use prejudice, oppressive behaviour or language in the presence of or with children.  

» Express personal views on cultures, race, ethnicity, sexuality or disabilities in the 

presence of students. 

» Discriminate against any student because of culture, race, ethnicity or disability. 

» Attend work under the influence or effects of illegal drugs or alcohol. 

» Consume alcohol without the consent of the Principal or a member of the Leadership 

Team at school, at a school event or in the presence of students or young people. 

» Photograph or video a student or young person without the consent of their parents 

or guardian. 

 

Failure to Comply With This Code of Conduct 

Where a staff member (teaching & non-teaching), casual relief staff, volunteers, contractors 
and board/school council is suspected of breaching any obligation, duty or responsibility 
within this Policy, Roxburgh College  will take disciplinary action, including in the case of 
serious breaches, summary dismissal. 
 
Acknowledgement 

I have read and understood this Code of Conduct and agree to abide by it at all times. 

Name: 
 

Signature: 
 

Date: 
 

 

Principal / Child Safety Officer Name: Fernando Ianni, College Principal 
 

Signature: 
 

Date: 
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Standard Four – Human Resource Practices to Ensure Child 
Safety 

Roxburgh College adopts Administrative & Human Resource practices to ensure its 
recruitment & performance management processes not only identify the most suitable 
candidates to undertake ‘Child Connected Work’, but fosters continual improvement in child 
safety practices. 
 
Roxburgh College will only employ staff members, casual relief teachers, contractors, and 
engage volunteers, who share the school’s commitment to maintaining a Child Safe 
environment.  
 
Position Descriptions 
Roxburgh College maintains detailed position descriptions for all teaching and non-teaching 
staff members that define the roles and responsibilities for the maintenance of Child Safety 
and reporting requirements. The school has also developed simple ‘duty statements’ for 
volunteers who wish to engage in ‘Child Connected Work’.  
 
Position descriptions are relevant to individual roles and clearly define: 

» The school’s mission & vision. 

» Tasks and duties associated with the position. 

» Qualifications, experience and attributes required. 

» The level of responsibility and authority associated with the role. 

» Requirements relating to applicable assessment to be completed. 

‒ Victorian Institute of Teaching Registration  

‒ Police / Criminal Record Checks 

‒ Working With Children Checks 

» Responsibility to maintain current assessments and the requirements to report any 

breach immediately to the Principal. 

» Responsibility for complying with the school’s Child Safety Code of Conduct. 

» Responsibilities for participating in all identified training. 

» Child safety complaint, disclosure, breach or suspected abuse reporting 

requirements. 

 

Roxburgh College recognises that well developed ‘position descriptions’ & ‘duty statements’ 
are more likely to attract suitably qualified and experienced personnel & volunteers, who 
share its commitment to Child Safety. 
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Position Advertisements 
When seeking to engage staff members, contract service providers or volunteers Roxburgh 
College clearly communicates its commitment to Child Safety in all job advertisements and 
duty statements. Statements encouraging only applicants who share the school’s 
commitment to Child Safety will be incorporated as will those encouraging applications from 
Aboriginals, Torres Strait Islanders, and those from culturally and linguistically diverse 
backgrounds. 
 
Assessing Potential Staff Members or Volunteers 
Roxburgh College will conduct a thorough assessment of potential candidates and 
volunteers prior to engaging them or authorising them to conduct ‘Child Connected Work’.  
 
When assessing potential candidates and volunteers, members of the school Leadership 
Team, the school’s Child Safety Officer and others on the assessment panel will consider the 
following: 

» What motivates the individual to work with children (personal and/or professional). 

» Relevant & verifiable experience. 

» Understanding of Children’s physical & emotional needs. 

» Understanding of professional boundaries 

» Attitudes towards Children’s rights and how these can be upheld. 

» Values (honesty, integrity, reliability, fairness and non-discrimination). 

» Responses from referees 

 

Responses to these indicators will determine a candidate or volunteers suitability to 

undertake ‘Child Connected Work’ and will be given sufficient ‘weight’ as part of the 

selection process. 

 

Screening Processes 
Roxburgh College acknowledges the importance of assessing potential candidates and 
volunteers prior to engagement and is committed to undertaking a thorough & rigorous 
screening process.    
The process of interviewing and screening potential candidates and volunteers remains 
confidential at all times. The school ensures that at least one member of the interview panel 
is responsible for and experienced in conducting reference checks.  
Reference Checks 
When conducting reference checks the identified member of the interview panel will ask 
the following questions of the referee: 

» Would you employ the applicant again? 

» Do you have any concerns about the applicant working directly with children? 
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» Are you comfortable knowing that the applicant may at times work alone with 

children? 

» Did the applicant have any disciplinary matters relating to them directly or about 

their adherence to the School’s Code of Conduct? 

» Can you provide an example of a time when you observed the applicant managing 

the behaviour of a child? 

 
Any negative response or reluctance on behalf of the referee to any of the above-
mentioned questions will be viewed unfavourably and may result in the candidate being 
ineligible for the position. 
 
Victorian Institute of Teaching Registration 
All teaching staff will be required to maintain current Victorian Institute of Teaching (VIT) 
Registration prior to being considered for employment. A copy of the teacher’s current VIT 
registration will be taken and kept on their employee file. 
 
Criminal Record Checks are a requirement of VIT Registration every five years, and it is the 
staff member’s responsibility, at their expense, to ensure that this is undertaken. A member 
of the Leadership Team will regularly monitor the currency of VIT Registrations via the 
School Portal on the VIT Website. 
 
Roxburgh College ensures the currency of all VIT Registrations via maintenance of a VIT tab 
located within the School’s Compliance Register. The currency of registration is regularly  
monitored.  

 
 
 
Working With Children’s Checks  
Working with Children’s Checks (WWCC) will be required by all non-teaching staff, 
volunteers, members of the and contractors engaged by the school. WWCC screen an 
individual’s criminal record and professional conduct, acting as a mechanism for identifying 
those individuals who pose a risk to child safety. 
 
 A current WWCC (within 5 years) is required for all non-teaching staff, volunteers, members 
of the and contractors and a copy must be provided to the school Administration Officer 
prior to being authorised to undertake ‘Child Connected Works’. A member of the 
Leadership Team will regularly monitor the currency of WWCC. 
 
Any member of the school community that wishes to participate in ‘Child Connected Work’ 
must provide the school with a copy of their current WWCC prior to being authorised to do 
so. 

Current / Non-Current VIT Number
Date of 

Registration

Annual Expiry

(12 Months)

Re-Registration

Required

Criminal Record 

Check

Expiry

(5 Years)

Ciminal Record 

Check Required
Copy Taken

Bonney Melissa 301756 30/09/2016 1/10/2017 DUE IN 441 DAYS - Click to View

Bowen Meggy 338782 30/09/2016 1/10/2017 DUE IN 441 DAYS - Click to View

Cox-Hayward Lynette 185363 30/09/2016 1/10/2017 DUE IN 441 DAYS - Click to View

- - Click to View

Victorian Institute of Teaching Registration

Staff Member Name
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Roxburgh College  ensures the currency of all WWCC via the maintenance of a WWCC tab 
located within the School’s Compliance Register. The currency of WWCC is regularly 
monitored.  

 
 
Police Checks 
Roxburgh College may request a Police Check for Administrative Staff, Cleaning Staff and 
others who may at times be permitted to work alone at the school. 
 
The school acknowledges that Police Checks differ from WWCC and provide a list of offences 
that are disclosed from a person’s national criminal record. It may look beyond those of a 
WWCC into areas of fraud & road offences. Police Checks may be requested by the school in 
addition to WWCC. 
 
Screening of Casual Relief Teachers (CRTs). 

Prior to being approved to undertake Casual Relief Teaching all CRTs must attend an 
interview with a member of the Leadership Team. Reference checks will be conducted by a 
member of the school’s Leadership team or Child Safety Officer prior to any CRT being 
authorised to conduct work at the school. Where a CRT is engaged via an agency, the agency 
must be able to demonstrate that it maintains robust processes to support Child Safety. The 
agency must demonstrate sufficient screening and induction procedures. The school’s Code 
of Conduct will also be provided to the agency to be embedded into their own induction 
documentation. 
 
All CRTs must maintain current Victorian Institute of Teaching (VIT) Registration and provide 
this to the school prior to commencing work. 
 
CRTs will be provided with a copy of the School’s Child Safety Code of Conduct and 
requested to acknowledge their understanding of its content, as well as their commitment 
to complying with it, prior to being authorised to commence work. 
 
Screening of Volunteers 
Any volunteer including parents, guardians, care givers, grandparents, student teachers, 
work experience students who make a request or are approached by the school to 
participate in ‘Child Connected Work’ must provide a copy of a current Working With 
Children Checks (WWCC). This includes volunteers who anticipate assisting the school in any 
capacity, not limiting school camps, excursions, sporting events, classroom helpers, canteen 
etc. 
 
All Volunteers are to be provided with a copy of the School’s Child Safety Code of Conduct 
and asked to sign this prior to being permitted to conduct work on its behalf. 
 

.Current / Non-Current WWCC Card No Relationship with School
WWCC Date of 

Issue

Expiry Date 

(5 Years)
WWCC Renewal Due Copy Taken Comment

Smith John Current 123456 Non-Teaching Staff 16/05/2014 18/05/2019 DUE IN 1035 DAYS Click to View

Plumber Pete Current 134679 Contract Plumber 1/05/2012 3/05/2017 DUE IN 290 DAYS Click to View

Jones Barb Current 976431 Volunteer 21/06/2012 23/06/2017 DUE IN 341 DAYS Click to View

-

 NAME

Working With Children Check - Register
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Where the volunteer is a work experience student the participating school must provide 
assurance to the Principal and /or the School Child Safety Officer that the attending student 
has no prior convictions of any kind.  Failure to disclose convictions will result in a request 
for the student to be removed from the program.  
 
Screening of Contract Service Providers 
Roxburgh College ensures that any contract service provider it engages is suitably qualified 
has assessed all risks associated with the works they are engaged to complete and holds all 
relevant licences and insurances. 
 
Contractors will also be screened to ensure they do not pose a risk to students or other 
members of the school community prior to being authorised to commence work. Copies of 
Working With Children Checks (WWCC) are obtained for all Contractors. Where a WWCC 
has not be provided the Contractor or their workers are not permitted to conduct work in 
the presence of any student. A member of Staff must be present at all times. 
 
 All Contractors and their workers are to be provided with a copy of the School’s Child Safety 
Code of Conduct and asked to sign this prior to being permitted to conduct work on its 
behalf. 
 
WWCC, as well as, Police Checks are required for all cleaning staff, canteen staff and before 
and after school care employees. These must be obtained prior to them being authorised to 
conduct work on its behalf. 
 
All Contractors and their employees must also undergo a formal induction into the schools 
OHS requirements. This induction makes specific reference to Child Safety requirements and 
responsibilities for both the school and the Contractors.  
 
To ensure the identification of all contractors and their workers, they will be required to 
wear visitor identification at all times when on the school site. 
 
Child Safety Code of Conduct 

All staff members, casual relief teachers, volunteers & contractors required to undertake 
work on behalf of Roxburgh College or who participate in ‘Child Connected Work’ are 
required to read and sign a copy of the school’s Child Safety Code of Conduct. 
 
The Child Safety Code of Conduct provides clear expectations for appropriate behaviour by 
adults towards children & young people. It aims to protect children and reduce any 
opportunity of abuse or harm to children. This Code of Conduct also provides anyone 
engaged by Roxburgh College with guidance on how best to support students and young 
people and how to avoid or better manage difficult situations. 
 
All staff members, casual relief teachers, volunteers & contractors are required to read and 
acknowledge their understanding of appropriate child safety behaviours at least annually.  
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Roxburgh College ensures the currency of all those required to read and sign the Child 
Safety Code of Conduct via the maintenance of a tab located within the School’s Compliance 
Register. The currency of signatories regularly monitored.  
 

 
 
Support, Training & Supervision of Employees & Volunteers to Ensure Child Safety 

Once Staff Members & Volunteers have commenced work Roxburgh College provides them 
with regular development opportunities, support, supervision & training to assist with 
addressing child safety matters. 
 
Members of the School Leadership Team, the school’s Child Safety Officer and identified 
Year Level Coordinators are responsible for providing mentoring and support to Staff 
Members on all aspects relating to Child Safety & reporting. These school leaders are also 
governed with the responsibility of raising performance issues and required improvements 
with individual Staff Members, where required. They commit to meeting at least once a 
term to discuss observations and the effectiveness of the school’s Child Safety Strategies.  
 
All new staff members are mentored throughout the early phase of their employment. Their 
assigned mentor in conjunction with the School’s Child Safety Officer will provide guidance 
and support to new employees to assist them identify and address Child Safety matters. 
 
Key Performance Indicators 
Key Performance Indicators (KPIs) are established and discussed with staff on an annual 
basis. The school has incorporated KPIs into staff Performance Management Plans that have 
a specific Child Safety Indicator. This indicator includes, but is not limited to the following: 

» Staff Members are required to read and sign the School’s Code of Conduct annually. 

» Maintain current VIT Registration or WWCC and provide copies to the school. 

» Staff Members are required to participate in identified Child Safety & Mandatory 

Reporting training and provide a certificate of completion to a member of the 

Leadership Team or Child Safety Officer. 

» Staff Members must be able to demonstrate sufficient awareness of signs of child 

abuse and reporting requirements. 

» Staff Members must demonstrate how they provide a physical & psychologically safe 

environment, where the wellbeing of students & young people is nurtured. 

Surname First Name .Current / Non-Current Relationship with School
Child Safety COC 

Read & Signed

Expiry Date 

(1 Years)

Child Safety COC 

Renewal Due
Copy Taken Comment

Smith John Current Non-Teaching Staff 1/02/2016 1/02/2017 DUE IN 199 DAYS Click to View

Plumber Pete Current Contract Plumber 1/02/2016 1/02/2017 DUE IN 199 DAYS Click to View

Jones Barb Current Volunteer 1/02/2016 1/02/2017 DUE IN 199 DAYS Click to View

-

-

Child Safety Code of Conduct - Register
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» Staff Members must demonstrate how they develop a positive, responsible and 

caring teaching and learning environment, which recognises the rights of all people 

to be safe and free from abuse. 

» Staff members must demonstrate how they foster an inclusive teaching and learning 

environment that values diversity and promotes a culture of empowerment of 

Aboriginal students including those with disabilities and from diverse cultural or 

linguistically different backgrounds.  

 

 
Training & Improvement Opportunities 
To further support Staff Members meet and exceed their KPIs for Child Safety the school 
identifies professional learning & training opportunities annually. 
 
Learning & training opportunities supported by the school include, but are not limited to: 

» Child Safety remains a regular Staff meeting agenda item to facilitate 

communication and consultation on all matters relating to Child Safety. 

» Annual induction into the School’s Child Safety requirements. 

» Annual refresher on professional & legal obligations & responsibilities relating to 

Child Safety. 

» Annual refresher and acknowledgment of the School’s Code of Conduct 

requirements. 

» Annual completion of the Victorian Department of Education’s ‘on-line’ Mandatory 

Reporting Module. 
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Standard Five – Responding to Allegations of Child Abuse 
Introduction 

Roxburgh College maintains a formal process for reporting and responding to child safety 
complaints, disclosures or breaches of the Child Safety Code of Conduct. This process is 
embedded within the School’s Child Safety Management System and is regularly 
communicated to all Staff Members, , Casual Relief Teachers, Volunteers & Contractors. 
 
The school complies with legal obligations that relate to managing the risk of child abuse in 
accordance with the Victorian Children, Youth & Families Act 2005, the Victorian Crimes Act 
1958 and recommendation from the Betrayal of Trust Report 2014. 
 
Reporting Requirements 
Section 182 of the Victorian Children, Youth & Families Act 2005 requires mandatory 
reporters, (teachers, principals, doctors, nurses and police officers) who ‘form a belief on 
reasonable grounds’ that a student or young person is in need of protection from physical 
injury or sexual abuse, to report their concerns to Department of Health and Human 
Services (DHHS) Child Protection. 
 
All Roxburgh College staff members who ‘form a belief on reasonable grounds’ that a 
student or young person: 

» Is in need of protection, should report their concerns immediately to the Principal, 

Child Safety Officer or a Member of the Leadership Team before contacting the 

DHHS Child Protection or Victoria Police. 

» Is displaying sexually abusive behaviours and is in need of therapeutic treatment 

should report their concerns immediately to the Principal, Child Safety Officer or a 

Members of the Leadership Team before contacting DHHS Child Protection. 

 
If staff members have significant concerns for the wellbeing of a student or young person 
they should report their concerns immediately to the Principal, Child Safety Officer or a 
Members of the Leadership Team before contacting DHHS Child Protection or Child FIRST. 
 
In any case where the staff member, , CRT, volunteer, or Contractor has concerns about a 
student or young person’s general well-being, they should also discuss their concerns with 
the Principal, the school’s Child Safety Officer or a member of the Leadership Team. 
 
The school maintains a Child Protection Reporting Procedure that clearly prescribes 
requirements for reporting child safety complaints, suspected abuse and disclosures or 
breaches of the Child Safety Code of Conduct. 
 
Child Safety Officer 
Roxburgh College has appointed a Child Safety Officer responsible for taking immediate 
action & providing support in the event of a child safety complaint, suspected abuse, 
disclosures or breaches of the Child Safety Code of Conduct. The School’s Child Safety 
Officer, in consultation with members of the Leadership Team is responsible for managing 
the entire process in close consultation with all affected parties. 

http://www.austlii.edu.au/au/legis/vic/consol_act/cyafa2005252/
http://www.austlii.edu.au/au/legis/vic/consol_act/ca195882/
http://www.austlii.edu.au/au/legis/vic/consol_act/ca195882/
http://www.parliament.vic.gov.au/fcdc/article/1788
http://www.austlii.edu.au/au/legis/vic/consol_act/cyafa2005252/s182.html
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The School’s Child Safety Officer will immediately investigate all suspected Child Abuse 
claims and will ensure: 

» They contact 000 if a child is in immediate danger. 

» Support of the child, parent and person who report the suspected abuse. 

» Provide support to any accused staff member or volunteer. 

» Initiate internal processes to ensure the safety of the child. 

» Clarify the nature of the complaint and commence disciplinary processes if required. 

» Decide, in accordance with legal requirements and duty of care whether the matter 

should/must be reported to the Police or Child Protection Services. 
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Child Protection Reporting Procedure 
 

Introduction 

Roxburgh College Staff Members have a duty of care to protect the 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. 

The school’s Child Protection Reporting Procedure assists Staff Members, CRT, Volunteers, 
Contractors, parents and care givers to: 

» Identify the indicators of a child or young person who may be in need of protection  

» Understand how a ‘reasonable belief’ is formed  

» Make a report of a child or young person who may be in need of protection  

» Comply with mandatory reporting obligations under child protection laws as well as 

their legal obligations, relating to criminal child abuse and grooming under criminal 

law.  

 
Mandatory Reporting 

Mandatory reporting is a legal requirement under the Children, Youth and Families Act 2005 
(Vic.) (Act) to protect children from harm relating to physical injury and sexual abuse. A 
child, student or young person for the purpose of the relevant parts of the Act, is any person 
17 years of age or younger.  
 
Staff Members mandated under this Act (teaching staff & principals) who form a 
‘reasonable belief’ that a child, student or young person is in need of protection from 
physical, emotional, psychological, developmental harm or sexual abuse, and that the child’s 
parents are unwilling or unable to protect the child, must report that belief to DHHS Child 
Protection and the ‘grounds’ for it, as soon as possible after forming the belief. A 
subsequent report must be made on each occasion in which the Mandatory Reporter 
becomes aware of further reasonable grounds for the belief. 
 
Forming a Reasonable Belief 

When a Staff Member is concerned about the safety and wellbeing of a child or young 
person, they must assess that concern to determine if a report should be made to the 
relevant agency. This process of considering all relevant information and observations is 
known as forming a ‘reasonable belief’. 
A ‘reasonable belief’ or a ‘belief on reasonable grounds’ is not the same as having proof but 
is more than mere rumour or speculation. A ‘reasonable belief’ is formed if a reasonable 
person in the same position would have formed the belief on the same grounds. 
For example, a ‘reasonable belief’ might be formed if: 

» A student or young person states that they have been physically or sexually abused  
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» A student or young person states that they know someone who has been physically 

or sexually abused (sometimes the child may be talking about themselves)  

» Someone who knows a child states that the student or young person has been 

physically or sexually abused  

» A student or young person exhibits sexually abusive or age-inappropriate behaviours  

» Professional observations of the student or young person’s behaviour or 

development leads a professional to form a belief that the student has been 

physically or sexually abused or is likely to be abused  

» Signs of abuse lead to a belief that the student or young person has been physically 

or sexually abused. 

Types of Abuse and Indicators of Harm 

Child abuse can have a significant effect on a child’s physical or emotional health, 
development and wellbeing. The younger a child the more vulnerable he/she is and the 
more serious the consequences are likely to be. 
There are many indicators of child abuse and neglect. The presence of a single indicator, or 
even several indicators, does not prove that abuse or neglect has occurred. However, the 
repeated occurrence of an indicator, or the occurrence of several indicators together, 
should alert staff members to the possibility of child abuse and neglect. While any indicators 
of possible child abuse or neglect are concerning, it is important to know which indicators 
must be reported.  
It is mandatory to report concerns relating to: 

» Physical abuse  

» Sexual abuse 

 
While not mandated, making a report to DHHS Child Protection may also be needed for:  

» Emotional abuse  

» Neglect  

» Medical neglect  

» Family violence  

» Human trafficking (including forced marriage)  

» Sexual exploitation (including pornography and prostitution)  

» Risk-taking behaviour  

» Female genital mutilation  

» Risk to an unborn child  

» A student or young person exhibiting sexually abusive behaviours. 
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Reporting Child Protection Concerns 

Any Staff Member who ‘believes on reasonable grounds’ that a student or young person is 
in need of: 

» Protection from physical harm or sexual abuse – must report their concerns to DHHS 

Child Protection  

» Protection from harm that is not believed to involve physical harm or sexual abuse – 

are encouraged to report their concerns to DHHS Child Protection  

» Therapeutic treatment – are encouraged to report their concerns to DHHS Child 

Protection or Child FIRST.  

All Staff Members are encouraged to report any Child Protection concerns to the Principal, 
the School’s Child Safety Officer or a Member of the Leadership Team prior to reporting to 
the DHHS or Child FIRST. This aims to support the Staff Members making the report.  

 
Mandatory reporters must report their concern to DHHS Child Protection if there is a 
reasonable belief that a child or young person is in need of protection from physical injury 
or sexual abuse. Refer to: A step-by-step guide to making a report to Child Protection or 
Child FIRST (PDF - 270Kb).  It is essential to document the concerns and observations which 
contributed to the suspicion that a child is in need of protection. This information may be 
gathered over a period of time and should be treated confidentially and held securely.  
It is recommended – not, however, a requirement – that concerns and observations 
regarding suspected physical injury or sexual abuse of a child are discussed with the 
principal or a senior school staff member and to ensure support is provided to all involved in 
matters of this nature. The confidentiality of these discussions must be maintained.  
If more than one mandated reporter has formed a belief about the same student or young 
person on the same occasion, it is sufficient for one professional to make a report. The other 
is obliged to ensure the report has been made and that all grounds for their own belief were 
included in the report made by the other staff member Section 182 (4) of the Victorian 
Children, Youth & Families Act 2005 
If one mandated reporter directs another mandated reporter not to make a report, and the 
one professional continues to hold the belief that a student or young person is in need of 
protection, then that professional is legally obliged to make a report to Child Protection. 
The mandatory reporter may continue to suspect that a student or young person is at risk 
and in need of protection. Any further observations should continue to be recorded and a 
report made on each separate occasion where a belief has been formed, on reasonable 
grounds, that a student or young person is likely to be at risk and in need of protection. If 
there is any suspicion that this relates to a sexual offence involving an adult and a child 

NOTE# Child Protection is the Victorian Government Agency, provided by the DHHS, that 
protects children at risk of significant harm. Child Protection has statutory powers and can 
use these to protect children.  
Child FIRST is the Family Information Referral Support Team run by a registered community 
service in a local area that can receive confidential referrals about a child of concern. It does 
not have any statutory powers to protect a child but can refer matters to family services.  

http://www.education.vic.gov.au/Documents/childhood/parents/health/mandreportsep10.pdf
http://www.education.vic.gov.au/Documents/childhood/parents/health/mandreportsep10.pdf
http://www.austlii.edu.au/au/legis/vic/consol_act/cyafa2005252/s182.html
http://www.austlii.edu.au/au/legis/vic/consol_act/cyafa2005252/s182.html
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under 16 then it must be reported to the police. Refer to Department of Justice and 
Regulations – Failure to disclose offence and the Betrayal of Trust: Fact Sheet 2014. 
 
When To Report 

The following table sets out when to report a concern that a child or a young person has 
been abused or is in need of protection. 

Type of Reporting By Whom To Whom 

Mandatory Reporting - DHHS 

Child Protection  

Mandatory reporters must make 

a report as soon as practicable if, 

in the course of practicing their 

profession or carrying out their 

duties, they form a belief on 

reasonable grounds that a child 

or young person is in need of 

protection, as a result of physical 

injury or sexual abuse, and the 

child’s parents are unable or 

unwilling to protect the child. 

Mandatory Reporters  

» Teachers registered to teach 

or who have permission to 

teach pursuant to the 

Education and Training 

Reform Act 2006 (Vic.)   

» Principals of government and 

non-government schools  

» Registered medical 

practitioners   

» Nurses   

» All members of the police 

force.  

  

Contact: 

» DHHS Child 
Protection  

 
A Child In Need Of Protection 

Type of Reporting By Whom To Whom 

Any person may make a report if 

they believe on reasonable 

grounds that a child is in need of 

protection for any of the 

following reasons: 

» The child has been 
abandoned and there is no 
other suitable person who is 
willing and able to care for 
the child.  
 

» The child’s parents are dead 
or incapacitated and there is 
no other suitable person who 
is willing and able to care for 
the child.   

 
» The child has suffered or is 

likely to suffer significant 

Any Person Contact: 

» DHHS Child 
Protection  
 

» Victoria Police 
000 if a Crime 
has been 
committed. 

http://www.gvcasa.com.au/documents/failure+to+disclose.pdf
http://www.gvcasa.com.au/documents/failure+to+disclose.pdf
http://www.gvcasa.com.au/documents/failure+to+disclose.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
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harm as a result of physical 
injury and the parents are 
unable or unwilling to 
protect the child.  

 
» The child has suffered or is 

likely to suffer significant 
harm as a result of sexual 
abuse and their parents are 
unable or unwilling to 
protect the child.   

 
» The child has suffered or is 

likely to suffer emotional or 
psychological harm and the 
parents are unable or 
unwilling to protect the child.   

 

The child’s physical development 

or health has been or is likely to 

be significantly harmed and the 

parents are unable or unwilling to 

provide basic care, or effective 

medical or other remedial care. 

 
Child In Need Of Therapeutic Treatment   

Type of Reporting By Whom To Whom 

Any person may make a report if 

they believe on reasonable 

grounds that a child who is 10 

years of age or over, but under 

15 years of age, is in need of 

therapeutic treatment because 

he or she has exhibited sexually 

abusive behaviours. 

 Any Person 

  

Contact: 

» DHHS Child 
Protection  

 
 

Significant Concerns About Wellbeing Of A Child 

Type of Reporting By Whom To Whom 

Any person may make a report if 

they have significant concerns for 

the wellbeing of a child 

 Any Person 

  

Contact: 

» DHHS Child 
Protection  

 

http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
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Reasonable Belief That A Sexual Offence Has Been Committed By An Adult Against A Child 
Under 16. 

Type of Reporting By Whom To Whom 

Any adult who forms a 

reasonable belief that a sexual 

offence has been committed in 

Victoria by an adult against a 

child under 16 must report that 

information to police.  

 

It is a criminal offence not to 

make a report, except in the 

following circumstances: 

» The victim is 16 years of age or 
older and does not have an 
intellectual disability that 
limits his/her capacity to make 
an informed decision; and 
he/she does not want the 
information reported to the 
police 
 

» The victim has disclosed the 
information in confidence in 
the course of a therapeutic 
relationship with you as a 
registered medical 
practitioner or counsellor.  

 

» The victim turned 16 years of 
age before 27 October 2014. 

 Any Person 

  

Contact: 

» Victoria Police 
000  

 
Reasonable Excuses For Failing To Comply With The Requirement Include: 

» A reasonable belief that the information has already been reported to police or 

DHHS Child Protection disclosing all of the information. 

» A reasonable fear that the disclosure will place someone (other than the alleged 

perpetrator) at risk of harm. 

Reporting Suspected Sexual Offences To Victoria Police: 

Three new criminal offences have been introduced under the Crimes Act 1958 (Vic.): 

» Failure to disclose offence, which requires adults to report to police a reasonable 

belief that a sexual offence has been committed against a child. 

http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0020/527213/flowchart-mandatory-reporting-27-5-10.pdf
http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/failure+to+disclose+offence
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» Failure to protect offence, which applies to people within organisations who knew of 

a risk of child sexual abuse by someone in the organisation and had the authority to 

reduce or remove the risk but failed to do so.  

» Grooming offence, which targets communication with a child or their parents with 

the intent of committing child sexual abuse.  
 

Failure to Disclose 

Any staff member who forms a reasonable belief that a sexual offence has been committed 
in Victoria by an adult against a child under 16 must disclose that information to police. 
Failure to disclose the information to police is a criminal offence under section 327 of the 
Crimes Act 1958 (Victoria) and applies to all adults in Victoria, not just professionals who 
work with children. The obligation is to disclose that information to the police as soon as it is 
practicable to do so, except in limited circumstances such as where the information has 
already been reported to DHHS Child Protection. 
For more information see: Department of Justice and Regulation - Failure to disclose fact 
sheet. 
Failure to Protect 
Any staff member in a position of authority who becomes aware that an adult associated 
with their school (such as an employee, contractor, volunteer, sport coach or visitor) poses a 
risk of sexual abuse to a child under 16 who is in the care or supervision of the school must 
take all reasonable steps to reduce or remove that risk. Failure to take reasonable steps to 
protect a child in the school from the risk of sexual abuse from an adult associated with the 
school is a criminal offence contained in section 49C (2) of the Crimes Act 1958 (Vic.). In a 
school context this will include the principal and the business manager and may also extend 
to School Counsellors, heads of departments and heads of school. 
For more information see:  Department of Justice and Regulation – Failure to protect fact 
sheet 
 
Grooming Offences 
The offence of grooming prohibits predatory conduct designed to prepare or ‘groom’ a child 
for future sexual activity and is contained in section 49B (2) of the Crimes Act 1958 (Vic.). 
The offence applies to communication with children under 16 years. Grooming can be 
conducted in person or online, for example via interaction through social media, web 
forums and emails. The offence can be committed by any person aged 18 years or over. It 
does not apply to communication between people who are both under 18 years of age. 
For more information see:  Department of Justice and Regulation – Grooming offence fact 

sheetFlowchart - Responding to Suspected Mandatory Reporting Concerns 

http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/failure+to+protect+offence
http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/grooming+offence
http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/failure+to+disclose+offence
http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/failure+to+disclose+offence
http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/failure+to+protect+offence
http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/failure+to+protect+offence
http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/grooming+offence
http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/grooming+offence
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http://www.cem.edu.au/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=21279&libID=21299
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Making a Report 

This table describes how to make a mandatory report, to report child abuse or child 
protection concerns. 

Step Description 

1 In case of emergency or if a child is in immediate danger contact Triple Zero (000) 

or the local police station.  

Alternatively, to report concerns about the immediate safety of a child within their 

family unit to DHHS Child Protection, call the Child Protection Crisis Line on 13 12 

78 (24 hours 7 days, toll free) 

2 Keep comprehensive notes that are dated and include the following information: 
» Information that has led to concerns about the child's safety (e.g. physical 

injuries, student behaviour) 
» The  source of this information (e.g. observation of behaviour, report from 

child or another person) 
» The actions taken as a result of the concerns (e.g. consultation with principal, 

report to DHHS Child Protection etc.). 

3 Discuss any concerns about the safety and wellbeing of students with the 

principal or a member of the school leadership team or Child Safety Officer. The 

individual staff member should then make their own assessment about whether 

they should make a report about the child or young person and to whom the 

report should be made. 

4 Gather the relevant information necessary to make the report.  
This should include the following information: 

» Full name, date of birth, and residential address of the child or young person  
» The details of the concerns and the reasons for those concerns 
» The individual staff member’s involvement with the child and young person 

details of any other agencies who may be involved with the child or young 
person, if known. 

5 Make a report to the relevant Agency 
To report concerns that are life threatening phone 000 or the local police station. 
To find the nearest Victoria Police Sexual Offences and Child Abuse Investigation 
Team contact your local police station or Click Here. 
 
To report concerns about the immediate safety of a child within their family unit to 
DHHS Child Protection, call the Child Protection Crisis Line on 13 12 78 (24 hrs 7 
days, toll free) 
 
To report concerns to DHHS Child Protection, contact your local child protection 

office. 

6 Make a written record of the report which includes the following information: 
» The date and time of the report and a summary of what was reported 
» The name and position of the person who made the report and the person 

who received the report. 

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotection.aspx
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7 Notify relevant school staff and/or Department staff of a report to DHHS Child 
Protection or Child FIRST.  
Allegations must be reported to the:  

» The Principal or member of the School Leadership Team 
» Department's Security Services Unit on (03) 9589 6266 (Govt Department 

Schools) 
» Catholic Education Office (Catholic Schools) 
» Relevant Regional Office 
» Student Critical Incident Advisory Unit on (03) 9637 2934 or (03) 9637 2487. 

 
In the case of Koorie students, the principal must notify the Regional Office to 
ensure that the regional Koorie support officer can arrange appropriate support for 
the student. 

 

Potential Consequences of Making a Report 

This table describes the potential consequences of making a report. 

Potential Consequence Description 

Confidentiality The identity of a reporter must remain confidential unless: 
» The reporter chooses to inform the child, young person or 

parent of the report.  
» The reporter consents in writing to their identity being 

disclosed. 
» A Court or Tribunal decides that it necessary for the identity 

of the reporter to be disclosed to ensure the safety and 
wellbeing of the child. 

» A Court or Tribunal decides that, in the interests of justice, 
the reporter is required to provide evidence. 

Professional 

Protection 

If a report is made in good faith: 
» It does not constitute unprofessional conduct or a breach of 

professional ethics on the part of the reporter. 
» The reporter cannot be held legally liable in respect of the 

report. 

Interviews DHHS Child Protection and/or Victoria Police may conduct 
interviews of children and young people at the school without 
the parent’s knowledge or consent. 
 

» Interviewing children and young people at school should 
only occur in exceptional circumstances and if it is in the 
best interests of the child to proceed in this manner. 
 

» DHHS Child Protection and/or Victoria Police will notify the 
principal or a member of the leadership team of their 
intention to interview the child or young person on the 
school premises. 
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» When officers from DHHS Child Protection or Victoria Police 
come to the school premises, the principal or a member of 
the leadership team should request to see identification 
before permitting them to have access to the child or young 
person. 
 

» When a child or young person is being interviewed by DHHS 
Child Protection and/or Victoria Police, school staff must 
arrange to have a supportive adult present with the child or 
young person. 
 

For more information on these requests and school 

responsibilities, see: Police and DHHS Interviews  

Support For The Child 

Or Young Person 

The roles and responsibilities of staff members in supporting 
students & young people who are involved with DHHS Child 
Protection may include the following: 

» Acting as a support person for the child or young person 
» Attending DHHS Child Protection case planning meetings 
» Observing and monitoring the child’s behaviour 
» Liaising with professionals. 

Requests for 

Information 

DHHS Child Protection and/or Child FIRST and/or Victoria Police 
may request information about the student or young person or 
family for the purpose of investigating a report and assessing 
the risk to the child or young person.  

In certain circumstances, DHHS Child Protection can also direct 
school staff and Department staff to provide information or 
documents about the protection or development of the child. 
Such directions should be in writing and only be made by 
authorised persons within DHHS Child Protection. for more 
information see: Requests for Information About Students 

Witness Summons If DHHS Child Protection makes a Protection Application in the 
Children's Court of Victoria, any party to the application may 
issue a Witness Summons to produce documents and/or to give 
evidence in the proceedings, see: Subpoenas and Witness 
Summonses  

 

 

 

 

 

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/interviews.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/requestinfo.aspx
http://www.education.vic.gov.au/school/principals/spag/governance/Pages/subpoenas.aspx
http://www.education.vic.gov.au/school/principals/spag/governance/Pages/subpoenas.aspx


 

 148 

Department of Education and Training Resources 

» Duty of care   

» Police and DHHS Interviews   

» Responding to Student Sexual Assault   

» Requests for Information about Students   

» Subpoenas and Witness Summonses   

» Flowchart: A step-by-step guide to making a report to Child Protection or Child 

FIRST (PDF - 270Kb)   

» Mandatory Reporting eLearning Module.   
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/dutyofcare.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/interviews.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/sexualassault.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/requestinfo.aspx
http://www.education.vic.gov.au/school/principals/spag/governance/Pages/subpoenas.aspx
http://www.education.vic.gov.au/Documents/school/principals/spag/safety/makingareportchild.pdf
http://www.education.vic.gov.au/Documents/school/principals/spag/safety/makingareportchild.pdf
http://www.elearn.com.au/deecd/mandatoryreporting
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Standard Six – Child Safety Risk Management Strategies 
Roxburgh College takes all reasonable steps to identify & respond to all potential risks 
associated with child abuse. The school recognises that child abuse manifests itself in many 
forms including physical violence, sexual abuse, emotional or psychological harm & serious 
neglect.  
 
To assist members of the School Community to identify & respond to these the following 
strategies are adopted: 

1. The school conducts an annual assessment of the effectiveness of its Child Safety 

Management Strategies by completing a Child Safety Risk Management Checklist. 

 

2. The school, in consultation with members of Staff, the Student Representative 

Committee & School Board have conducted a formal Child Safety Risk Assessment to 

identify potential child safety hazards and control measures to be implemented to 

eliminate or reduce the likelihood of these eventuating and causing harm. 

The school reviews the Child Safety Risk Assessment annually in consultation with 

Staff Members or when there has been a physical change to the school environment, 

school or parent association activities.  

 

3. Some of the risks to Child Safety that the school has identified include but are not 

limited to the following: 

» Lack of an organisational culture of child safety 

» Familiarity breeding a culture of not reporting issues 

» Natural trust of long-term employees (who may have developed issues over 

time) 

» School activities i.e., sporting events, camps & excursions  

» Before, during & afterschool care including yard-duty 

» Engagement of Volunteers 

» Engagement of Casual Relief Teachers 

» Engagement of Contract Service Providers  

» Private tuition 

» Parents Association activities  

» Working Bees 

» Special event including assembly 

» Information Communication & Technology  

 

4. Control Measures identified within the Child Safety Risk Assessment have been 

incorporated into the school’s overall management system for ensuring child safety 

at Roxburgh College. 
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Standard Seven – Participation & Empowerment of 
Children 

Roxburgh College acknowledges that a significant power in balance exists between children 
and adults and actively engages students in conversations relating to Child safety to ensure 
their voice is heard. 
 
The school seeks student engagement in conversations relating to Child Safety and 
development of effective strategies by: 

» Consulting directly with students and young people about what they think makes 

their school safe. 

» Giving students information about the standards of care that they are entitled to.  

» Giving children information regarding their rights. 

» Teaching students how to raise concerns and, make complaints or let someone know 

if they feel unsafe. 

» Regularly checking with students & parents that they are aware of relevant Child 

Safety Policies & Procedures and that the Child Safety culture is visible. 

 
Roxburgh College works with students to ensure that they are empowered to understand 
their rights, recognise what abuse is and encourage them to speak up when they feel 
uncomfortable or afraid. 
 
Some strategies adopted by the school to engage student and young people in conversation 
regarding Child Safety include:  

Consulting & Talking with Students Child Safe Strategies 

Establishing what safety means » Ensuring that the physical environment is safe, 
warm & friendly towards students and young 
people. 

» Discussing with student and young people what 
makes them feel safe and when do they feel 
unsafe. 

Educating students & young people 
about their rights 

» Running informal educational sessions on the 
‘Convention of the Rights of a Child’. 

» Teaching students and young people that for 
every right that they enjoy they need to meet its 
corresponding responsibility. 

» Undertaking activities on rights versus wants. 

Including students and young 
people in policy development 

» Seek input from students and young people on 
all aspects of Child Safety.  

» Incorporate their opinions and suggestions into 
key police documents and, when applicable the 
school’s Code of Conduct. 

» Running small discussion groups.  

http://www.unicef.org.au/Upload/UNICEF/Media/Our%20work/childfriendlycrc.pdf
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Encouraging students and young 
people to develop their own Code 
of Conduct 

» Asking students and young people to consider 
what is acceptable behaviour and what is not. 
This includes behaviours of adults toward 
students, of students towards adults and of 
students towards other students. 

» Establish and maintain a child ‘friendly’ Code of 
Conduct, written by children for children. 

 
Promoting Inclusion of All Students & Their Families from diverse cultural backgrounds 
and those with disabilities. 

Roxburgh College respects cultural differences and variance in parenting practices due to 
personal, cultural or religious beliefs. The school does not; however, accept that these 
differences reduce a child’s right to be safe or the School’s responsibility to protect them 
from harm. 
Roxburgh College promotes safety of children from culturally and/or linguistically diverse 
backgrounds by: 

» Demonstrating a ‘zero tolerance’ to discrimination. 

» Being respectful, inclusive & welcoming of families from a wide range of 

backgrounds. 

» Recognising times of importance to different cultures. 

» Ensuring the school’s physical environment has a positive image of a range of 

cultures in terms of decoration & artwork. 

» Employing Staff Members that represent diversity within the local community. 

» Actively seeking out and talking to families about how they can be involved in child 

safety. 

 

Roxburgh College promotes the safety of children with disabilities by: 
 
 

» Acknowledging that children with disabilities are particularly vulnerable and ensures 

that its risk management process considers their needs. 

» Demonstrating a ‘zero tolerance’ to discrimination. 

» Ensuring that the physical environment does not pose access difficulties. 

» Being responsive to families regarding specific measures that may be required to 

ensure the safe participation of children with disabilities. 

» Supporting Staff Members, other children & their families to understand and be 

inclusive of people with disabilities. 

» Considering how children with a disability and their families can be encouraged to 

participate in ensure a safe environment. 
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Appendix One – Child Safety Annual Risk Assessment 
Checklist 

 

Roxburgh College governing authority has developed and implement risk management 
strategies regarding child safety in school environments. These are reviewed annually. 
 

Requirement 1 - Risk Questions Yes No 

Does the school have a structured and documented approach to 
identifying child safety risks? 

X  

Does the risk assessment process involve appropriate, knowledgeable 
people?  
Eg. registered teachers, support staff, students, parents. 

X  

Has the risk assessment process considered issues related to students 
of different age groups and the diversity of the student group, 
including but not limited to children with a disability, Aboriginal and 
Torres Strait Islander children and children from culturally and 
linguistically diverse backgrounds? 

X  

Has the school established risk rating criteria including appropriate 
ratings for the likelihood and consequence of risks? 

 X 

Has a risk assessment already been carried out with respect to child 
safety risks? 

X  

Has the school established existing internal controls to manage child 
safety risks and has their effectiveness been considered? 

X  

Has the school identified new controls/management actions to 
mitigate child safety risks? 

X  

Do the risk management strategies challenge the potential to 
overestimate the effectiveness of the school’s existing controls? 

X  

Do the risk management strategies encompass predatory, 
opportunistic and situational environment risks: 

• predatory risks (persons who may become adept at creating 
opportunities to sexually abuse and avoid detection) 

• opportunistic risks (persons who may sexually abuse in low-
risk, low-effort situations) 

• situational risks (persons who may sexually abuse in a specific 
set of circumstances) 

Not 
comple
tely 
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Requirement 1 - Risk Questions Yes No 

• environment risks (environments that create child safety risks). 

Has the risk management strategy been endorsed by the school’s 
leadership team/principal? 

X  

Has the risk management strategy been endorsed by the School 
Council 

X  

 
Roxburgh College risk management strategies regarding child safety must identify and 
mitigate the risk(s) of child abuse in school environments by taking into account the nature 
of our school environment, the activities expected to be conducted in that environment \ 
and the characteristics and needs of all children expected to be present in that 
environment. 

Requirement 2 - Risk Questions Yes No 

Does the risk management process consider ‘hot spots’ and ‘hot times’ 
of student-staff and student-student interactions with respect to child 
safety? 

 
Not 
really 
yet 

Does the school have a process that ensures child safety risks of any 
new or changed physical environments on and off campus are 
reviewed? 

X  

Does the school perform screening as part of its staff recruitment 
process, including for volunteers and contractors?  
eg WWCC’s1, criminal background checks, reference checks, 
psychometric  
 
 
 
 
 
 
 
 
 
 
testing etc.* 

X  

Does the school monitor who is on the premises? eg visitor and 
contractor sign-in process, perimeter control. X  

Does the risk management process consider child safety risks that may 
exist in the school environment before, during and after hours, as 
appropriate?  

Have we considered:  
» Classrooms and learning environments 
» Specialist facilities such as libraries, kitchens and computer, 

music and art rooms 
» Vocational education and training (VET) facilities on campus or 

off-site 
» Recreation areas, playgrounds, sporting facilities on campus 

and off-site 
» Staff workplaces and offices 
» Excursion or camp locations 
» Any other school specific environments. 

X  
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Requirement 2 - Risk Questions Yes No 

Does the risk management process consider child safety risks in the 
online environment and through media including: 

» Email 
» Facebook, Instagram, Twitter and other social media 
» YouTube 
» Mobile phone SMS messages and other mobile messaging 

media 
» Telephone, Skype and other media for making voice calls 
» Photography and videography 
» Any other electronic media. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

X  

Does the risk management process consider child safety risks 
regarding relationships and interactions with students among the 
following people involved with the school: 

» Registered teachers and educational support staff  
» Welfare staff or those in pastoral care roles relationships with 

students  
other students  

» Administration and support staff 
» Contractors such as specialists delivering services to students  

eg. music, media or recreation lessons or activities 

» volunteers 
» Facilities staff interactions with students 
» Visitors to the school or other persons that may have access to 

students. 

X  

  

Where Roxburgh College ’s Leadership Team or School Council identifies risks of child abuse 
occurring in one or more school environments they must make a record of those risks and 
specify the action(s) the school will take to reduce or remove the risks (risk controls). Risk 
Controls must be appropriate for the age of the children. 

Requirement 3 - Risk Questions Yes No 

Have the identified risks been documented and recorded?  X 

Have strategies or the mitigation actions (new internal controls) for 
the risks been established and documented? 

 X 

Do the risk management strategies take into account the diversity of 
the children that are affected by the risk? 

X  

Do the risk mitigation actions (controls): 
» increase the effort required to abuse 
» increase the likelihood of detection of inappropriate and/or 

abusive behaviour 
» remove triggers for inappropriate and/or abusive behaviour 
» reduce permissibility of inappropriate behaviour. 

X  

Does the school ensure that every person (e.g. whether employee, 
contractor, volunteer, or visitor to the school) understands the 
school’s expectations for child safety? 

X  
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As part of its risk management strategy and practices, Roxburgh College’s governing 
authority must monitor and evaluate the effectiveness of the implementation of its risk 
controls. 

Requirement 4 - Risk Questions Yes No 

  
Does the school test the effectiveness of internal controls surrounding 
child safety? 

 

 

 X 

Is the school monitoring its child safety risk management strategies to 
confirm they have been implemented? 

X  

Does the school review the child safety risk management strategies to 
confirm their effectiveness? 

X  

Does the school governing authority monitor the child safety standard 
risk management strategies? 

X  

Does the school governing authority evaluate the effectiveness of the 
implemented mitigation controls? 

 X 

 
At least annually, Roxburgh College ’s must provide appropriate guidance and training to the 
individual members of the school governing authority and school staff about:  

» Individual and collective obligations and responsibilities for managing the risk of 
child abuse 

» Child abuse risks in the school environment 
» The school’s current child safety standards. 

 
 
 
 
 
 
 
 
 

Risk Questions Yes No 

Is guidance and training provided to members of the governing authority 
and school staff about:  

» Individual and collective obligations and responsibilities for 
managing the risk of child abuse  

» Child abuse risks in the school environment 
» The school’s current child safety standards. 

 

X  

Are the outcomes of the risk assessment made available to all relevant 
people     eg. staff, students, parents, in line with best practice approaches 
to increase transparency of the school’s compliance with the child safety 
standards? 

 

X  
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Appendix Two – Child Safety Risk Assessment 
 

Roxburgh College   Child Safety Risk Assessment    Risk Assessment Conducted By: G Wynne 

Date: Risk Assessment Approved By:  F Ianni 

Hazards Identified 
(Activity or Risk to Child Safety) 

Raw  
Risk 

 

Controls 
(What can be done to minimise the risk of abuse, neglect 

or harm) 

Residual  
Risk 

Who is 
Responsible? 

Staff Members  

Harm to students from poor screening 
practices of teaching and other staff. 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

» The school maintains a stringent screening process to 

assist in identifying only the most appropriate staff 

members will be engaged by the school. 

» Position descriptions are developed for all staff 

members that clearly define their responsibilities 

including those relating to child safety. These will form 

part of the school’s selection criteria when employing 

new staff members.   

» When assessing potential candidates, members of the 
school Leadership Team and others on the assessment 
panel will consider the following: 
» What motivates the individual to work with 

children? (personal and/or professional). 
» Relevant & verifiable experience. 
» Understanding of Children’s physical & emotional 

needs. 
» Understanding of professional boundaries. 

Only in 

extreme 

circumst

ances 

 

 

 

 

 

 

 

 

 

 

 

 

Principal Class 
Team 
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Harm to students from inappropriate action of 
Staff Members. 

 

 

 

 

 

 

 

 

Harm to students due to a lack of knowledge 
regarding mandatory reporting requirements  

 » Attitudes towards Children’s rights and how these 
can be upheld. 

» Values (honesty, integrity, reliability, fairness and 
non-discrimination). 

» Responses from referees. 
» Reference checks will be conducted by at least one 

member of the Leadership Team to identify the 
suitability of the candidate with regard to working with 
children. 

» Teaching Staff must maintain current VIT Registration 

which incorporates Criminal Record Checks, every 5 

years. 

» Non-Teaching Staff & Administration Staff must 

maintain current Working With Children Checks 

(WWCC). 

» Administration, Cleaning & Canteen Staff may also be 

required to undergo a Police Check. 

 

» The school will appoint a Child Safety Officer governed 

with the responsibility of coordinating all aspects of the 

school’s Child Safety Strategies. 

» All Staff Members are to be provided with a copy of the 

School’s Child Safety Code of Conduct and asked to sign 

this document annually. 

» Staff Members will participate in regular Child Safety 

related training and be assigned a mentor to ensure 
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they aware of their responsibilities for maintaining a 

safe environment for all students. 

» Immediate action will be taken when a staff member is 

suspected to be in breach of the School’s Child Safety 

Code of Conduct. 

 

» Staff Members will be provided with a copy of the 

school’s Child protection & reporting guidelines and be 

required to participate in relevant training. 

» Staff Members are required to complete the 

Department of Education’s ‘on-line’ Mandatory 

Reporting Training annually. They must provide the 

school with a copy of their completion certificate. 

» The school will appoint a Child Safety Officer to provide 

guidance and support to all teachers with regards to 

reporting suspected abuse, disclosures or breaches of 

the School’s Code of Conduct. 

 

Only in 

extreme 

circumst

ances 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Only in 

extreme 

circumst

ances 
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Familiarity breeding a culture of not 
reporting issues 

Harm to students from Members of the 
School Community not reporting suspected 
abuse. 
 
 
 
 
 
 
 

 » All Staff Members, Casual Relief Teachers Volunteers & 

Contractors are to be provided with a copy of the 

School’s Child Safety Code of Conduct and asked to sign 

this document annually. 

» The School’s Child Safety Policy, Code of Conduct & 

Reporting Requirements are to be made available via 

the school website.  

» Child Safety requirements including reporting 

requirements are regularly tabled at Staff Meetings 

where appropriate & inappropriate behaviours are 

discussed.  

» Staff Members undergo regular training on signs of 

abuse and Mandatory Reporting requirements. 

» Members of the School Community are regularly 

provided with Child Safety and Reporting information. 

» Members of the school community are encouraged to 

participate in the active reporting of suspected abuse. 

Only in 

extreme 

circumst

ances 

 

Natural trust of long term employees (who 
may have developed issues over time) 
Harm to students from opportunistic 
individuals. 
 

 

 » Staff Members should try to avoid being in the presence 

of students in isolation. Another student or members of 

staff should be present at all times. 

» Doors to all rooms must remain unlocked when Staff 

Members, Casual Relief Teachers, Contractors and 

Volunteers are in rooms with a student or students at 

any time. 

Only in 

extreme 

circumst

ances 
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» Students are to be provided with education on Child 

Safety and be made aware of appropriate & 

inappropriate behavioural standards. 

» Students are never to be in the presence of without a 

Staff Member present. 

» The school appoints a Child Safety Officer to continually 

promote a Child Safe culture across the school. 

» Staff and other members of the school community are 

encouraged to report inappropriate behaviour by other 

staff members to the School’s Child Safety Office. 

» Consideration must be given to rotating teaching staff 

through year levels at least every three years. 

Casual Relief Teachers 

Harm to students from poor screening 
practices of Casual Relief Teachers. 

 

 

 

 

 

 

 

 

 » All Casual Relief Teachers (CRT) must attend an 

interview with a member of the ANZUKAgency prior to 

being authorised to conduct work on the school’s 

behalf. 

» References checks are conducted prior to any CRT being 

authorised to conduct work at the school.Via ANZUK 

» The school will only engage CRT agencies who can 

demonstrate robust processes to support Child Safety. 

The agency must demonstrate sufficient screening and 

induction procedures. The school’s Code of Conduct will 

also be provided to the agency to be embedded into 

their own induction documentation. 

» All Casual Relief Teachers (CRT) are to be provided with 

a copy of the School’s Child Safety Code of Conduct and 

Only in 

extreme 

circumst

ances 
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Harm to students from poor supervision of 
CRTs. 

 

asked to sign this prior to being permitted to participate 

in Volunteer activities. 

» All CRTs must maintain current Victorian Institute of 

Teaching Registration and provide this to the school 

prior to commencing work. 

» All CRTs must sign in at the office prior to commencing 

work. 

» All CRTs must wear identification (CRT / Visitor) 

Lanyards at all times. 

» Year Level teachers or a Member of the Leadership 

Team should ‘check in’ on the CRT thoughout the day. 

Parent Volunteers Assisting students under 
the direction of a teacher. Attending off site 
events. 

Harm to students from poor screening 
practices. 

 

Harm to students from poor supervision of 
Volunteers. 

 » All Volunteers are to be provided with a copy of the 

School’s Child Safety Code of Conduct and asked to sign 

this prior to being permitted to participate in Volunteer 

activities. 

» Working With Children Checks (WWCC) obtained for all 

Volunteers. Staff members are to ensure that these are 

current for all Volunteers prior to authorising them to 

attend. 

» All Volunteers must sign in (during school hours) prior to 

being authorised to enter the school site. 

» All Volunteers are as a minimum required to wear a 

visitors lanyard at all times. 

» Staff members are to remain vigilant and approach any 

volunteer or member of the school community (during 

school hours) found on site without a Visitors Lanyard 

Only in 

extreme 

circumst

ances 
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and make arrangements for directing or escorting them 

to the school office. 

Contractors Management 

Harm to students from poor screening 
practices of contractors. 

 

Harm to children from poor supervision of 
contractors. 

 » All Contractors and their workers are to be provided 

with a copy of the School’s Child Safety Code of Conduct 

and asked to sign this prior to being permitted to 

conduct work on its behalf. 

» Copies of Working With Children Checks (WWCC) 

obtained for all Contractors. Where a WWCC has not be 

provided the Contractor or their workers are not 

permitted to conduct work in the presence of any 

student. A member of Staff must be present at all times. 

» Of particular importance is obtaining copies of WWCC 

for cleaners, canteen staff and before and after school 

care employees must be obtained prior to them being 

authorised to conduct work on its behalf. 

» All Contractors and their employees must have 

undergone a formal induction into the schools OHS 

requirements. This induction makes specific reference 

to Child Safety requirements and responsibilities for 

both the school and the Contractors.  

» All Contractors and their workers must sign in at the 

Administrative Office prior to commencing work and 

ensure that they sign out upon leaving. 

Only in 

extreme 

circumst

ances 
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» All Contractors and their workers must wear visitor 

identification at all times when on the school site.  

Conducting Yard Duty 

Harm to students from intruders, trespassers 
or students absconding from school.  

 

 

 

 

Harm to students who cannot locate 
attending Staff Members in the case of an 
incident or event. 

 

 

Harm to students from unacceptable 
behaviour from Staff members attending to 
Yard Duty. 

 

 

 

 

 » Staff members must not dismiss students before 

allocated breaks times (recess / lunch / afterschool). 

They are to remain with their students until the 

attending Staff Members have arrived. Failure to do so 

compromises Child Safety. 

» Attending staff members must scour the yard and toilet 

facilities for intruders or trespassers. Where an intruder 

or trespasser has been identified the Staff Member 

must take appropriate action to immediately remove 

them from site. Where circumstances require, contact 

with Police may be made.  

» All staff members are required to wear a hi visibility vest 

whilst on duty at all times. This assists in identifying 

them as the responsible staff member. 

» Staff members must remain visible and continue moving 

at all times. 

» Staff Members must not venture into areas with a child 

alone ‘out of the line of sight’ of other students. 

» Staff members must refrain from any behaviours which 

may be construed as unnecessary physical. 

» Staff members must not initiate unnecessary physical 

contact with children or do things of a personal nature 
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Harm to students from intruders, trespassers 
or students absconding from school.  

that a child can do for themselves, such as toileting or 

changing. 

» Staff Members must remain vigilant at all times during 

the event and are encouraged to take appropriate 

action where they suspect an individual at the event to 

acting suspiciously or are unsure of their identify.  

» The student’s safety is of paramount concern. 

» Staff Members are to ensure that all perimeters and 

those that provide access to playground and classrooms 

(excluding the front gate), must be locked at the 

conclusion of the duty.  

» Staff Members required to attend scheduled 

supervision time (before school) must ensure that they 

attend their classroom no later than 8:45am. 

» Students are not permitted in classrooms unsupervised. 

Unsecure Classrooms / Toilets during school 
hours 

 

Harm to Children from intruder’s & 
Trespassers. 

 

 

 

 

 » Staff Members are to ensure that all perimeters and 

those that provide access to playground and classrooms 

(excluding the front gate), are locked at the 

commencement of class time. 

» A nominated Staff Member is to inspect student toilets 

for intruders at the commencement of class time. 

Where an intruder has been identified the staff member 

is encouraged not to approach them, but maintain eye 

contact whilst raising the alarm. Administrative Staff are 

to contact the police immediately on 000. 
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Harm to Children from poor supervisor. 

» Doors to classrooms with external access must remain 

locked at all times when unattended. This includes 

before school, recess, lunchtime and after school. 

» Students are not permitted in classrooms unsupervised. 

» Staff Members must ensure, where practical that they 

are not alone with a single child in a classroom at any 

time. 

» Students who require the toilet during school hours, 

must first seek permission from the teacher before 

attending the toilets with at least one other student, 

preferably two. 

Students are not permitted to attend toilets on their 

own. 

Camp & Excursions 

Harm to Children from service providers who 
do not support Child Safety Standards. 

 

Harm to students by opportunists who 
volunteer to attend Camps & Excursions. 

 

Harm to Children from inappropriate actions 
of Staff Members & Volunteers.   

 

 

 » Prior to any Camp or Excursion being authorised by the 

Leadership Team the coordinator must ensure that the 

service provider has processes in place to support Child 

Safety. If they do not actively implement the Child Safety 

Standards then the camp or excursion may not be 

permitted. 

» All Staff Members & Volunteers are to be provided with 

a copy of the School’s Child Safety Code of Conduct and 

asked to sign this. 

» Parents and guardians are informed of Child Safety 

arrangements associated with the activity prior to 

commencement via email / Skoolbag Application. 
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Harm to students from poor screening 
practices. 

 

 

Harm to Children being left alone in the 
presence of Staff Members, or Volunteers. 

» Staff Members are to complete the CEM School of Site 

Activity Log identifying hazards and appropriate control 

measures associated with Child Safety.  

» Working With Children Checks (WWCC) obtained for all 

Volunteers. Staff members are to ensure that these are 

current for all Volunteers prior to authorising them to 

attend. 

» Arrangements are to be made to ensure that no 

Volunteer is left alone with one student.  

» Where practical, Staff Members should ensure that at 

least one other adult is present at all times. 

» Camps - No Staff Member or Volunteer is permitted to 

sleep alone with a student. In the event that a student 

is sick or has social or emotional needs arrangements 

are to be made where they can be accommodated with 

a ‘buddy’.  

Afterschool Care 

Harm to Children from service providers who 
do not support Child Safety Standards. 

 

 » Prior to engaging an Afterschool Service Provider.  

» All After School Service Providers are to be provided 

with a copy of the School’s Child Safety Code of Conduct 

and asked to sign this prior to being permitted to 

participate in Volunteer activities. 

» Working With Children Checks (WWCC) are to be 

obtained for all employees of After School Service 

Providers.  
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» Employees of After School Service Providers must be 

identifiable by either a name badge or uniform. 

Sporting Events / Sports Carnivals 

Harm to students from poorly planned events. 

 

Harm to children from poor screening 
processes. 

 

Harm to students who cannot locate 
attending Staff Members in the case of an 
incident or event. 

 

Harm to children from those who wish to 
abscond.  

 

 

Harm to children from opportunistic adults 
attending the event. 

  

 » Organising Staff Members must ensure that they 

conducted a thorough Risk Assessment, identifying all 

hazards and risk in the planning stage of the event. 

Consideration must be given to ensuring all aspects of 

Child Safety are assessed. 

» Working With Children Checks (WWCC) obtained for all 

Volunteers. Staff members to ensure that these are 

current for all Volunteers prior to authorising them to 

attend. 

» All attending Staff Members must ensure that they are 

identifiable at all times, by either wearing their school 

lanyard, hi visibility vest or school polo vest. 

» Staff Members must ensure that they regularly monitor 

the location and presence of students under their care 

at an event. Where this is not possible (Whole School 

Event) all Staff Members are responsible for remaining 

vigilant. 

» Students are not to attend toilets or other buildings 

without an accompanying Volunteer and at least one 

buddy. 

» Staff Members are to remain vigilant at all times during 

the event and are encouraged to take appropriate 

action where they suspect an individual at the event of 

acting suspiciously or are unsure of their identify.  
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» The Students safety is of paramount concern. 

Assembly 

Harm to children from opportunistic adults 
attending the event. 

 

 

 » A large number of the School Community may attend 

these events and as it is not practical to have each 

member sign in and wear a lanyard then the following 

control measure will be implemented. 

» Staff Members must ensure that they regularly monitor 

the location and presence of students under their care 

at an event. 

» Staff Members are to remain vigilant at all times during 

the event and are encouraged to take appropriate 

action where they suspect an individual at the event of 

acting suspiciously or are unsure of their identify.  

» The Students safety is of paramount concern. 

  

Interschool Sports 

Harm to students from poorly planned events. 

 

 

 

 

Harm to children from poor screening 
processes. 

 » At the commencement of each school year members of 

the school Leadership Team and all Sports Leaders must 

ensure that all other schools participating in the 

Interschool Sports Program maintain the same level of 

commitment to Child Safety as our school. 

» This will be achieved via discussions at network 

meetings, and sourcing Codes of Conduct from other 

schools. This may be done by requesting hard copies of 

the Code or sourcing it via the school’s website. 
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Harm to students who cannot locate 
attending Staff Members in the case of an 
incident or event. 

 

Harm to children from those who wish to 
abscond.  

 

Harm to children from opportunistic adults 
attending the event. 

 

» Working With Children Checks (WWCC) obtained for all 

Volunteers. Staff members to ensure that these are 

current for all Volunteers prior to authorising them to 

attend. 

» All attending Staff Members must ensure that they are 

identifiable at all time, by either wearing their school 

lanyard, hi visibility vest or school polo vest. 

» Staff Members must ensure that they regularly monitor 

the location and presence of students under their care 

at an event. 

» Students are not to attend toilets or other buildings 

without an accompanying Volunteer and at least one 

buddy. 

» Staff Members are to remain vigilant at all times during 

the event and are encouraged to take appropriate 

action where they suspect an individual at the event of 

acting suspiciously or are unsure of their identify.  

» The Students safety is of paramount concern. 

Special Events on School Premises (School 
Fete / Happy House Activities) 

Harm to Children from opportunist adults 
attending the event. 

 

 

 

 » A large number of the School Community may attend 

these events and as it is not practical to have each 

member sign in and wear a lanyard the following control 

measures will be implemented. 

» Staff Members are to ensure that all perimeters and 

those that provide access to playgrounds and 

classrooms (excluding the front gate), are locked at the 

commencement of the activity. 
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Harm to children due to difficulty in 
monitoring the students. 

 

 

» Members of the School Community must attend the 

event via the front entrance. 

» A Staff Member will be allocated with the responsibility 

of greeting members of the School Community upon 

arrival and directing them to the event. 

» Staff Members are to remain vigilant at all times during 

the event and are encouraged to take appropriate 

action where they suspect an individual at the event of 

acting suspiciously or are unsure of their identity.  

» Staff Members are to be visibly present at each activity 

and supervise the movement between activities. 

Parent Association Events 

Harm to students from poorly planned events. 

 

Harm to students from events and activities 
not directly organised or run by the school. 

 » Event organisers are required to meet with a Member 

of the Leadership Team prior to the event being 

authorised. 

» Event organisers must ensure that they conducted a 

thorough Risk Assessment, identifying all hazards and 

risks in the planning stage of the event. Consideration 

must be given to ensuring all aspects of Child Safety are 

assessed and adequate control measures implemented. 

» Working With Children Checks (WWCC) are to be 

obtained for any person anticipated to be in the 

presence of students.  

» WWCC must be worn by any persons anticipated to be 

in the presence of students throughout the event. 

» To improve the identification of event organisers, hi 

visibility vests must be worn at all times. 
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One or more Staff Member will be allocated to attend 

the event. 

» The consumption of alcohol or drugs is not permitted for 

consumption in the presence of Students or young 

people. 

» Where students are attending an event or function in 

the absence of their parents a process of ‘signing in & 

out’ will be adopted. 

Private Tuition, Coaching, External Agencies 
(Speech Pathologist / Occupational 
Therapists) 

Harm to children from poor screening 
processes. 

 

 

 

 

 

 

 

Harm to Children from poor supervisor. 

 » Any person engaged by the school to conduct Private 

Tuition or Sports Coaching are to be provided with a 

copy of the School’s Child Safety Code of Conduct and 

asked to sign this prior to being permitted to participate 

in Volunteer activities. 

» As a minimum, any person engaged to conduct Private 

Tuition or Sports Coaching must obtain a current Police 

Check and provide this to a Member of the Leadership 

Team. 

» Working With Children Checks (WWCC) are also to be 

obtained for any person engaged to conduct Private 

Tuition or Sports Coaching. Staff members are to ensure 

that these are current for all Volunteers prior to 

authorising them to attend. 

» All Volunteers must sign in (during school hours) prior to 

being authorised to enter the school site. 
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» All Private Tutors or Sports Coaches are as a minimum 

required to wear a visitor’s lanyard at all times. 

Coaching on School Premises – Out of School 
Hours 

Harm to children from poor screening 
processes. 

 

Harm to Children from opportunist coaching. 

 

 » All Coaches are to be provided with a copy of the 

School’s Child Safety Code of Conduct and asked to sign 

this prior to being permitted to participate on site 

coaching activities. 

» Working With Children Checks (WWCC) are to be 

obtained for all Coaching Staff. Administrative Staff 

Members are to ensure that these are current for all 

Volunteers prior to authorising them to attend. 

» All Coaching Staff must sign in (after school hours) prior 

to being authorised to enter the school site. 

 

  

Bus Driver (Permanent) 

Harm to children from poor screening 
processes. 

 

Harm to Children from opportunist Bus 
Drivers. 

 

 

Bus Hire (Casual) 

 » All Bus Drivers employed by the school are to be 

provided with a copy of the School’s Child Safety Code 

of Conduct and asked to sign this prior to being 

permitted to drive buses on the school’s behalf. 

» Working With Children Checks (WWCC) are to be 

obtained for all Bus Drivers. Administrative Staff 

Members are to ensure that these are current for all 

Volunteers prior to authorising them to attend. 
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Harm to Children from opportunist Bus 
Drivers. 

» A Staff Member must be in attendance at all time when 

Bus Drivers are in the presence of students. 

Information Communication Technology 
Email / Social Media / Online Activities. 

Harm to Students from Staff Members or 
Volunteers sharing or exchanging personal 
email accounts, phone numbers, social 
networking sites. 

 

Harm to students from Staff Members or 
Volunteers on-line grooming.  

 

 

 

Harm from Staff Members or Volunteers 
photographing or videoing a child without the 
consent of the parent or guardian.  

 » All Staff Members or Volunteers are to be provided with 

a copy of the School’s Child Safety Code of Conduct and 

asked to sign this document annually. 

» Staff Members and Volunteers must adhere to 

requirements outlined in the School’s relevant policies 

including: 

- Staff Social Media Usage Policy 

- Staff Email Usage Policy 

- Staff Internet Usage Policy 

Staff must acknowledge their understanding of 
requirements of these procedures annually or where 
changes to the policies have been made. 

» The school actively maintains internet ‘gateway’ 

platforms to protect and monitor internet usage. 

» Staff Members are not permitted to use personal email 

or social networking in the presence of children. 

» The school maintains a photograph / Video permission 

form when their child commences school.  

» Staff Members & Volunteers are not permitted to take 

photographs or video of Students or young people using 

their own mobile phones. 
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» Members of the Leadership Team regularly monitor 

Staff & Volunteer compliance with the above mentioned 

requirements. 

Lack of an organisational culture of child 
safety 

Non – Compliance Ministerial Order 806. 

Harm to students from an organisational 
culture that does not adopt processes to 
ensure Child Safety.  

 

 » Ensure strategic direction, vision and mission of the 

school includes child safety as a key objective. 

» Ensure that the School’s Annual Report has a section in 

it dedicated to child safety.  

» Appoint a Child Safety Officer to champion all aspects of 

Child safety within the school. 

» Ensure that responsibility for embedding a culture of 

safety is incorporated into position descriptions for 

members of the Leadership Team. 

» Ensure that all Staff Members, , Casual Relief Teachers, 

Volunteers and Contractors are adequately inducted 

into Child Safety requirements. They should also be 

trained in what to do if an allegation is made, or a 

concern raised or staff observe abusive behaviour 

towards a child. 

» Promote to all members of the school community 

processes around strict confidentiality of reporting of 

suspected abuse. 

» Provide a culturally safe environment for Aboriginal 

children, those from culturally diverse backgrounds and 

for those with disabilities.  
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» Display information from local Aboriginal services, such 

as pamphlets for community events. 

» Maintain adequate record keeping of child safety issues 

and responses of any incidents, for example in an Excel 

spreadsheet or ‘log book’ that is appropriately stored to 

protect the privacy of children. 

» An Assessment must be completed of new or changed 

physical environments for child safety risks 

False Allegations 

Personal & professional harm to Staff 
Members, , CRTs, Volunteers and Contractors 
from false reporting of suspected abuse 
allegations. 

 » All members of the School community are made aware 

and regularly reminded of inappropriate behaviours 

and the process for reporting. 

» Allegations are brought to the immediate attention of 

the accused and they will be made aware of their 

rights.  

» All allegations of suspected abuse will be dealt with in 

the strictest of confidence.   

» All members of the school community are to be 

reminded of the severity of making false allegations 

and made aware that after a thorough investigation 

the allegation is of a personal nature (ie mischievous)  

then legal action may be sort. 

» Where any false allegations are made against Staff 

Members, , Casual Relief Teachers, Contractors or 

Volunteers, professional counselling & support services 

will be provided. 
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» Where an allegation has been made against a Staff 

Member, , Casual Relief Teacher, Contractor or 

Volunteer and it is made public, advice from the 

relevant Education Department will be sort.  
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Likelihood 

Almost 
Impossible 

Only in 
extreme 

circumstances 

Unlikely 
But 

could 
occur 

 
 

Possible 
But 

unusual 
 

Likely 
To be 

expected 
 

Almost 
Certain 

Commonly 
repeated  

 1 2 3 4 5 

C
o

n
se

q
u

en
ce

 

Catastrophic 
Potential Life 
threatening.  Long 
term recovery.                                
Long term 
hospitalisation. 
Months/Years of 
lost time.                       
Example - Loss of 
multiple limbs, life 
threatening illness, 
mental condition 
or disease. Unlikely 
to return to 
work/school. 

5 5 10 15 20 25 

Significant 
Person requires 
external medical 
care / 
hospitalisation.                   
Medium term 
recovery.  Weeks 
of time away from 
the work/school 
environment.  
Example - Loss of 
appendage, 
prolapse disc, long 
term mental health 
issue, broken 
limbs. 

4 4 8 12 16 20 

High 
Person requires 
external medical 
care.  Medium 
term recovery.   
Days away from 
work / school.   

3 3 6 9 12 15 

Risk Matrix 



 

 178 

Example - Serious 
sprains/strains, 
broken 
appendages, deep 
laceration, 
counselling 
required. 
 

Moderate 
Person may 
require external 
medical attention. 
Hours of lost time.  
Examples - 
Lacerations, minor 
illness, foreign 
objects in eye, 
onsite mediation. 

2 2 4 6 8 10 

Low  
Person may 
require minor First 
Aid. No lost time. 
Safety - First aid or 
no treatment 
required. Liaison 
required between 
school leaders and 
affected person 
relating to the 
incident. 
 

1 1 2 3 4 5 

 

Risk Score Action Required 

Extreme 16 - 20 Stop Work/ Activity Immediately: Immediate action is required by 

the Leadership Team. Work or the activity is not to proceed until 

the risk is eliminated or high level control measures are 

implemented to reduce the risk score.  

Unacceptable 15 Act Immediately to Minimise the Risk: Ensure appropriate control 

measures (Substitution, Engineering & Administrative) are 

implemented to reduce potential for harm. If controls cannot be 

immediately implemented, then risk reduction strategies need to 

be identified as soon as is practicable. 

High 8 - 12 Action Must be Taken Within a Reasonable Timeframe by 

Leadership Team & affected Staff Members to reduce the potential 



 

 179 

from harm.  These control measures must be communicated to all 

affected workers at a staff briefing. 

Medium 4 - 6 Take all Reasonable Actions to Minimise the Risk using ‘Lower 

Level’ Administrative & Personal Protective Equipment Control 

Measures. The risk is to be controlled by the establishment of a 

process, policy or procedure. This must be developed in 

consultation with staff and may include PPE. 

Low 1 - 3 Action to be taken to control the risk via consultation & Staff 

Member Awareness. Affected Staff members are to be made 

aware of identified processes, policies or procedures for controlling 

the risk. 

 

References: 
Catholic Education Commission of Victoria Ltd (CECV) 2016, Commitment Statement to Child 

Safety: A safe and nurturing culture for all children and young people in Catholic schools. 

Catholic Education Commission of Victoria Ltd (CECV) 2016, Commission For Children & 

Young People 2015, A Guide to Creating a Child Safe Environment 

Victorian Government  2005, Children, Youth and Families Act  

Victorian Government 1958, Crimes Act  

Victorian Government Department of Health & Human Services 2016, Resource 1 - Good 

leadership and governance in child safe organisations  

Victorian Government Department of Health & Human Services 2016, Resource 2 - Child 

safe policy and statement of commitment  

Victorian Government Department of Health & Human Services 2016, Resource 3 - Code of 

conduct (including sample code of conduct)  

Victorian Government Department of Health & Human Services 2016, Resource 4 - Human 

resources practices for child safe organisations  

Victorian Government Department of Health & Human Services 2016, Resource 5 - 

Recruitment practices for child safe organisations  

Victorian Government Department of Health & Human Services 2016, Resource 6 - What to 

do when an allegation of child abuse is made  

Victorian Government Department of Justice 2016, Betrayal of Trust Implementation 

Victorian Government 2006, Education and Training Reform Act  
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Victorian Government 2006, (Amendment to) Education and Training Reform Act, 

Ministerial Order No. 870 - Child Safe Standards -Managing the risk of child abuse in schools 

2015 

Victorian Government Education and Training 2005, Child Protection Reporting Obligations 

Victorian Government 2010, Equal Opportunity Act  

Victorian Government 1988, Privacy Act  

Victorian Government 2005 Working with Children Act 2005  

Victorian Registration & Qualifications Authority 2016, Child Safety Standard 1: Strategies to 

embed an organisational culture of child safety  

Victorian Registration & Qualifications Authority 2016, Child Safety Standard 2: A Child 

Safety Policy or Statement of Commitment to Child Safety 

Victorian Registration & Qualifications Authority 2016, Child Safety Standard 3: Child Safety 

Code of Conduct 

Victorian Registration & Qualifications Authority 2016, Child Safety Standard 4: Staff 

Selection Checklist 

Victorian Registration & Qualifications Authority 2016, Child Safety Standard 5: What to do 

when an allegation of child abuse is made 

Victorian Registration & Qualifications Authority 2016, Child Safety Standard 6: Child Safety 

Risk Management Strategies 

Victorian Registration & Qualifications Authority 2016, Child Safety Standard 7: 

Empowerment and participation of children 
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STUDENT ENGAGEMENT, INCLUSION AND WELLBEING 
POLICY 

 
1. School profile: 

 

Respect, Learn and Achieve 

Three behaviours, three dimensions, three values that Roxburgh College and its diverse 

school community strive for and represent. Roxburgh College is a Middle and Later Years 

(years 7 -12) Secondary School in the heart of Roxburgh Park, a relatively new locality in the 

Northern Area of Melbourne. 

The present enrolment of 1,300 students indicates that it is a large school that consequently 

offers students access to a vast range of educational opportunities and ‘state of the art’ 

facilities. 

The College works actively to promote a safe and supportive learning environment through 

its range of tolerance and support programs and a well-established discipline process. 

Roxburgh College recognises the dual purpose of maximising the high academic 

achievement of each student as well as providing opportunities for their individual and 

social development. 

The school promotes the all-round personal development and self-esteem of each student. 

We encourage the development of courteous, articulate and thoughtful attitudes. Teachers 

actively assist students to develop sound study habits in both the Middle Years (Years 7-9) 

and Later Years (Years 10 – 12) Mini Schools. A high standard of personal conduct is 

required and the wearing of school uniform is compulsory. 

A wide range of co-curricular activities is offered including music, drama, academic 

enrichment, debating and sport. The school has a strong commitment to student leadership 

and Student Voice. 

A comprehensive range of student wellbeing support staff is available to assist the 

educational pathways of students throughout the College. A variety of student support and 

development programs are offered. 
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In the Later Years (Years 10- 12) the range of VCE, VET and VCAL studies is comprehensive 

and unchallenged in the district with 51% of our graduating year 12 cohort receiving 

university offers and the remainder finding alternate pathways through TAFE or 

employment. 
 
11. SCHOOL VALUES, PHILOSOPHY AND VISION: 

Roxburgh College believes that education makes a significant difference in the lives of young 
people.  

Our vision is "to be an environment in which every student achieves their highest potential". 

In addition, we aim to have high expectations of students, teachers and parents and we 

provide structures and processes that facilitate the implementation of a consistent and 

rigorous student learning program.  

Roxburgh College RESPECTS RESPONSIBILITY and ACHIEVEMENT in our learning 

COMMUNITY.  

Process fundamental to these values include participation, reflection, change, flexibility, 

problem-solving, decision making and recognition. 

THE COLLEGE PROVIDES:  

11. A learning environment that is safe and supportive and encourages purposeful work  

12. Equal access to, and opportunity to achieve success in, a challenging comprehensive 

curriculum at years 7-10 in each of the domains specified in the Victorian Essential 

Learning Standards.  

13. A timetable of comprehensive VCE studies and courses in an environment that will 

maximise access to further education and career pathways.  

14. Opportunities to develop leadership and citizenship skills, self-esteem ROXBURGH 

COLLEGE EXPECTS ITS STUDENTS TO:  

15. Work to the best of their ability  
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16. Respect the rights of all others, their person, space and property through self-discipline  

17. Strive for excellence and take pride in their work and their school  

A statement about the rights and responsibilities of all students and school staff is included 
at Appendix 1.  

 

11. GUIDING PRINCIPLES: 

 

11. The school will collaboratively develop and implement a fair and respectful whole-school 
engagement and behaviour management approach. 

12. The school’s curriculum will include pro-social values and behaviour to enable students to 
acquire knowledge and skills, value diversity and build a culture of learning, 
community and engagement. 

13. The school will promote active student participation and provide students with a sense of 
ownership of their environment. 

14. The school will support families to engage in their child’s learning and build their capacity 
as active learners. 

15. The school promotes active ‘student participation’ as an avenue for improving student 
outcomes and facilitating school change.   

16. The school will establish social/emotional and educational support for vulnerable 
students and monitor and evaluate progress. 

17. The school will have processes in place to identify and respond to individual students who 
require additional assistance and support. 

The school will build strong links with the local community to gain access to an extended 

network of community members, professionals and educators who can provide expertise 

and experience that can build the capacity of our school and our teachers to respond to the 

needs of the students. 

12. ENGAGEMENT STRATEGIES: 

 

To realise our vision, our school has in place a range of strategies to promote engagement, 
positive behaviour and respectful relationships for all students in the school. We recognise 
that some students, as a group or as individuals may need extra social, emotional or 
educational support to flourish at school, and so we will put in place strategies to identify 
these students and provide them with the support they need.  

 

The school works collaboratively with students and parents/ carers to establish fair and 
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respectful behaviour policies and practices, based on the school’s values, expected social 
competencies and positive peer relationships. There are also intervention strategies in place 
to address inappropriate behaviours which can negatively impact on the learning 
environment of the self and others. 

The universal (whole-school), targeted (group-specific) and individual engagement 
strategies used in our school are outlined in Appendix 2. 

 

12. IDENTIFYING STUDENTS IN NEED OF EXTRA SUPPORT: 

 

Our school will utilise the following information and tools identify students in need of extra 
support using the following strategies: 

14. Personal information gathered upon enrolment 

15. Attendance rates 

16. Academic performance, particularly in literacy and numeracy assessments  

17. Behaviour observed by classroom teachers 

18. Student Mapping Tool 

19. Engagement with student families 

 

16. BEHAVIOURAL EXPECTATIONS: 

 

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

 

19. SCHOOL ACTIONS: 

 

Responding to challenging behaviour 

Where a student acts in breach of the behaviour standards of our school community, we will 
institute a staged response, as outlined in the Department of Education and Training Student 
Engagement and Inclusion Guidance (see Appendix 4). 

 

Discipline 

Disciplinary measures may be used as part of a staged response to challenging behaviour in 
combination with other engagement and support strategies to address the range of factors 
that may have contributed to the student's behaviour.  

 

Disciplinary measures that may be applied include: 

13. Restorative approach (e.g. repairing damage caused) 
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14. Withdrawal of privileges 

15. Withdrawal from class activities for a specified period. Where appropriate, parents/carers 
will be informed of such withdrawals 

16. Detention 

17. Suspension (in-school and out of school) 

18. Expulsion 

Discipline will be applied in a way that is proportionate to the behaviour and upholds 
procedural fairness. 

Corporal Punishment is prohibited in all Victorian schools. Corporal punishment must NOT 

be used at the School under any circumstances. 

Suspension and expulsion are measures of last resort and may only be applied when the 
grounds for suspension and expulsion set out in the Engagement and Inclusion Guidance 
have been met. 

Suspension and expulsion can only be approved by the principal and our school will follow 
the processes for applying these disciplinary measures set out in the Student Engagement 
and Inclusion Guidance. 

Information on grounds and processes for suspension and expulsion that our school will 
follow are available here:  

http://www.education.vic.gov.au/school/students/support/Pages/discipline.aspx 

19. ENGAGING WITH FAMILIES: 

 

The School values parent / carer input into its operations and curriculum offerings and seeks 

feedback through the Parent Opinion survey, and from parent representatives on School 

Council. The School Council provides financial assistance and encouragement to the Parents’ 

Association in our efforts to build a sense of community. 

The school will support families to engage in their child’s learning and build their capacity as 

active learners. It provides an environment that welcomes all parents/carers and is 

responsive to them as partners in learning.  

 

The school will create successful partnerships with parents/carers and families by: 

 

23. ensuring all parents/carers are aware of the school’s Student Engagement Policy 

24. conducting effective school-to-home and home-to-school communications 

25. providing volunteer opportunities to enable parents/carers and students to contribute 

26. involving families with homework and other curriculum-related activities  

27. involving families as participants in school decision-making 

http://www.education.vic.gov.au/school/students/support/Pages/discipline.aspx
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28. coordinating resources and services from the community for families, students and the 
school 

29. involving families in Student Support Groups 

 

Parents responsibilities for supporting their child’s attendance and engagement are outlined 
at Appendix 3. Furthermore, parents are expected to act in a respectful and constructive 
manner when dealing with our school. More detail on parent responsibilities and 
consequences for inappropriate behaviour are outlined in our Statement of Values. 

9. EVALUATION: 

 

Data collection and analysis 

Data will be collected regarding frequency and types of wellbeing issues, so as to measure the 
success or otherwise of school-based strategies and approaches.   

Some of sources of data used are: 

• the Attitudes to School Survey data 

• school level report data 

• parent survey data 

• data from case management work with students 

• data extracted from software such as CASES21 or SOCS 

Review of this policy 

This policy will be reviewed annually or more often if necessary due to changes in regulations 
or circumstances. 

This policy was last ratified by School Council on: April 2017. 

This policy will be reviewed: April 2018. 

• APPENDICES AND RELATED POLICIES: 

 

Appendix 1: Statement of Rights and Responsibilities 

Appendix 2: Student Engagement Strategies 

 

Appendix 3: Behaviour expectations 

Appendix 4: Staged response to behaviour issues 

Appendix 5: Process for responding to breaches of Behaviour Expectations 

This policy is informed by the Department of Education and Training Student Engagement 
and inclusion Guidance available at  

http://www.education.vic.gov.au/school/principals/spag/participation/Pages/expulsions
.aspx 
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Appendix 1:  

STATEMENT OF RIGHTS AND RESPONSIBILITIES 

It is the right of all members of the School community to experience a safe and supportive 

learning and teaching environment. Staff, students and parents/ carers have a right to be 

treated with respect, and enjoy an environment free from bullying (including cyber 

bullying), harassment, violence, discrimination or intimidation. (Refer to our Bullying 

Prevention Policy and Equal Opportunity Policy). 

Teachers also have the rights to be informed, within Privacy requirements, about matters 

relating to students that may impact on the teaching and learning for that student. 

Students have a responsibility to contribute positively to the educational experience for 

themselves and other students, to participate fully in the school’s educational program, and 

to ensure that their behaviours demonstrate respect for themselves, their peers, their 

teachers and all other members of the school community.  

Parents/ carers have a responsibility to take an active interest in their child’s educational 

progress, model and reinforce positive behaviours and ensure their child’s regular 

attendance.  They have a responsibility to support the school in maintaining a safe and 

respectful learning environment for all students, and engage in regular and constructive 

communication with school staff regarding their child’s learning. 

Teachers have a responsibility to demonstrate the standards set by the Victorian Institute of 

Teaching. That is, to know how students learn and how to teach them effectively, know the 

content they teach, know their students, plan and assess for effective learning, create and 

maintain safe and challenging learning environments, and use a range of strategies to 

engage students in effective learning. Teachers also have a responsibility to fairly, 

reasonably and consistently implement the Student Engagement Policy. 

All members have an obligation to ensure school property is appropriately used and 

maintained. 
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Appendix 2: Student Engagement Strategies 

UNIVERSAL STRATEGIES TARGETED STRATEGIES INDIVIDUAL STRATEGIES 

- Our school will deliver a 

broad curriculum including 

VET programs, VCE and 

VCAL.  

- Our teachers will adopt a 

range of teaching and 

assessment approaches to 

effectively respond to the 

diverse learning styles, 

strengths and needs of our 

students.  

- Our school will develop 

behavioural expectations 

for all members of the 

school community in 

consultation with 

students, staff and 

parents/carers, and these 

will be taught to all 

students and shared with 

their families.  

- Our school will regularly 

acknowledge examples of 

positive behaviour and 

student achievement, 

both informally in 

classroom settings and 

more formally in events 

such as assemblies and via 

communications to 

parents.  

- All students will have the 

opportunity to participate 

a social and emotional 

learning curriculum 

program (include the 

name of program and 

what it focuses on). 

- All students from Years 10 

and above and all Koorie 

students from Years 8 and 

above, will be assisted to 

develop a Career Action 

Plan.  

- All students in Out of 

Home Care will be 

appointed a Learning 

Mentor and will be 

referred to Student 

Support Services for an 

Educational Needs 

Assessment.  

- School nurse and welfare 

staff will undertake health 

promotion and social skill 

development in response 

to needs identified by 

classroom teachers or 

other school staff during 

the day.  

- Relevant teaching staff 

will apply a trauma-

informed approach (using 

Calmer Classrooms: A 

Guide to Working with 

Traumatised Children, and 

similar resources) to 

working with students 

who have experience 

trauma, such as students 

from refugee backgrounds 

or who are in out of home 

care.  

- Strategies to support 

attendance and 

engagement of individual 

students include:  

- Meet with student and 

their parent/carer to talk 

about how best to help 

the student engage with 

school.  

- Establish a Student 

Support Group.  

- Seek extra resources 

under the Program for 

Students with Disabilities 

for eligible students.  

- Develop a Behavioural 

Support Plan and/or 

Individual Education Plan.  

- Consider if any 

environmental changes 

need to be made, for 

example changing the 

classroom set up.  

- Refer to internal support 

services e.g. Student 

Welfare Coordinator or 

Student Support Services.  

- Refer to external support 

services including 

ChildFirst Local. 

http://www.ccyp.vic.gov.au/childsafetycommissioner/publications/orgs_resources.htm#mainContent
http://www.ccyp.vic.gov.au/childsafetycommissioner/publications/orgs_resources.htm#mainContent
http://www.ccyp.vic.gov.au/childsafetycommissioner/publications/orgs_resources.htm#mainContent
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Appendix 3: Shared Behaviour Expectations. 

 

 STUDENTS PARENTS/CARERS PRINCIPALS/TEACHERS & 

STAFF  

ENGAGEMENT 

(PARTICIPATION 

IN THE 

CLASSROOM 

AND OTHER 

SCHOOL 

ACTIVITES). 

Demonstrate: 

- Preparedness to 

engage in and take 

full advantage of the 

school program. 

- Effort to do their 

very best.  

- Self-discipline to 

ensure a cooperative 

learning 

environment and 

model the school 

values.  

- Team work. 

 

- Promote positive 

outcomes by valuing 

the importance of 

education and the 

liaising with the school 

on their child’s 

progress/needs.  

- Support their child in 

the preparedness for 

the school day and in 

the provision of a 

supportive home 

environment. 

- Monitor their child’s 

school involvement 

and progress and 

communicate with the 

school when 

necessary.  

- Are informed and 

supportive of school 

programs and actively 

participate in school 

events/parent groups.  

- The school will comply 

with its duty of care 

obligations and have a 

responsibility to 

provide an 

educational 

environment that can 

effectively engage all 

students.  

- The school will 

provide appropriate, 

relevant and 

challenging curriculum 

that gives students 

the opportunity to 

have input into their 

learning and 

experience success.  

ATTENDANCE All students are expected to:  

- Attend and be 

punctual for all 

timetabled classes 

every day that the 

school is open to 

students.  

- Be prepared to 

participate fully in 

lessons.  

- Bring a note from 

their carers 

explaining an 

Parents/Carers are expected 

to:  

- Ensure that their 

child’s enrolment 

details are correct.  

- Ensure their child 

attends regularly.  

- Advise the school as 

soon as possible when 

a child is absent.  

- Account for all student 

absences.  

- Keep family holidays 

In accordance with legislation 

released March 1, 2014, and in 

accordance with DET 

procedures, the school will:  

- Proactively promote 

regular attendance.  

- Mark rolls accurately 

each lesson.  

- Follow up on any 

unexplained absences 

promptly and 

consistently. 

- Identify trends via 
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absence/lateness.  within scheduled 

school holidays.  

- Support their child’s 

learning during 

absences and work 

with the school to 

reintegrate students 

after prolonged 

absences.  

data analysis.  

- Report attendance 

data in the school’s 

annual report.  

- Support students 

whose attendance is 

problematic by 

developing ‘Return to 

School’ plans and 

working with families 

to implement 

individual strategies.  

 

Appendix 4: Staged response to behaviour issues. 

 

Stage 1: PROMOTING POSITIVE BEHAVIOUR AND PREVENTING BEHAVIOURAL ISSUES  

SUGGESTED STRATEGIES  SCHOOL ACTIONS 

Define and teach school-wide 

expectations for all. 

 

Establish whole school positive 

behaviour programs. 

 

Establish consistent school-wide 

processes to identify and support 

students at risk of disengagement 

from learning. 

 

 

Appendix 5: Responding to breaches of Behavioural Expectations. 

RULES  CLASSROOM TEACHER 

RESPONSIBILITY  

SUB-SCHOOL MANAGERS  

Overall behaviour:  

- Students must obey 

all reasonable staff 

requests.  

- Students must 

always treat others 

with respect.  

- Students must 

Follow the “5 Steps to 

Classroom Control”:  

1. Remain calm.  
2. Warn with rights based 
warning: “Your behaviour is 
disturbing others, please stop.”  
3. Reassert: “I understand and 
we can discuss this later. Right 
now please…”  

Implement a staged response:  

- Speak with student 

prior to actioning.  

- Student to ring and 

inform parent of 

misbehaviour in 

presence of Sub-School 

Manager.  
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respect the rights of 

others to learn. No 

student has the right 

to impact on the 

learning of others.  

- Students must 

respect the property 

of others.  

- Students must bring 

the correct 

equipment to all 

classes.  

- Students must work 

to the best of their 

ability.  

4. Give choice: “You have a 
choice. If you will not comply 
you will have to meet with me 
at lunchtime, afterschool etc.”  
5. Follow through with graded 
consequences:  
- Move student to another 
seat/isolated area of the 
classroom.  
- Seat student outside of 
classroom on a chair for 10 
minutes with a task and 
organise for conference after 
class (restorative chat).  
- Remove to another classroom 
for time out.  
- Organise 
conference/restorative chat to 
include Sub-School 
Manager/AP.  

- Behaviour sheet.  

- Attendance sheet.  

- Placement into VCE 

class.  

- Restorative chat with 

affected parties.  

- Behaviour plans.  

- Student contract.  

- Parent contract.  

- Student support 

conference.  

- Friday afternoon 

detention.  

- In house suspension.  

- Recommendation to 

externally suspend and 

referral to AP.  

 

 

This policy is informed by the Department of Education and Early Childhood Development 
Student Engagement and inclusion Guidance available at 

http://www.education.vic.gov.au/school/principals/participation/Pages/studentengagemen
tguidance.aspx  

http://www.education.vic.gov.au/school/principals/participation/Pages/studentengagementguidance.aspx
http://www.education.vic.gov.au/school/principals/participation/Pages/studentengagementguidance.aspx
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ANTI-BULLYING (INCLUDING CYBER BULLYING) AND ANTI-
HARASSMENT POLICIES AND PROCEDURES 

Bullying 

Definition of Bullying 

Bullying is when someone, or a group of people, who have more power at the time, 
deliberately upset or hurt another person, their property, reputation or social acceptance on 
more than one occasion.  

Types of Bullying 

There are three broad categories of bullying: 

1. Direct physical bullying – e.g. hitting, tripping, and pushing or damaging property.  
2. Direct verbal bullying – e.g. name calling, insults, homophobic or racist remarks, 

verbal abuse.  
3. Indirect bullying – this form of bullying is harder to recognise and often carried out 

behind the bullied student’s back. It is designed to harm someone’s social reputation 
and/or cause humiliation.  Indirect bullying includes:  

• lying and spreading rumours  

• playing nasty jokes to embarrass and humiliate  

• mimicking  

• encouraging others to socially exclude someone  

• damaging someone’s social reputation and social acceptance  

• cyber-bullying, which involves the use of electronic means to humiliate and 
distress 

What Bullying is Not 

Many distressing behaviours are not examples of bullying even though they are unpleasant 
and often require teacher intervention and management. There are three socially unpleasant 
situations that are often confused with bullying:  

Mutual Conflict  

In mutual conflict situations, there is an argument or disagreement between students but not 
an imbalance of power. Both parties are upset and usually both want a resolution to the 
problem. However, unresolved mutual conflict sometimes develops into a bullying situation 
with one person becoming targeted repeatedly for ‘retaliation’ in a one-sided way.  
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Social Rejection or Dislike  

Unless the social rejection is directed towards someone specific and involves deliberate and 
repeated attempts to cause distress, exclude or create dislike by others, it is not bullying.  

Single-episode acts of nastiness or meanness, or random acts of aggression or intimidation  

Single episodes of nastiness or physical aggression are not the same as bullying. If a student 
is verbally abused or pushed on one occasion they are not being bullied.  

Nastiness or physical aggression that is directed towards many different students is not the 
same as bullying. 

Cyber-bullying  

Consists of covert, psychological bullying, conveyed through the electronic mediums such as 
cell-phones, web-logs and web-sites, on-line chat rooms, ‘MUD’ rooms (multi-user domains 
where individuals take on different characters) and Xangas (on-line personal profiles where 
some adolescents create lists of people they do not like).  It is verbal (over the telephone or 
mobile phone), or written (flaming, threats, racial, sexual or homophobic harassment) using 
the various mediums available.  

Harassment 

Is any verbal, physical or sexual conduct (including gestures) which is uninvited, unwelcome 
or offensive to a person. 

To provide a safe and friendly college environment for students and staff and to encourage 
care, courtesy and respect for others. All persons have a legal right to protection from 
harassment under the Commonwealth Sex Discrimination Act and the Victorian Equal 
Opportunity Act.   

The effects of bulling and harassment are:  

• poor health - anxiety, depression 

• lower self esteem 

• reduced study performance 

• missed classes, social withdrawal 

• reduced career prospects 

If you are not sure about your behaviour you can: 

• check it out by asking if it is offensive or inappropriate 

• stop it 

• apologise 

• take it seriously if someone says they are feeling uncomfortable 
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• talk it over with an adviser or somebody who has an understanding of the issues 

Victims of bullying and harassment may think/feel:  

• “I will ignore it and it will go away.” 

If anything, it will make things worse - you will give the impression that you agree with 
the situation. 

• “I don’t want to cause trouble.” 

Most causes of harassment are sorted out quite simply. By speaking up, action can be 
taken to address the problem. 

• “Am I to blame?” 

Victims of harassment or bullying sometimes feel that it is their fault. Victims are made 
to feel guilty by the offender and often blame themselves. It is your right to have a 
safe environment free from harassment or bullying. 

• “Am I imagining things?” 

Often our hunches are correct. Rather than put up with nagging doubts, talk to 
someone about your feelings. 

 Bullying/harassment can often make one feel:  

• embarrassed or ashamed 

• offended or humiliated 

• intimidated or frightened 

• uncomfortable 

What should you do if you see someone being bullied/harassed? 

Tell the person that you witnessed the incident and advise them to report it to an appropriate 
person. However, if your friend is harassing another person, let them know that their 
behaviour is unacceptable.  

Bystanders who do nothing to stop bullying may be contributing to the problem by 
providing an audience for the bully. 

Bullying can involve:  

• grabbing, aggressive staring, hitting, pinching kicking, pushing and shoving 

• publicly excluding a person from your group 
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• knocking a person’s books or belongings out of their hands or off their desk 

• teasing a person because of their looks. 

Cyber-bullying can involve:  

• Flaming – online fights using electronic messages with angry or vulgar messages 

• Harassment – repeatedly sending nasty, mean and insulting messages 

• Denigration – posting or sending gossip or rumours about a person to damage his/her 
reputation or friendships 

• Outing – sharing someone’s secrets or embarrassing information or images online 

• Exclusion – intentionally and cruelly excluding someone from an online group 

• Cyber-stalking – repeated, intense harassment and denigration that includes threats 
or creates significant fear 

 Harassment is usually directed at a person because of their gender, race, creed or abilities 
– it can be subtle or explicit 

Subtle (the most common) they include:  

• offensive staring and leering 

• unwanted comments about physical appearance and sexual preference 

• racist or smutty comments or jokes 

• questions about another’s sexual activity 

• persistent comments about a person’s private life or family 

• physical contact e.g. purposely brushing up against another’s body 

• offensive name calling 

Explicit (obvious) they include:  

• grabbing, aggressive hitting, pinching and shoving, etc. 

• unwelcome patting, touching, embracing 

• repeated requests for dates, especially after refusal 

• offensive gestures, jokes, comments, letters, phone calls or e-mail 

• sexually and/or racially provocative remarks 

• displays of sexually graphic material – pornography 

• requests for sexual favours 

• extreme forms of sexual harassment will lead to criminal prosecution 

What to do if you are being bullied or harassed: 

• tell the person you don’t like what they are doing and you want them to stop 

• discuss the matter with a Coordinator, Student Welfare Coordinator or peer mediator, 
peer support leader or a teacher that you feel comfortable with 

• the school will take your concerns seriously - all complaints will be treated 
confidentially 
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How will your complaint be dealt with?  

Your concerns will be taken seriously.  All complaints will be treated confidentially.   

School procedures for responding to a student who bullies or harasses others are set out 
below: 

Level 1 

If the bullying or harassment incident is minor or first time occurrence, teachers may elect to 
use one or more anti-bullying practices: 

• stopping the bullying/re-statement of rules and consequences 

• restorative questioning 

• think time detention 

• private conference 

• shared control discussion 

If the student does not take control over his/her behaviour, an Incident Report Form should 
be completed and submitted to the student welfare coordinator or principal/assistant 
principal. 

Level 2 

If the bullying or harassment continues, or in instances of severe bullying or harassing, a 
referral should be made to the Student Welfare Coordinator.  

Here, the Student Welfare Coordinator (or another who has responsibility for student 
welfare) may: 

• meet with the student to develop a behaviour contract 

• provide discussion/mentoring of different social and emotional learning competencies 
including structured learning activities 

• conduct a restorative conference separately with the perpetrator and “target” 

Level 3 

For ‘at risk’ students (many risk factors, few protective factors) whose bullying or harassing 
behaviour is severe and for other non-at risk students whose bullying or harassing and other 
aggressive behaviour is resistant to change, an individual ‘strength building’ plan should be 
developed by the student welfare coordinator in consultation with student, parents/carers 
and teachers. Individual strength-building plans and associated interventions help connect 
the student to positive people, programs and actions in the community, school and home as 
well as develop the student’s inner social and emotional strengths (skills, values). 
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Level 4 

Students whose severe bullying or harassing behaviour resists school efforts and represents 
a significant threat to the safety and wellbeing should be referred to outside agencies for 
evaluation.  Student Welfare Coordinators will need to be familiar with those community 
agencies and organisations that can offer more intensive services to the student and student’s 
family. 

 

 

Note: The school may choose, if bullying or harassment persists or the initial incident is of 
such magnitude, that parents/carers will be contacted and consequences implemented 
consistent with the school’s Student Code of Conduct.  Furthermore, the principal may 
commence formal disciplinary action in line with ‘Effective Schools are Engaging Schools - 
Student Engagement Policy Guidelines’ (DEECD) at any stage in the process depending on 
contextual information relating to the severity of the bullying (including-cyber bullying) and 
harassment. 
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BULLYING PREVENTION POLICY  

 
PURPOSE 
 
Roxburgh College is committed to providing a safe and respectful learning environment 
where bullying will not be tolerated.  
The purpose of this policy is to: 

• explain the definition of bullying  

• make clear that all forms of bullying at Roxburgh College will not be tolerated 

• ask that everyone in our school community be alert to signs and evidence of bullying 

behaviour, and accept responsibility to report bullying behaviour to school staff 

• ensure that all reported incidents of bullying are appropriately investigated and 

addressed 

• ensure that support is provided to students who may be affected by bullying 

behaviour (including victims, bystanders and perpetrators) 

• seek parental and peer group support in addressing and preventing bullying behaviour 

at Roxburgh College.  

When responding to bullying behaviour, Roxburgh College aims to: 

• be proportionate, consistent and responsive  

• find a constructive and positive solution for everyone 

• stop the bullying from happening again 

• restore the relationships between the students involved. 

Roxburgh College acknowledges that school staff owe a duty of care to students to take 
reasonable steps to reduce the risk of reasonably foreseeable harm, which can include harm 
that may be caused by bullying behaviour.  
 

SCOPE 

This policy applies to all school activities, including camps and excursions.  
This policy should be read in conjunction with our school’s policies, including Student 
Wellbeing and Engagement Policy, Inclusion and Diversity Policy, Duty of Care Policy and 
Statement of Values and School Philosophy. 

 

POLICY 

Definitions 

Bullying occurs when someone, or a group of people, deliberately and repeatedly upset, 
harass, intimidate, threaten or hurt another person or damage their property, reputation or  
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social acceptance. There is an imbalance of power in incidents of bullying, where the bully or 
bullies have more power than the victim due to their age, size, status or other reasons. 
Bullying may be direct or indirect, physical or verbal, and includes cyberbullying. Bullying is 
not a one-off disagreement between two or more people or a situation of mutual dislike.  

Bullying can be: 

4. direct physical bullying – e.g. hitting, tripping, and pushing or damaging property.  
5. direct verbal bullying – e.g. name calling, insults, homophobic or racist remarks, verbal 

abuse.  
6. indirect bullying – e.g. spreading rumours, playing nasty jokes to embarrass and 

humiliate, mimicking, encouraging others to socially exclude a person and/or 
damaging a person’s social reputation or social acceptance. 

Cyberbullying is direct or indirect bullying behaviours using digital technology. For example, 
via a mobile phone, tablets, computers, chat rooms, email, social media, etc. It can be verbal, 
written or include use of images, video and/or audio.  
Mutual conflict involves an argument or disagreement between people with no imbalance of 
power. In incidents of mutual conflict, generally, both parties are upset and usually both want 
a resolution to the issue. Unresolved mutual conflict can develop into bullying if one of the 
parties targets the other repeatedly in retaliation. 
Social rejection or dislike is not bullying unless it involves deliberate and repeated attempts 
to cause distress, exclude or create dislike by others. 
Single episode acts of harassment, nastiness or physical aggression are not the same as 
bullying. If someone is verbally abused or pushed on one occasion, they are not being bullied. 
Harassment, nastiness or physical aggression that is directed towards many different people 
is not the same as bullying. However, single episodes of harassment, nastiness or physical 
aggression are not acceptable behaviours at our school. 

Many distressing behaviours may not constitute bullying even though they are unpleasant. 
Students who are involved in or who witness any distressing behaviours of concern are 
encouraged to report their concerns to school staff.  

BULLYING PREVENTION 

Roxburgh College has a number of programs and strategies in place to build a positive and 
inclusive school culture. We strive to foster a school culture that prevents bullying behaviour 
by modelling and encouraging behaviour that demonstrates acceptance, kindness and 
respect.  
Bullying prevention at Roxburgh College is proactive and is supported by research that 
indicates that a whole school, multifaceted approach is the most effect way to prevent and 
address bullying. At our school:  

• We have a positive school environment that provides safety, security and support for 

students and promotes positive relationships and wellbeing. 

• We strive to build strong partnerships between the school, families and the broader 

community that means all members work together to ensure the safety of students.  
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• Teachers are encouraged to incorporate classroom management strategies that 

discourage bullying and promote positive behaviour.  

• A range of year level incursions and programs are planned for each year to raise 

awareness about bullying and its impacts.  

• In the classroom, our social and emotional learning curriculum teaches students what 

constitutes bullying and how to respond to bullying behaviour assertively. This 

promotes resilience, assertiveness, conflict resolution and problem solving.  

• The Peer Support Program and the Peer Mediation program encourage positive 

relationships between students in different year levels.  We seek to empower students 

to be confident communicators and to resolve conflict in a non-aggressive and 

constructive way.  

• Students are encouraged to look out for each other and to talk to teachers and older 

peers about any bullying they have experienced or witnessed.  

For further information about our engagement and wellbeing initiatives, please see our 
Student Wellbeing and Engagement policy.   
 

INCIDENT RESPONSE 

Reporting concerns to Roxburgh College  

Bullying complaints will be taken seriously and responded to sensitively at our school.  
Students who may be experiencing bullying behaviour, or students who have witnessed 
bullying behaviour, are encouraged to report their concerns to school staff as soon as 
possible.  
In most circumstances, we encourage students to speak to their teacher or Year Level 
Coordinator. However, students are welcome to discuss their concerns with any trusted 
member of staff including other teachers and wellbeing staff. 
Parents or carers who may develop concerns that their child is involved in, or has witnessed 
bullying behaviour at Roxburgh College should contact the Student Wellbeing Coordinator, 
by phone on 0399308100 or by email directed to Roxburgh.co.roxburgh@edumail.vic.gov.au 
 

Investigations 

 
When notified of alleged bullying behaviour, school staff are required to: 

1. record the details of the allegations in Compass; and 

2. inform staff involved, i.e. the relevant Year Level Coordinator, Student Wellbeing 

Team and relevant Assistant Principal. 

 
 
 
 

mailto:Roxburgh.co.roxburgh@edumail.vic.gov.au
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The Year Level Coordinator or Assistant Principal is responsible for investigating allegations 
of bullying in a timely and sensitive manner. To appropriately investigate an allegation of 
bullying, the Year Level Coordinator or Assistant Principal may:  
 

• speak to the students involved in the allegations, including the victim/s, the alleged 

perpetrator/s and any witnesses to the incidents 

• speak to the parents of the students involved 

• speak to the teachers of the students involved 

• take detailed notes of all discussions for future reference 

• obtain written statements from all or any of the above.  

All communications with the relevant staff member in the course of investigating an 
allegation of bullying will be managed sensitively. Investigations will be completed as quickly 
as possible to allow for the behaviours to be addressed in a timely manner.  
The objective of completing a thorough investigation into the circumstances of alleged 
bullying behaviour is to determine the nature of the conduct and the students involved. A 
thorough understanding of the alleged bullying will inform staff about how to most effectively 
implement an appropriate response to that behaviour.  
Serious bullying, including serious cyberbullying, is a criminal offence and may be referred to 
Victoria Police. For more information, see: Brodie’s Law. 
 

Responses to bullying behaviours  

 
When the investigating staff member has sufficient information to understand the 
circumstances of the alleged bullying and the students involved, a number of strategies may 
be implemented to address the behaviour and support affected students in consultation with 
the Student Wellbeing Team, teachers and SSS where appropriate. 
There are a number of factors that will be considered when determining the most appropriate 
response to the behaviour. When making a decision about how to respond to bullying 
behaviour, Roxburgh College will consider: 

• the age and maturity of the students involved  

• the severity and frequency of the bullying, and the impact it has had on the victim 

student 

• whether the perpetrator student or students have displayed similar behaviour before 

• whether the bullying took place in a group or one-to-one context 

• whether the perpetrator demonstrates insight or remorse for their behaviour 

• the alleged motive of the behaviour, including any element of provocation. 

The relevant wellbeing or leadership team member may implement all, or some of the 
following responses to bullying behaviours: 

• Offer counselling support to the victim student or students, including referral to i.e. 

the Student Wellbeing Team, SSS or external provider, as appropriate.  

 

http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/advicesheetbrodieslaw.aspx
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• Offer counselling support to the perpetrator student or students, including referral to 

i.e. the Student Wellbeing Team, SSS or external provider, as appropriate.  

• Offer counselling support to affected students, including witnesses and/or friends of 

the victim student, including referral to i.e. the Student Wellbeing Team, SSS or 

external provider, as appropriate.  

• Facilitate a mediation between some or all of the students involved to help to 

encourage students to take responsibility for their behaviour and explore underlying 

reasons for conflict or grievance. 

• Implement disciplinary consequences for the perpetrator students, which may include 

removal of privileges, detention, suspension and/or expulsion consistent with our 

Student Wellbeing and Engagement policy, the Ministerial Order on Suspensions and 

Expulsions and any other relevant Department policy.  

• Facilitate a Student Support Group meeting and/or Behaviour Support Plan for 

affected students. 

• Prepare a Safety Plan or Individual Management Plan restricting contact between 

victim and perpetrator students.  

• Provide discussion and/or mentoring for different social and emotional learning 

competencies of the students involved, e.g. connecting affected students with an 

adult Mentor, referring the student to a boys’ or girls’ group where appropriate. 

• Monitor the behaviour of the students involved for an appropriate time and take 

follow up action if necessary. 

•  Implement year group targeted strategies to reinforce positive behaviours, for 

example Bully Busters incursion.  

The investigating staff member is responsible for maintaining up to date records of the 
investigation of and responses to bullying behaviour.  
Roxburgh College understands the importance of monitoring the progress of students who 
have been involved in or affected by bullying behaviour. Our ability to effectively reduce and 
eliminate bullying behaviour is greatly affected by students reporting concerning behaviour 
as soon as possible, so that the responses implemented by Roxburgh College are timely and 
appropriate in the circumstances.  
 
 

EVALUATION 

 
This will be reviewed on a yearly basis following analysis of school data on reported incidents 
of, and responses to bullying to ensure that this policy remains up to date, practical and 
effective. 
Data will be collected through: 

• discussion with students 
 

• collection of data on Compass   
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• assessment of school-based data, including the number of reported incidents of 
bullying in each year group and the effectiveness of the responses implemented.  

 
Proposed amendments to this policy will be discussed with student representative groups, 
parent/caregiver groups and school community.  
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INCLUSION AND DIVERSITY POLICY 

(Includes Equal Opportunity and sexual Harassment) 

PURPOSE 

The purpose of this policy is to explain Roxburgh College commitment to making sure every 

member of our school community, regardless of their background or personal attributes, is 

treated with respect and dignity. This policy should be read alongside the following Department 

of Education and Training policies: 

• Equal Opportunity and Human Rights - Students 

• For staff, the Respectful Workplaces policies (including Equal Opportunity and Anti-

Discrimination, Sexual Harassment and Workplace Bullying) as these whole of Department 

policies apply to all staff at Roxburgh College.  

POLICY 

Definitions  

Personal attribute: a personal characteristic that is protected by State or Commonwealth anti-

discrimination legislation. These include race, disability, sex, sexual orientation, gender 

identity, religious belief or activity, political belief or activity, age, intersex status, physical 

features, pregnancy, carer and parental status, breastfeeding, marital or relationship status, 

lawful sexual activity, employment activity, industrial activity, expunged homosexual 

conviction or personal association with anyone who is identified with reference to any 

protected attribute. 

Direct discrimination: unfavourable treatment because of a person’s protected attribute.  

Indirect discrimination: imposing an unreasonable requirement, condition or practice that 

disadvantages a person or group of people with a protected attribute. 

Sexual harassment: unwelcome conduct of a sexual nature towards another person which could 

reasonably be expected to make that other person feel offended, humiliated or intimidated. It 

may be physical, verbal, visual or written. 

Disability harassment: an action taken in relation to the person’s disability that is reasonably 

likely, in all the circumstances, to humiliate, offend, intimidate or distress the person. 

Vilification: conduct that incites hatred towards or revulsion or severe ridicule of a person or 

group of people on the basis of their race or religion. 

Victimisation: subjecting a person or threatening to subject them to detrimental treatment 

because they (or their associate) has made an allegation of discrimination or harassment on the 

basis of a protected attribute (or asserted their rights under relevant policies or law).  

Inclusion and diversity 

Roxburgh College strives to provide a safe, inclusive and supportive school environment which 

values the human rights of all students and staff. 

https://www2.education.vic.gov.au/pal/equal-opportunity-human-rights-students/policy
https://www2.education.vic.gov.au/pal/respectful-workplaces/overview
https://www2.education.vic.gov.au/pal/equal-opportunity/overview
https://www2.education.vic.gov.au/pal/equal-opportunity/overview
https://www2.education.vic.gov.au/pal/sexual-harassment/overview
https://www2.education.vic.gov.au/pal/workplace-bullying/policy
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Roxburgh College is committed to creating a school community where all members of our 

school community  are welcomed, accepted and treated equitably and with respect regardless 

of their backgrounds or personal attributes such as race, language, religious beliefs, gender 

identity, disability or sexual orientation so that they can participate, achieve and thrive at 

school.  

Roxburgh College acknowledges and celebrates the diversity of backgrounds and 
experiences in our school community and we will not tolerate behaviours, language or 
practices that label, stereotype or demean others. At Roxburgh College we value the 
human rights of every student and we take our obligations under anti-discrimination laws 
and the Charter of Human Rights and Responsibilities seriously.  

Roxburgh College will: 

• Actively nurture and promote a culture where everyone is treated with respect and dignity 

• ensure that students are not discriminated against (directly or indirectly) and where 

necessary, are reasonably accommodated to participate in their education and school 

activities (eg schools sports, concerts, formals) on the same basis as their peers 

• acknowledge and respond to the diverse needs, identities and strengths of all students 

• encourage empathy and fairness towards others 

• challenge stereotypes that promote prejudicial and biased behaviours and practices 

• contribute to positive learning, engagement and wellbeing outcomes for students 

• respond to complaints and allegations appropriately and ensure that students are not 

victimised. 

Bullying, unlawful discrimination, harassment, vilification and other forms of inappropriate 

behaviour targeting individuals or groups because of their personal attributes will not be 

tolerated at Roxburgh College. We will take appropriate measures, consistent with our Student 

Wellbeing and Engagement and Bullying policies to respond to students who demonstrate these 

behaviours at our school.  

Students who may have experienced or witnessed this type of behaviour are encouraged to 

speak up and to let their teachers, parents or carers know about those behaviours to ensure that 

inappropriate behaviour can be addressed.    

Reasonable adjustments for students with disabilities 

Roxburgh College also understands that it has a legal obligation to make reasonable 

adjustments to accommodate students with disabilities. A reasonable adjustment is a measure 

or action taken to assist students with disabilities to participate in their education on the same 

basis as their peers. Reasonable adjustments will be made for students with disabilities in 

consultation with the student, their parents or carers, their teachers and if appropriate, their 

treating practitioners. For more information about support available for students with 

disabilities, and communicating with us in relation to a student’s disability, please contact our 

school’s Integration Coordinator for further information.  
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COMMUNICATION 

 

School Policies will be communicated to our school community in the following ways:  

• Available publicly on our school’s website  

• Included in staff induction processes and staff training 

• Included in staff handbook 

• Discussed at staff meetings  

• Discussed at student forums  

• Included in transition and enrolment packs 

• Discussed at parent information nights 

• Reminders in our school newsletter  

RELATED POLICIES AND RESOURCES  

For staff, please see the Department’s Equal Opportunity and Anti-Discrimination Policy, 

Sexual Harassment Policy and Workplace Bullying Policy which apply to all staff working at 

our school. 

Other relevant Department policies and resources on the Department’s Policy and Advisory 

Library are: 

o Equal Opportunity and Human Rights - Students 
o Students with Disability 
o Koorie Education 
o Teaching Aboriginal and Torres Strait Islander Culture 
o Safe Schools 
o Supports and Services  
o Program for Students with Disabilities   

 
 

 
 
 
 
 
 
 
 
 
 
 
 

https://www2.education.vic.gov.au/pal/equal-opportunity/policy-and-guidelines
https://www2.education.vic.gov.au/pal/sexual-harassment/policy-and-guidelines
https://www2.education.vic.gov.au/pal/workplace-bullying/policy
https://www2.education.vic.gov.au/pal/equal-opportunity-human-rights-students/policy
https://www2.education.vic.gov.au/pal/students-disability/policy
https://www2.education.vic.gov.au/pal/koorie-education/policy
http://www.education.vic.gov.au/school/teachers/teachingresources/multicultural/Pages/koorieculture.aspx
http://www.education.vic.gov.au/about/programs/health/Pages/safe-schools-coalition.aspx?Redirect=1#link8
http://www.education.vic.gov.au/school/parents/needs/Pages/supportservices.aspx
http://www.education.vic.gov.au/school/teachers/learningneeds/Pages/psdhandbook.aspx
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CONCERNS AND COMPLAINTS POLICY 

PURPOSE 

The purpose of this policy is to: 

• provide an outline of the complaints process at Roxburgh College so that parents and 
members of the community are informed of how they can raise complaints or 
concerns about issues arising at our school 

• ensure that all complaints regarding Roxburgh College are managed in a timely, 
effective, fair and respectful manner.  

SCOPE 

This policy relates to complaints brought by parents, carers, students or members of our 
school community and applies to all matters relating to our school. In some limited instances, 
we may need to refer the complainant to another Department of Education and Training 
process where there are different mechanisms in place to review certain decisions, for 
example, expulsion appeals.  

POLICY 

Roxburgh College welcomes feedback, both positive and negative, and is committed to 
continuous improvement. We value open communication with our families and are 
committed to understanding complaints and addressing them appropriately. We recognise 
that the complaints process provides an important opportunity for reflection and learning.  

We value and encourage open and positive relationships with our school community. We 
understand that it is in the best interests of students for there to be a trusting relationship 
between families and our school.  

When addressing a complaint, it is expected that all parties will:  

• raise and discuss issues in a courteous and respectful manner 

• acknowledge that the goal is to achieve an outcome that is in the affected student’s 
best interests and acceptable to all parties 

• act in good faith and respect the privacy and confidentiality of those involved, as 
appropriate  

• recognise that all parties, including the broader school community, have rights and 
responsibilities that must be balanced 

• recognise that schools and the Department may be subject to legal constraints on 
their ability to act or disclose information in some circumstances.  
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Preparation for raising a concern or complaint 

Roxburgh College encourages parents, carers or members of the community who may wish 
to submit a complaint to:  

 

• carefully consider the issues you would like to discuss 

• remember you may not have all the facts relating to the issues that you want to raise 

• think about how the matter could be resolved 

• be informed by checking the policies and guidelines set by the Department and 
Roxburgh College.  

Complaints process 

Roxburgh College is always happy to discuss with parents/carers and community members 
any concerns that they may have. Concerns in the first instance should be directed to your 
child’s teacher, Year Level Coordinators, Assistant Principal or Principal. Where possible, 
school staff will work with you to ensure that your concerns are appropriately addressed.  

Where concerns cannot be resolved in this way, parents or community members may wish to 
make a formal complaint to the Principal or Assistant Principal, noting that formal complaints 
should be directed to a member of the school’s leadership team.  

If you would like to make a formal complaint, in most cases, depending on the nature of the 
complaint raised, our school will first seek to understand the issues and will then convene a 
resolution meeting with the aim of resolving the complaint together. The following process 
will apply:  

1. Complaint received: Please either email, telephone or arrange a meeting through the 
front office with the Assistant Principal or Principal, to outline your complaint so that 
we can fully understand what the issues are. We can discuss your complaint in a way 
that is convenient for you, whether in writing, in person or over the phone.  
 

2. Information gathering: Depending on the issues raised in the complaint, the Principal, 
Assistant Principal or nominee may need to gather further information to properly 
understand the situation. This process may also involve speaking to others to obtain 
details about the situation or the concerns raised. 
 

3. Response: Where possible, a resolution meeting will be arranged with the Assistant 
Principal/Principal to discuss the complaint with the objective of reaching a resolution 
satisfactory to all parties. If after the resolution meeting we are unable to resolve the 
complaint together, we will work with you to produce a written summary of the 
complaint in the event you would like to take further action about it. In some 
circumstances, the Principal may determine that a resolution meeting would not 
appropriate. In this situation, a response to the complaint will be provided in writing.  
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4. Timelines: Roxburgh College will acknowledge receipt of your complaint as soon as 

possible (usually within 48 hours) and will seek to resolve complaints in a timely 
manner. Depending on the complexity of the complaint, Roxburgh College may need 
some time to gather enough information to fully understand the circumstances of 
your complaint. We will endeavour to complete any necessary information gathering 
and hold a resolution meeting where appropriate within 10 working days of the  
 

5. complaint being raised. In situations where further time is required, Roxburgh College 
will consult with you and discuss any interim solutions to the dispute that can be put 
in place.  

Resolution  

Where appropriate, Roxburgh College may seek to resolve a complaint by: 

• an apology or expression of regret 

• a change of decision 

• a change of policy, procedure or practice 

• offering the opportunity for student counselling or other support 

• other actions consistent with school values that are intended to support the student, 
parent and school relationship, engagement, and participation in the school 
community. 

In some circumstances, Roxburgh College may also ask you to attend a meeting with an 
independent third party or participate in a mediation with an accredited mediator to assist in 
the resolution of the dispute.  

Escalation  

If a parent or community member is not satisfied that their complaint has been resolved by the school, or if 
their complaint is about the Principal, then the complaint should be referred to the Hume Moreland, Coburg 
office by contacting the Community Liaison officer on   03)(9488 9488Fax: 03 9488 9400 Postal 
address: Locked Bag 2001, Coburg, VIC 3058 
Location: Level 2, 189 Urquhart Street, Coburg, Victoria 3058 

Roxburgh College may also refer a complaint to Hume Moreland regional office if we believe 
that we have done all we can to address the complaint.  

For more information about the Department’s Parent Complaints policy, including the role of 
the Regional Office, please see:  Parent complaints policy.  

FURTHER INFORMATION AND RESOURCES  

“Bully Stoppers is the Department’s online resource dedicated to bullying prevention. It 
provides advice for teachers, parents and students on how to identify, respond to and prevent 
bullying in their school community.”  

See: http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/default.aspx 

http://www.education.vic.gov.au/Documents/school/principals/spag/community/policyparentsconcerns.pdf
http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/default.aspx
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REVIEW PERIOD  

This policy was last updated on November 2021 and is scheduled for review on November 
2022.  
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STUDENT SAFETY 
 
 

 

On-site Supervision Policy & Procedures  
 
Visitors Policy 
 
Excursions Policy & Procedures  
 
Camps Policy & Procedures  
 
External Providers Policy & Procedures  
 
Incursions Policy  
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ONSITE SUPERVISION POLICY AND PROCEDURES 
 

POLICY STATEMENT: 
 

Adequate supervision of students in the school yard is a requirement of the school’s duty of 
care. 
 
Roxburgh College will normally satisfy the duty of care for the on-site management of 
students outside normal timetabled class time by allocating responsibilities for supervision to 
different staff. 
 

The principal is responsible for making and administering such arrangements for supervision 
as are necessary according to the circumstances in the school, and teachers are responsible 
for carrying out their assigned supervisory duties in such a way that students are, as far as can 
be reasonably expected, protected from injury. 
 
This duty extends to intervention in single-sex areas if need be by a teacher of the other 
gender. 
 

GUIDELINES: 
 

As part of its duty of care Roxburgh College is required to adequately supervise students for a 
defined period before school; at recess time and lunch time; and after school. 
 

This on-site supervision requires not only protection from known hazards, but also protection 
from those that could arise (that is, those the teacher should reasonably have foreseen) and 
against which preventive measures could be taken. 
 

It is essential parents/carers are kept informed as to when supervision of students is available 
before and after school, and that outside these times supervision and/or the collection of 
students is the responsibility of parents/carers. This information should be clearly provided to 
parents/guardians on a regular basis. 
 

Parents/carers may require their child to leave the school grounds to: 

• go home for lunch 

• be dismissed early from school to attend an appointment 
 
It is important the school has a process to authorize these requests and accurate student 
records are maintained. 
 

PROGRAM: 
 

A roster system will be used to timetable staff members for yard supervision. 
 

Yard supervision will include before school, recess and lunch breaks, and after school. 
 

In determining whether supervision of students entering or exiting the school is adequate, 
the principal or their nominee will consider a number of factors including: 
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• which entry/exit points should be or are used by students 

• whether any entry or exit points should be locked, designated as out of bounds, or 
supervised 

• road traffic conditions  

• designated pick up and drop off areas 
 
The supervision of the arrival and departure of any school contract buses is a matter for the 
discretion of the principal who will consider the following: 

• the number of students alighting from and boarding the bus at the school 

• the age of students alighting from or boarding the bus 

• the times of the arrival and departure of the buses 

• the location of the pick-up and drop-off points in relation to the other areas of the school 

• whether supervision is required to protect students on the bus, or from unruly student 
behaviour when boarding or alighting from the bus 
 
The supervision of the arrival and departure of any students on public transport is a matter 
for the discretion of the principal who will consider whether supervision is required to protect 
students on the bus, or from unruly student behaviour when boarding or alighting from the 
bus. 
 
Parents/carers are discouraged from sending their children to school before the designated 
supervision time in the morning.  Parents/carers are encouraged to pick up their child by the 
end of the designated end of day supervision period.  Parents will also be informed via the 
school’s newsletter the times when staff members will be rostered to undertake yard 
supervision before and after school each day. 
 
The school must receive written permission from a parent/carer before the school will 
authorise a student to be dismissed to: 

• go home for lunch 

• to attend an appointment during school hour 
 
Students must be signed out of the school if departing prior to dismissal time.  A record of 
early departures is to be kept in the Administration Office and completed for all students 
departing the school early. 
 
Note: When a student departs from the school (following initial attendance) without 
authorisation, the parent/guardian will be informed immediately.  
 
This policy is to be read in conjunction with the school’s ‘Duty of Care Policy’ 
 
LINKS AND APPENDICES (including processes related to this policy) 
Links which are connected with this policy are: 
DET Student Supervision Policy 
 
 

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/supervision.aspx#mainContent
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Attachment which is connected with this policy are: 
 
 
Attachment - On-Site Supervision of Students Procedures 
 
 
The processes outlined below provide adequate and appropriate supervision of students in 
the school so the school fulfills its duty care to its students in terms of on-site supervision. 
 

Supervision before and after school 
The school will provide staff supervision for students arriving before school between 8.40am 
and 9.00am.   
 

The school will provide staff supervision for students after school between 3.15pm and 
3.35pm.   
 

This information is provided to parents/guardians on a regular basis via the school 
newsletter. Outside of these times the supervision and/or the collection of students is the 
responsibility of parents/guardians.  
 

Sufficient teachers will be allocated by the school principal or their nominee to supervise 
students during these periods 
 

Should a teacher be called away to other duties alternate supervision arrangements will be 
put in place in consultation with the principal or their nominee. 
 
Supervision at recesses and lunch time 
Students are required to be adequately supervised during recesses and lunch times.  In order 
to ensure that students are adequately supervised, a ‘Yard Duty Roster’ will be created each 
term allocating teachers to supervise students in defined areas of the school grounds during 
these times.   
 
Details of the roster are communicated to teachers at staff meetings, daily bulletin and via 
the staff noticeboard. 
 
For students who seek to leave school premises during lunch or recess, procedures must be in 
place that incorporate: 

• written parent/guardian requests for students under 18 

• short and long term lunch passes 
 
Unauthorised student departure from school 
When a student departs from the school (following initial attendance) without authorisation, 
the parent/guardian will be informed immediately.  
 
 
 



 

 215 

Where there is reasonable concern for the student’s safety or the safety of others, immediate 
contact will also be made with the police and the Department’s Emergency and Security 
Management Branch, telephone 9589 6266 (24 hour service). 
 
Early departure of students prior to dismissal time 
 
 
Students must be signed out of the school if departing prior to dismissal time.   
 
A record of early departures is to be kept in the Administration Office and completed for all 
students departing the school early.  Details will include the student’s name, grade, the time 
of departure and the name of the person collecting the student. 

• Students can only be collected by a responsible person 18 years and over. 

• No students will be sent home on their own outside of normal dismissal time. 
 
 
Arrangements for students not collected after school 
 
Parents/guardians will be informed when supervision of students is available before and after 
school hours and that supervision outside of these times and/or the collection of students is 
the responsibility of parents/guardians. Students remaining in the school yard awaiting 
collection after 3.45pm will be directed to the office waiting area. 
 
If it becomes known that a student who is normally collected from the school, remains at the 
school well beyond the normal time of collection, attempts will be made to contact the 
parents/guardians, or the emergency contact person identified by the parent/guardian in the 
school records. 
 
Where all reasonable attempts have been made to locate the parents/guardian and the 
emergency contact persons, and the time is well beyond a reasonable time for collection, 
consideration will be given to contacting the police or the Department of Health and Human 
Services and for them to arrange for the care and protection of the student.  
 
Information on the whereabouts of the student will be left with appropriate friends of the 
student, or next-door neighbours, if known, and at the school. 
 
Arrangements for student supervision on school camps and excursions 
The school will provide supervision ratios in line with the Department’s policy as outlined in 
the Department School Policy & Advisory Guide, depending on the nature and location of the 
school activity 
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VISITORS POLICY 
 

 
Rationale: 
 

We seek to provide an open and friendly learning environment, which values and actively 
encourages visitors to our school. At the same time, we recognise our duty of care to 
ensure a safe environment for our students and staff, and we recognise our responsibility 
to protect and preserve our resources against theft, vandalism and misuse. 

 
Aims: 
 

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

 
Implementation: 
 

Whilst we actively encourage an inviting and open school, the safety of our students, 
staff and resources remain our highest priorities.  
Visitors are defined as all people other than staff members, students, and 
parents/guardians involved in the task of delivering or collecting children at the start or 
end of the school day.  
All visitors will be required to report to the administration office prior to undertaking any 
activity within the school, where they will be required to sign a “Visitors” book and will be 
assigned a “Visitors” badge which they must wear at all times within the school. Similarly, 
visitors will be required to report to the administration office at the end of their visit to 
return their badge and to “sign out” in the Visitors book. 
All contractors and volunteer workers must produce a current Working with Children’s 
card. (Working With Children’s Act 2005)  
Comfortable and non-intimidating waiting and interviewing spaces will be made 
available.  
Visitors will be provided with directions, and will be made aware of any construction 
works etc that may impact upon their safety or comfort.  
The above mentioned process for managing and monitoring visitors will be regularly 
published in the school newsletter, and will appear at all school entrances.  
Visitors within the school who have failed to follow this process will be reminded to do 
so.  
Under the Summary Offences Act 1966, the principal reserves the right, and has the 
authority to prohibit any potential visitor from entering or remaining within the school, 
and also has the authority to invite or exclude people from using or being within the 
school boundaries outside school operating hours.  
The school’s emergency management procedures will ensure that visitors within the 
school at the time of any emergency or practice drill will be recognised and 
appropriately catered for. 
Visits by friends of students are not permitted 
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Ex-students are required to make an appointment prior to visiting with teachers. 
 
Key Link: 
 
Roxburgh College Child Safe Policy and Code of Conduct. 
 
 
 
 
 
Evaluation: 
 

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

 
 
This policy was last ratified by School Council on November 2021. 
 

This policy will be reviewed on November 2021. 

 

 

 

 

 

 

 

 

 

 

 



 

 218 

EXCURSIONS POLICY & PROCEDURES  

BASIC BELIEFS: 
 
Excursions are seen as an integral part of the school curriculum as they enable students to 
explore, extend and enrich their learning and their social skills development, in a non-school 
setting. Excursions complement and are an important aspect of the educational programs 
offered at the school. An excursion is defined as any activity beyond the school grounds. 
 
AIMS: 

• To reinforce, complement and extend the learning opportunities beyond the classroom. 

• To develop an understanding that learning is not limited to school, and that valuable and 
powerful learning takes place in the real world. 

• To provide a safe, secure learning experience for students in a venue external to the 
school. 

• To further develop social skills such as cooperation, tolerance, communication, individual 
and group interaction. 

• To further develop problem solving and life survival skills. 

• To extend understanding of their physical and cultural environment. 
 

GUIDELINES FOR ACTION: 

• All excursions must be approved by the Principal or nominee(s) 

• Staff wishing to organize an excursion must complete an excursion proposal form and 
lodge this for approval. All excursions must be approved prior to running. Where an 
excursion proposal has not been submitted, that excursion will not run, unless special 
circumstances are pending. This decision will be made by the Principal or Assistant 
Principal. The Principal or nominee(s) will consider the educational outcome of the 
excursion as well as the impact on the school for the proposed date. 

• The Principal or nominee(s) will ensure that all excursions, transport arrangements, 
emergency procedures and staffing comply with the department guidelines. Refer to: 
DET Excursion Policy 

• Once the excursion has been approved all relevant documentation must be completed. 
This is available from the Principal or his nominee(s). The Assistant Principal will 
complete the ‘Notification of School Activity’ at : 
www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp  three weeks prior to the 
excursion departure date, and ensure relevant details are entered on the daily planner. 

• School Council is responsible for the approval of: 
o Overnight excursions 
o Camps 
o Interstate visits 
o International visits 
o Excursions requiring sea or air travel, weekends or vacations 
o Adventure activities 

• The Principal or nominee is responsible for the approval of all single-day excursions  
 

• other than those that must be approved by school council as mentioned above.  

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursions.aspx#mainContent
http://www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp
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EXPECTATIONS: 
 

• The Department’s requirements and guidelines relating to preparation and safety will 
be observed in the conduct of all excursions. 

• The principal or their nominee will ensure that full records are maintained regarding 
the camp/excursion. 

• The principal or nominee will ensure that adequate pre-excursion planning and 
preparation, including the preparation of students, takes place. 

• Satisfactory arrangements will be made to provide continuous instruction for the 
students remaining at the school during the absence of staff accompanying an 
excursion. 

• The Department will not be involved in any expense associated with the conduct of 
excursions. The school may choose to subsidise some excursions or some student’s 
expenses. 

• Prior to conducting a camp or excursion, the approval of the School Council or the 
principal will be obtained. Council must approve overnight or adventure activities. The 
Principal must approve these and other activities. 

• Only children who have displayed sensible, reliable behaviour at school will be invited 
to participate in camps or excursions.  Students and their parents/carers need to be 
made aware that acceptable standards of behaviour will be expected during a camp or 
an excursion.  

• The emergency management process of the school will extend to and incorporate all 
camps and excursions. 

• All Department requirements and guidelines that apply to the conduct of excursions 
are also applicable to all overseas and interstate (domestic) camps/excursions. 

 
PROGRAM: 

 Prior to conducting a camp or excursion, the Department’s requirements and guidelines 
relating to camps or excursions, will be rigorously observed.   

Consideration in planning should include: 

• Safety, Emergency & Risk Management , including Bushfires 

• Student Preparation 

• Student Medical Information 

• Safety Guidelines for Education Outdoors 

 The principal or nominee will ensure that full records are submitted to School Council 
regarding the camp/excursion well in advance of the starting date of the event and that no 
camp/excursion occurs unless all the formal record keeping has been completed and 
approved. 

  

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursionsafety.aspx#mainContent
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/preparation.aspx#mainContent
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/medicalinfo.aspx#mainContent
http://www.education.vic.gov.au/school/principals/safety/pages/outdoor.aspx#mainContent
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Prior to conducting any camp, the formal approval of the School Council and principal will be obtained.  
In approving a camp or excursion, consideration will include: 

• the contribution of the activity to the school curriculum 

• the adequacy of the planning, preparation and organisation in relation to the school 
policy and the guidelines and advice provided by the Department 

• information provided by community groups and organisations that specialise in the 
activity proposed 

• appropriateness of the venue 

• the provisions made for the safety and welfare of students and staff 

• the experience and competence of staff relevant to the activities being undertaken 

• the adequacy of the student supervision 

• the high risk nature of some activities 

• emergency procedures and safety measures 

• staff-student ratios 

• student experience 

 Students not attending an excursion will be placed in another class and have an appropriate 
learning program provided by the class teacher. 

 Prior to the excursion parent/carers are to be made aware that DET does not provide student 
accident cover and that they need to make their own arrangements for cover. 

ARRANGEMENTS FOR PAYMENTS: 

• All efforts will be made not to exclude students simply for financial reasons. Parents 
experiencing financial difficulty, who wish for their children to attend an excursion, are 
invited to discuss alternative arrangements with the Business Manager. Decisions 
relating to alternative payment arrangements will be made by the Business Manager in 
consultation with the appropriate staff, on an individual basis. 
 

• All families will be given sufficient time to make payments for excursions. Parents will be 
provided with permission forms and excursion information clearly stating payment 
finalization dates. Children whose payment have not been finalized at least 24 hours 
prior to the departure date will not be allowed to attend unless alternative payment 
arrangements have been organized with the Business Manager. 

 

• Office staff will be responsible for managing and monitoring the payments made by 
parents and will provide organizing teachers with detailed records on a regular basis. 
 

Teacher Responsibilities: 

• A designated “Teacher in Charge” will coordinate each excursion. 
 

• The Teacher in Charge must provide the General Office with a final student list as well as 
posting a copy on the school intranet and daily bulletin. 

 

• In the case where an excursion involves a particular class or year level group, the  
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• organizing teacher will ensure that there is an alternative program available for those 
students not attending the excursion. 

 

• All students must have returned a signed permission note and payment to be able to 
attend the excursion. Copies of completed permission notes and medical information 
must be carried by excursion staff at all times. 

 

• The school will provide a first aid kit for each excursion. The teacher in charge is 
responsible for collecting these prior to leaving. 

 

• The teacher in charge will communicate the anticipated return time with the general 
office in the case where excursions are returning out of school hours. Parents will be 
informed prior to students leaving for the excursion, that they can phone the office to 
receive an updated anticipated return time. 

 

• For students in Years 11 and 12 it is expected that the teacher in charge will consult with 
other staff before planning to minimise the impact on other classes. 

 
 
 

• Parents may be invited to assist in the delivery of excursions.  
 

• Only students that have displayed sensible, reliable behaviour at school will be 
permitted to participate in school excursions. Parents will be notified if their child is in 
danger of losing the privilege to participate in an excursion due to poor behaviour at 
school. The decision to exclude a student will be made by the Principal, Assistant 
Principal, in consultation with the organizing teacher. Both the parent and the student 
will be informed of this decision prior to the excursion. 

 

• Disciplinary measures apply to students on camps and excursions consistent with the 
School’s Well Being and Restorative Practices policy.  In extreme cases the camp or 
excursion staff, following consultation with, and the approval of, the principal or their 
nominee, may determine that a student should return home during a camp or excursion.   

In such circumstances, the parent/carer will be advised: 

• of the circumstance associated with the decision to send the student home 

• of the time when the parents/carers may collect their child from the camp or 
excursion 

• of the anticipated time that the student will arrive home 

• of any costs associated with the student’s return which will be the responsibility of the 
parents/carers 

              

The school’s emergency procedures do include the effects of an emergency on student supervision in 
the event of excursion staff being required to assist injured students or to go for help. 
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All excursion staff and, where appropriate, the students will be familiar with the specific 
procedures for dealing with emergencies on each excursion.   

 

On days of extreme fire danger or total fire ban, the principal or their nominee may need to 
cancel an excursion at short notice. Where an excursion is not cancelled, special fire safety 
precautions will be implemented. In any event Risk Assessment documentation must be 
completed prior to approval. See Appendix E. 

Excursion groups will be equipped with mobile telephones and first aid kits to be used in 
emergency situations. 
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SCHOOL CAMP POLICY & PROCEDURES  
 
BASIC BELIEFS 
 
Camps are seen as an integral part of the school curriculum as they enable students to 
explore, extend and enrich their learning and their social skills development, in a non-school 
setting. Camps may have a cultural, environmental or outdoor emphasis and are an important 
aspect of the educational programs offered at our school. A camp is defined as any activity 
that involves at least one night’s accommodation. 
 
AIMS 
 

• To provide students with the opportunity to participate in a camping program that is 
linked to social, cultural and educational outcomes for students. 

• To provide shared class and year level experiences, team building and a sense of group 
cohesiveness. 

• To reinforce and extend classroom learning. 

• To provide a program that delivers skills and knowledge that may lead to a lifelong 
involvement in worthwhile leisure pursuits. 

• To provide a program that promotes self-esteem, resourcefulness, independence, 
leadership, judgement, cooperation and tolerance. 

• To further develop their problem solving and life survival skills 

• To extend understanding of their physical and cultural environment 
 
GUIDELINES FOR ACTION 
 

• All camps must be approved by the Principal and School Council. 

• The principal or their nominee will ensure that full records are submitted to council 
regarding the camp well in advance of the starting date of the event and that no camp 
occurs unless all the formal record keeping has been completed and approved. Ideally all 
camps should be submitted to Council for in principle approval in the 
November/December Council meeting in the preceding year. 

• Staff wishing to organize a camp must complete a camp proposal form and lodge this 
with the Assistant Principal for reference to the Principal for approval. All camps must be 
approved prior to running. This decision will be made by the Principal or Assistant 
Principal. The Principal in consultation with appropriate staff will consider the 
educational outcomes of the camp as well as the impact on the school program for the 
proposed dates. 

• The Principal and Assistant Principal in consultation with organizing teachers will ensure 
that all camps, transport arrangements, emergency procedures and student/staff ratios 
comply with DET guidelines.  

• The School office will complete the “Notification of School Activity” online at 
www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp  4 weeks prior to the camp 
departure date, and pass on to the Assistant Principal to ensure relevant details are  

http://www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp


 

 224 

 

• recorded in the Daily Organisational Diary and are entered on the daily 
absence/planning  

 
sheets. 

• All approved camps will then be presented to School Council for their approval. 
 
 
 
ACCESS TO CAMP 
 

• All efforts will be made not to exclude students simply for financial reasons. Parents 
experiencing financial difficulty, who wish for their children to attend a camp, are invited 
to discuss alternative arrangements with the Business Manager. Decisions relating to 
alternative payment arrangements will be made by the Business Manager in 
consultation with the appropriate staff, on an individual basis. 

• All aspects of the camp will be outlined to parents in writing, including cost, sleeping 
arrangements, itinerary, activities, clothing and equipment lists, contact phone 
numbers, transport arrangements, student management processes, permission and 
medical forms and clearly stated payment finalization dates.  

• All families will be given sufficient time to make payments for camps. All parental 
consent and medical forms must be completed, signed and returned and all money must 
be paid prior to leaving. Copies of completed permission notes and medical information 
must be accessible at the camp location by staff at all times. 

• Only students that have displayed sensible, reliable behaviour at school will be 
permitted to participate in school camps. Parents will be notified if their child is in 
danger of losing the privilege to participate in a camp due to poor behaviour at school. 
The decision to exclude a student will be made by the Principal, Assistant Principal, 
Director of Well Being, in consultation with the organizing teacher. Both the parent and 
the student will be informed of this decision prior to the camp. All students participating 
in a school camp will be asked to sign a contract agreeing to abide by all camp rules. 

• Parents will be requested to collect their child from camp if their child exhibits 
behaviour that is considered unacceptable or a danger to others. The Teacher in Charge, 
in consultation with a member of the leadership team, will make this decision. Costs 
incurred will be the responsibility of the parent.  

 
ORGANISATION 
 

• All food, equipment, staffing, organization of activities and student management 
procedures must be addressed prior to the camp. Consideration needs to be given to 
students with special dietary and medical requirements. Parents should notify the staff 
in writing regarding special dietary and medical requirements when returning consent 
forms. 

• Office staff will be responsible for managing and monitoring the payments made by 
parents and will provide organizing teachers with detailed records on a regular basis. 

• The Teacher in Charge must provide the General Office with a final student list as well as 
posting a copy on the staff excursion notice board and on the intranet. 
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• In the case where a camp involves a particular class or year level group, the organizing  
 

• teacher will ensure that there is an alternative program available for those students not 
attending the camp. 

 

• Roxburgh College will provide a mobile phone and first aid kit for each camp. The 
teacher in charge is responsible for collecting these prior to leaving. 

• Parents may be invited to assist in the delivery of school camps. When deciding which  

•  

• parents will attend the organizing teacher will take into account any valuable skills 
offered (e.g. bus licence, first aid, etc.), gender balance and special needs of particular 
students. 

• For high risk Outdoor Education activities, the staff member organizing must have 
suitable training and current qualifications. All staff members must be aware of the 
increased duty of care.  

• The teacher in charge will ensure that student medical forms are available at the site 
and all camp staff are  
 
 
aware of special medical issues or medication requirements of any student. 

• One staff member will be designated to take responsibility for administering student 
medication if required. (following consultation with parents and/or appropriate medical 
practitioners) 
 

SITE SAFETY: 
 

• All safety requirements must be considered and adequately resolved prior to the camp. 
Telephone numbers of all emergency services must be provided to the College, and be 
taken on camp. If any swimming activities are to occur, there must be sufficient staff 
attending with appropriate swimming qualifications to enable safe supervision.        
Refer: Safety Guidelines for Education Outdoors 

• A designated “Teacher in Charge” will coordinate each camp. All camps will have an 
experienced teacher in attendance where possible. 

• The Teacher in Charge will ensure all students and adults attending the camp are aware 
of evacuation and emergency procedures. 

• The teacher in charge will communicate the anticipated return time with the High 
School office in the case where camps are returning out of school hours. Parents will be 
informed prior to students leaving for the camp, that they can phone the office to 
receive an updated anticipated return time. 

 
For further ratios refer to 4.4.2.6 of the Victorian Government Schools Reference Guide 
For further information regarding safety please check the policy documents below. 

Links which are connected with this policy are: 

DET Excursion Policy 

http://www.education.vic.gov.au/school/principals/safety/pages/outdoor.aspx#mainContent
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursions.aspx#mainContent
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Safety Guidelines for Education Outdoors 

Appendices which are connected with this policy are: 

 

• Appendix A: Pupil/Teacher Ratios 

• Appendix B: Pro-forma for school approval for all camps 

• Appendix C: Guidelines for teachers planning a camp or excursion 

 

• Appendix D: Notification of School Activity (camps and excursion 

 

Guidelines for teachers planning a camp 

1. Introduction 

Camps need to be planned well in advance and should relate to the curriculum being taught. 

Students and their parents should be provided with information about the program’s 
educational objectives, the nature of the activities, clothing requirements, the venue and 
costs well in advance. 

Prior to single day excursions in which students leave the school grounds for the purpose of 
engaging in educational activities, the approval of the principal must be obtained. 

School Council is responsible for the approval of: 

• Overnight excursions 

• Excursions involving weekends or vacations.  

• Camps.  

• Interstate and overseas visits.  

• Excursions requiring sea or air travel.  

• Excursions involving  

Before approving an excursion, consideration by the principal and/or School Council needs to 
include: 

• the contribution of the activity to the School curriculum 

• the adequacy of planning, preparation and organisation 

• the provisions of the safety and welfare of students and staff 

• the experience and competence of staff relative to the activities being undertaken 

• the adequacy of student supervision 

• the cost 

http://www.education.vic.gov.au/school/principals/safety/pages/outdoor.aspx#mainContent
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A parent must provide written consent for their child to take part in an excursion.  Parents 
asked to sign consent forms must be given sufficient information about the nature of the 
proposed activity, the risks involved and the degree of supervision. 

 

Parental consent is required for the following reasons: 

• to authorise the school to have the student in its care after normal school hours 

• to authorise the school to take the student out of the school environment 

• to alert the school to any medical condition or allergies of the student 

• to authorise the school to consent to emergency treatment for the student 

• for the parent to consent to any financial cost of the excursion 

• for the parent to consent to the student being sent home in the event of any serious 
misbehaviour 

• Consent forms are to be taken on the excursion by the teacher in charge, and the 

designated school contact person should hold a list of participants, a copy of the 

consent forms and contacts in case of emergency. 

• In addition to any teachers employed by the DET or the School Council, excursion 

staff may include other adults on a volunteer or paid worker basis, such as parents, 

school services officers, community members, campsite staff and trainee teachers. 

• School uniforms must be worn on all school excursions except whenever 

specialised clothing is a  

 

requirement, e.g. snow trip. 

• Only students who display sensible and reliable behaviour at school will be taken 

on camps and excursions outside the school. 

• Sensible and reliable behaviour at camps and excursions will be expected at all 

times. Students can be sent home if their behaviour warrants a severe 

consequence. 

2. Planning 

Forward planning takes into consideration whole school demands and must ensure that the 
normal school program is not consistently disrupted.     

Planning should include:   

• a clear aim  

• costing – transport, admission, etc. (the costing must be realistic in terms of the nature 
of the experience and the resultant learning outcomes) 

• the opportunity for payment in advance, by instalments or lump sum payment may 
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be offered to parents  

• staffing needs  

• pre-visit if venue is new/unknown  

• consideration of children whose parents may not be able to meet costs  

• excursion book maintained for evaluation of the camp/excursion for future planning 

• excursion approval forms to be completed and handed in one week prior to the 
activity 

• arrangements for covering camp staff classes while they are away from school. 

Preparation for an activity should include:  

• booking of transport 

• departure and return time confirmation 

• informing specialist teachers, parent helpers, area coordinator 

• informing parents attending activity on discipline procedures 

• preliminary classroom activities 

• collection of monies 

• arrangement for school cheque 

• medical information, precautions and First Aid kit 

•  

Notification of School Activity (camps) 

 School councils are responsible for ensuring that the activities listed below are thoroughly 
planned, checked and documented in accordance with Department of Education & Training 
guidelines for the planning and conduct of camps, excursions and outdoor adventure 
activities. 

If comprehensive information is required during an emergency, schools will be expected to 
provide it at any time of the day or week from the documentation prepared for the activity 
which is held by the school. 

Relevant details about School Council approved camps and excursions must be entered into 
the DET database using the online notification form available at 
www.eduweb.vic.gov.au/forms/schools/sal/enteractivity.asp  

This notification should be provided three weeks prior to commencing the activity 

• overnight, weekend, interstate, overseas activities 

• adventure activities 

• non-adventure activities which, by their nature, location or timing, may be hazardous 

• School closures, pupil free days, combined sports or cluster days 

Notes: 

1. An additional sheet listing the actual dates and locations of activities should 
accompany this form when the same activity is to be repeated on different 
occasions. 

http://www.eduweb.vic.gov.au/forms/schools/sal/enteractivity.asp
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2. The coordinating school should complete the form for activities involving a 
group of schools. 

3. Day excursions should be reported if activities are to be conducted by: 

• country schools - beyond the local town/city 
• rural schools - beyond the local area 
• metropolitan schools - beyond the greater metropolitan area 
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INCURSIONS POLICY  
 
BASIC BELIEFS 
 
Roxburgh College incursion program enables students to further their learning by 
complementing classroom lessons with experts and resources from outside the immediate 
school community.  Incursions complement, and are an important aspect of the educational 
programs offered at our school. An incursion is an activity that involves school visitors who 
provide a performance, lesson or service for students. 
 
AIMS: 
 

• To reinforce, complement and extend the learning opportunities beyond the classroom 

• To develop an understanding that learning is not limited to school and teachers, and that 
valuable and powerful learning is often achieved with other people and experiences. 

 
GUIDELINES FOR ACTION: 
 

• All incursions must be approved by the Assistant Principal or Principal. 

• Staff wishing to organize an incursion must complete an incursion proposal form and 
lodge this for approval. All incursions must be approved at least two weeks prior to 
running. Where an incursion approval form has not been submitted, that incursion will 
not run, unless special circumstances are pending. This decision will be made by the 
Principal or Assistant Principal who will consider the educational outcome of the 
incursion as well as the impact on the school for the proposed date. 

• The Principal or Assistant Principal must approve incursions to ensure there are cost 
neutral and that they complement the curriculum and comply with all the Department 
requirements.  

• All incursions will be attended by school staff to ensure appropriate supervision of 
students at all times. In the event of an accident or emergency the teacher in charge will 
be responsible for the administration of first aid, and will contact parents as 
appropriate. In the event that parents cannot be contacted, the teacher in charge will 
follow first aid and emergency policies as set out by the school. 

• All efforts will be made not to exclude students simply for financial reasons. Parents 
experiencing financial difficulty, who wish for their children to attend an incursion, are 
invited to discuss alternative arrangements with the Business Manager or Student 
Services manager. Decisions relating to alternative payment arrangements will be made 
by the Business Manager in consultation with the appropriate staff, on an individual 
basis. 

• All families will be given sufficient time to make payments for incursions. Parents will be 
provided with permission forms and incursion information clearly stating payment 
finalization dates. Student payments not finalized prior to the incursion will not be 
allowed to attend unless alternative payment arrangements have been organized with 
the Business Manager. 

• Office staff will be responsible for managing and monitoring the payments made by 
parents and will provide organizing teachers with detailed records on a regular basis. 
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• A designated “Teacher in Charge” will coordinate each incursion. 

• The Teacher in Charge must provide the General Office with a final student list. This list 
must also include the location of students not involved in the incursion. A copy of this 
list should also be posted on the staff noticeboard and on the intranet.  

• Students not attending the incursion will be provided with suitable alternative activities. 

• Where applicable, students must have returned a signed permission note and payment 
to be able to attend the incursion.  

• Only students that have displayed sensible, reliable behaviour at school will be 
permitted to participate in school incursions. Parents will be notified if their child is in 
danger of losing the privilege to participate in an incursion due to poor behaviour at 
school. The decision to exclude a student will be made by the Principal, Assistant 
Principal or Director of Wellbeing in consultation with the organizing teacher. Both the 
parent and student will be informed of this decision prior to the incursion. 
 

DUTY OF CARE:  
Incursions  

  

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

• Be aware that an incursion with an external provider does not absolve supervision 
duties of the teacher, including first aid duties. A teacher must be present at all times 
and remain the person designated with duty of care responsibilities. 

• Be aware that incursions require the teacher to fully comply with DET guidelines and 
brings with it an increased duty of care. It is a teacher’s responsibility to be aware of 
these guidelines and remain the person designated with duty of care. 

• Be aware that incursions require the teacher to ensure that the venue adheres to DET 
guidelines.  

• Be aware that school policy is for students to be counted and at other times on a regular 
basis whilst participating in the incursion. 

• Arrangements will be made for students not attending the incursion to continue their 
normal program at school under supervision of another classroom teach. 
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EXTERNAL PROVIDERS POLICY & PROCEDURES 

 

OVERVIEW: 

External providers may be engaged to deliver specific outdoor or adventure activities or a 
whole program. They may provide expertise in a certain activity and can form a valuable 
addition to a program. 

Clear and open communication that occurs well in advance of the planned program is the 
key to an effective and well-informed relationship between a school and an external 
provider. 

Before an external provider is selected to assist with the delivery of a program, a thorough 
check should be completed by the school to ensure that they are appropriate for the 
program. 

Prior to commencement of a program the school should ensure that the external provider 
has: 

• a current public liability insurance certificate (minimum $10 million) provided by an 
APRA approved insurer 

• discussed with the school who has responsibilities for first aid, emergency 
communications and other specialist equipment 

• demonstrated that staff have the correct qualifications and/or experience for their 
specific role/s 

• a documented system in place to ensure that students are supervised by either a 
registered teacher or an approved staff member with a current Working with 
Children Check 

• ensure that supervision of students is overseen at all times by a staff member of 
other individual that has a completed Working with Children Check 

• discussed with the school who will be responsible for emergency procedures, and 
that these are well understood prior to the excursion taking place 

• read the relevant sections of the Department's Safety Guidelines for Education 
Outdoors and understood their obligations under these guidelines 

RATIONALE: 
  
The college will provide a positive environment in which all teachers assume responsibility for 
student welfare, endeavouring to provide successful experiences for all students, where 
students feel safe and secure in a supportive environment and where a sense of belonging 
and wellbeing is strengthened. 
Our School accepts a duty of care to students accessing an external provider.  The college will 
ensure regulations relating to VIT registration, appropriate qualifications and supervision will 
be observed. Where the college deems a learning environment to be in accordance with the 

http://www.justice.vic.gov.au/workingwithchildren
http://www.justice.vic.gov.au/workingwithchildren
http://www.justice.vic.gov.au/workingwithchildren
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learning, social and emotional development of the student, and where staff members do not 
have VIT registration, the college will provide appropriate supervision of our students. 
 
 Aims: 
 

• To create and maintain a learning environment that facilitates development of the 
whole person and to promote a healthy, supportive and secure environment for all 
students at Our School. 

• To enable students to further their learning by complementing classroom lessons 
with experts and resources from outside the immediate college community by 
offering special programs.  

• For all students have the right to feel and be safe in the framework of programs 
offered by Our School and in those offered by external providers. 

 
 
IMPLEMENTATION: 
 
The School Council will approve all external providers. 
Co-ordination of the external providers will rest with the Principal to ensure that: 
 

• All external providers meet all regulatory requirements 

• Students will attend programs offered by external providers only with the express 
prior written consent of their parents 

• Students who do not attend an activity provided by an external provider during school 
hours will be provided with suitable alternative activities 

• The School Council will ensure that professional indemnity, public liability, building 
and contents and any other necessary insurance to cover the needs of programs 
offered by external providers is met by the provider if offered off site. 

 
PROGRAM RESPONSIBILITIES: 

 
Schools cannot sign 'Waivers of liability' on behalf of students. Regardless of the role of the 
external provider, the college retains overall responsibility for the program and any 
activities involving students. 
Government schools using residential campsites in Victoria as a venue for their camp or 
excursion are required to use only accredited campsites. For more information see: School 
Policy and Advisory Guide - Venue Selection 
 
Accreditation schemes include Australian Camps Association Accreditation, Australian 
Tourism Accreditation Program (ATAP)and National Accommodation, Recreation & Tourism 
Accreditation  
Where not directly responsible for the instruction of the activity or assisting the instructor, 
the teacher present must understand the activity and the environment in which it will be 
conducted.  This teacher must confer with the designated instructor about the supervisory 
role and establish areas of responsibility.  If the teacher is not the designated instructor 
he/she is to act on the advice of the designated instructor on technical safety issues. 

http://www.education.vic.gov.au/school/principals/spag/safety/pages/venue.aspx
http://www.auscamps.asn.au/
http://www.atap.net.au/
http://www.atap.net.au/
http://www.narta.org.au/
http://www.narta.org.au/


 

 234 

 

PLANNING SUPPORT: 

 
The following materials are essential to guiding the planning and approval process: 
• Planning - these pages support your decision-making role 
• Forms - these checklists will inform external providers about the responsibilities of 
principals, teachers and school councils in preparing for outdoor and adventure-based 
excursions. 
 

 EVALUATION: 
 
This policy will be reviewed annually or more often if necessary due to changes in regulations, 
local circumstances or as a result of incident. 
 

Appendices: (including processes related to this policy) 

Reference: School Policy and Advisory Guide – External Providers 

 
Appendix A 

DET Guidelines for Working with External Providers 

The following guidelines and checklists are to be considered by all staff when utilising external 
providers. 

External providers assist with drug education and intervention, including the provision of 
parent information, learning and development opportunities for staff, classroom support for 
teachers, and referral of and counselling for students.  The following checklists and guidelines 
are provided to help schools get maximum benefit from the input of external providers. 

Support agencies approved/accepted by the School must: 

• Be qualified or trained 

• Evaluate their programs or presentations 

• Be cost effective 

• Enhance the role of the teacher not replace it 

• Be consistent with School drug education policy 

• Align with current practice, principles and research 

• Consider socioeconomic, cultural and/or religious issues 

Teacher checklist: 

• Planning session with the presenter been conducted? 

• Can people within the college provide a similar service? 

• Do you have the support of the principal, the staff and the relevant committees? 

• Have parents been consulted? 

http://www.education.vic.gov.au/school/principals/health/Pages/outdoorplan.aspx
http://www.education.vic.gov.au/school/principals/health/Pages/outdoorforms.aspx
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• Does the support agency teach drug education in the context of the Health and Physical 
Education curriculum? 

• Have the age and developmental level of the students, the content and the resources 
been considered? 

• Will feedback be given to the presenter? 

• Has the support agency been given a copy of the college’s drug education statement and 
the classroom program? 

• What are the costs? 

It is a requirement for a teacher to be present with students at all times. 

Qualified or Trained External Providers: 

• Have formal qualifications or relevant experience 

• Are recognised by other professional groups in drug education 

• Are successfully engaged in health/drug education programs in other schools 

• Provide a range of support options 

• Use performance indicators to evaluate the effectiveness of their programs 

• Have a good knowledge of appropriate resources 

• Are adept in working with/through relevant School committees 

External Providers who have an understanding of current practice, approaches and 
research: 

• Avoid using drug related testimonials 

• Avoid using scare tactics 

• Avoid using an ‘information only’ approach 

• Understand what constitutes an effective drug education program 

• Link learning with educational outcomes as outlined in the college program 

• Provide ongoing support rather than the one-off session 

• Engage in planning with the teacher 

• Enhance the central role of the teacher 

• Have knowledge of the Years 7-10 Health and Physical Education and other 
curriculum areas related to drug education 

• Include a component on personal skill development 

External Providers are to consider socioeconomic, cultural and religious issues: 

• Become familiar with aspects of the School highlighted in the situational analysis 

• Use information about student cultural experiences to create an atmosphere 
respectful of cultural diversity 

• Ask questions about the impact of religious beliefs on the implementation of drug 
education programs 

• Use strategies proven to be effective in dealing with drug related issues pertinent to 
students from a variety of socioeconomic backgrounds 
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• Have well-established and acceptable positions on particular issues which are 
consistent with the values promoted by the college 

GENERAL: 

These forms provide minimum guidelines that should be adhered to and can be expanded 
as required at a local level. 

• Asthma management form (Word - 111Kb) (doc - 130.5kb) 

• Notification of School Activity - Student Activity Locator online form (EduMail 
password required) 

• Documentation of participant preparation, prerequisite skills/knowledge (Word - 
120Kb) (doc - 139kb) 

• Staff Qualifications in lieu of formal qualifications  

• Clothing and equipment list (general) (Word - 68Kb) (doc - 67.76kb) 

• Emergency response proforma (Word - 67Kb) (doc - 66.69kb) 

• Risk register template (Word - 126Kb) (doc - 145.5kb) 

• Risk analysis tools (Word - 46Kb) (doc - 78.5kb) 

 
IMPORTANT INFORMATION: 
 
Please note that the forms below have been developed in view of legal advice received by 
the Department to ensure that schools’ legal obligations with regard to the duty of care 
towards students are met. 
Schools should not undertake substantive modifications to the wording or remove 
questions contained in these forms, without the prior approval of the Department’s legal 
branch. 
Schools are also reminded that privacy legislation covers the collection of personal 
information by schools and schools should attach a privacy notice or statement to any form 
collecting personal information.  Further information about the collection of personal 
information may be found at the Department’s privacy website located at: 
https://www.eduweb.vic.gov.au/privacy/default.htm. 

• Approval proforma 

• Parent consent form (Word - 65Kb) (doc - 84kb) 

• Confidential medical information (Word - 44Kb) (doc - 44.17kb) 
 
 
 

• Confidential Medical History Form for Introductory Scuba Experience (Word - 259Kb) 
(doc - 280.5kb) 

Checklists 

• Principal Checklist (Word - 71Kb) (doc - 71.04kb) 

• School Council Checklist (Word - 69Kb) (doc - 68.8kb) 

• Teacher Checklist (Word - 70Kb) (doc - 69.99kb) 
 

  

http://www.education.vic.gov.au/Documents/school/principals/safety/asthmamgt.doc
https://www.eduweb.vic.gov.au/forms/school/sal/Default.asp
http://www.education.vic.gov.au/Documents/school/principals/safety/participrep.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/participrep.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/staffqual.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/clothinglist.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/emergencyresp.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/riskregistert.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/sgformriskanalysistools.doc
https://www.eduweb.vic.gov.au/privacy/default.htm
http://www.education.vic.gov.au/Documents/school/principals/safety/approvalform.docx
http://www.education.vic.gov.au/Documents/school/principals/safety/parentconsent.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/medicalinfo.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/scubamedhist.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/scubamedhist.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/principalchklst.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/schcouncilcklst.doc
http://www.education.vic.gov.au/Documents/school/principals/safety/teacherchecklist.doc
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CARE ARRANGEMENTS POLICY FOR ILL STUDENTS 

 
All children have the right to feel safe and well, and know that they will be attended to with 
due care when in need of first aid. The Care Arrangements are to be read in conjunction with 
the college Student Health (First Aid) Policy which outlines the college’s responsibility and 
procedures in respect of our “responsibility to provide equitable access to education and 
respond to diverse student needs, including health care needs”. 
 

ROXBURGH COLLEGE WILL: 
 

• administer first aid to children when in need in a competent and timely manner 

• communicate children’s health problems to parents when considered necessary 

• provide supplies and facilities to cater for the administering of first aid 

• maintain a sufficient number of staff members trained with a level 2 first aid certificate 
 

IMPLEMENTATION: 
 

• A sufficient number of staff (including at least 1 administration staff member) to be 
trained to a level 2 first aid certificate, and with up-to-date CPR qualifications. 

• A first aid room will be available for use at all times.  A comprehensive supply of basic first 
aid materials will be stored in a locked cupboard in the first aid room.         

• First aid kits will also be available in each wing of the school, as well as the staff room and 
administration offices. 

• A supply of medication for teachers will be available in a locked drawer in the staff room. 

• Supervision of the first aid room will form part of the daily yard duty roster.  Any children 
in the first aid room will be supervised by a staff member at all times. 

• All injuries or illnesses that occur during class time will be referred to the administration 
staff who will manage the incident, all injuries or illnesses that occur during recess or lunch 
breaks, will be referred to the teacher on duty in the first aid room. 

• A confidential up-to-date register (kept under lock and key) located in the first aid room 
will be kept of all injuries or illnesses experienced by children that require first aid.    

• All staff will be provided with basic first aid management skills, including blood spills, and 
a supply of protective disposable gloves will be available for use by staff. 

• Minor injuries only will be treated by staff members on duty, while more serious injuries-
including those requiring parents to be notified or suspected treatment by a doctor - 
require a level 2 first aid trained staff member to provide first aid. 

• Any children with injuries involving blood must have the wound covered at all times. 

• No medication including headache tablets will be administered to children without the 
express written permission of parents or guardians. 

• Parents of all children who receive first aid will receive a completed form indicating the 
nature of the injury, any treatment given, and the name of the teacher providing the first 
aid.  For more serious injuries/illnesses, the parents/guardians must be contacted by the 
administration staff so that professional treatment may be organised.  Any injuries to a 
child’s head, face, neck or back must be reported to parents/guardian. 
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• Any student who is collected from school by parents/guardians as a result of an injury, 
or who is administered treatment by a doctor/hospital or ambulance officer as a result 
of an injury, or has an injury to the head, face, neck or back, or where a teacher 
considers the injury to be greater than “minor” will be reported on Department of 
Education Accident/Injury form LE375, and entered onto CASES. 

• Parents of ill children will be contacted to take the children home. 

• Parents who collect children from school for any reason (other than emergency) must 
sign the child out of the school in a register maintained in the school office. 

• All teachers have the authority to call an ambulance immediately in an emergency.  If 
the situation and time permit, a teacher may confer with others before deciding on an 
appropriate course of action. 

• All school camps will have at least 1 Level 2 first aid trained staff member at all times. 

• A comprehensive first aid kit will accompany all camps, along with a mobile phone. 

• All children attending camps or excursions will have provided a signed medical form 
providing medical detail and giving teachers permission to contact a doctor or 
ambulance should instances arise where their child requires treatment.  Copies of the 
signed medical forms to be taken on camps and excursions, as well as kept at school. 

• All children, especially those with a documented asthma management plan, will have 
access to Ventolin and a spacer at all times. 

• A member of staff is to be responsible for the purchase and maintenance of first aid 
supplies, first aid kits, ice packs and the general upkeep of the first aid room. 

•  At the commencement of each year, requests for updated first aid information will be 
sent home including requests for any asthma, diabetes and anaphylaxis management 
plans, high priority medical forms, and reminders to parents of the policies and practices 
used by the school to manage first aid, illnesses and medications throughout the year. 

• General organisational matters relating to first aid will be communicated to staff at the 
beginning of each year.  Revisions of recommended procedures for administering asthma, 
diabetes and anaphylaxis medication will also be given at that time. 

• It is recommended that all students have personal accident insurance and ambulance 
cover. 
 

The attached proformas (Diabetes / Epilepsy) are also to be read in conjunction with the college 
Student Health (First Aid) Policy which outlines the college’s responsibility and procedures in 
respect of our “responsibility to provide equitable access to education and respond to diverse 
student needs, including health care needs”. Confidential records of all students with specific 
health needs are maintained securely in the general office for reference as required. A First Aid 
Register is also maintained noting ailments and treatment for all presenting students. 

 

Key Reference:  

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

 

 
  

http://www.education.vic.gov.au/school/principals/spag/health/Pages/supportplanning.aspx
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ADMINISTRATION OF MEDICATION POLICY 
 
PURPOSE 
 
To explain to parents/carers, students and staff the processes Roxburgh College will follow to 
safely manage the provision of medication to students while at school or school activities, 
including camps and excursions. 
 
SCOPE 
 
This policy applies to the administration of medication to all students. It does not apply to: 

• the provision of medication for anaphylaxis which is provided for in our school’s 

Anaphylaxis Policy 

• the provision of medication for asthma which is provided for in our school’s Asthma 

Policy  

• specialised procedures which may be required for complex medical care needs. 

POLICY 
 
If a student requires medication, Roxburgh College encourages parents to arrange for the 
medication to be taken outside of school hours. However, Roxburgh College understands that 
students may need to take medication at school or school activities. To support students to 
do so safely, Roxburgh College will follow the procedures set out in this policy. 
Authority to administer 
If a student needs to take medication while at school or at a school activity: 

• Parents/carers will need to arrange for the student’s treating medical/health 

practitioner to provide written advice to the school which details: 

o the name of the medication required 

o the dosage amount 

o the time the medication is to be taken 

o how the medication is to be taken? 

o the dates the medication is required, or whether it is an ongoing medication 

o how the medication should be stored? 

• In most cases, parents/carers should arrange for written advice to be provided in a 

Medication Authority Form which a student’s treating medical/health practitioner 

should complete.   

• If advice cannot be provided by a student’s medical/health practitioner, the principal 

(or their nominee) may agree that written authority can be provided by, or the 

Medication Authority Form can be completed by a student’s parents/carers. 

• The principal may need to consult with parents/carers to clarify written advice and 

consider student’s individual preferences regarding medication administration (which 

may also be provided for in a student’s Student Health Support Plan). 



 

 241 

Parents/carers can contact Natalie De Giorgio, the First Aid Coordinator for a Medication 
Authority Form. 
 
Administering medication 
Any medication brought to school by a student needs to be clearly labelled with: 

• the student’s name 

• the dosage required 

• the time the medication needs to be administered. 

Parents/carers need to ensure that the medication a student has at school is within its expiry 
date. If school staff become aware that the medication a student has at school has expired, 
they will promptly contact the student’s parents/carers who will need to arrange for 
medication within the expiry date to be provided. 
If a student needs to take medication at school or a school activity, the principal (or their 
nominee) will ensure that: 

1. Medication is administered to the student in accordance with the Medication 

Authority Form so that:  

• the student receives their correct medication 

• in the proper dose 

• via the correct method (for example, inhaled or orally) 

• at the correct time of day. 

2. A log is kept of medicine administered to a student.  

3. Where possible, two staff members will supervise the administration of medication. 

4. The teacher in charge of a student at the time their medication is required: 

• is informed that the student needs to receive their medication 

• if necessary, release the student from class to obtain their medication. 

Self-administration 
In some cases, it may be appropriate for students to self-administer their medication. The 
principal may consult with parents/carers and consider advice from the student’s 
medical/health practitioner to determine whether to allow a student to self-administer their 
medication. 
If the principal decides to allow a student to self-administer their medication, the principal 
may require written acknowledgement from the student’s medical/health practitioner, or the 
student’s parents/carers that the student will self-administer their medication. 
 
Storing medication 
The principal (or their nominee) will put in place arrangements so that medication is stored: 

• securely to minimise risk to others  

• in a place only accessible by staff who are responsible for administering the 

medication 

• away from a classroom (unless quick access is required) 

• away from first aid kits 

• according to packet instructions, particularly in relation to temperature. 

Roxburgh College will store student medication at the First Aid office at the front office. 
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The principal may decide, in consultation with parents/carers and/or on the advice of a 
student’s treating medical/health practitioner: 

• that the student’s medication should be stored securely in the student’s classroom if 

quick access might be required 

• to allow the student to carry their own medication with them, preferably in the 

original packaging if: 

o the medication does not have special storage requirements, such as 

refrigeration 

o doing so does not create potentially unsafe access to the medication by other 

students. 

Warning 
Roxburgh College will not: 

• in accordance with Department of Education and Training policy, store or administer 

analgesics such as aspirin and paracetamol as a standard first aid strategy as they can 

mask signs and symptoms of serious illness or injury 

• allow a student to take their first dose of a new medication at school in case of an 

allergic reaction. This should be done under the supervision of the student’s parents, 

carers or health practitioner 

• allow use of medication by anyone other than the prescribed student except in a life 

threatening emergency, for example if a student is having an asthma attack and their 

own puffer is not readily available.  

Medication error 
If a student takes medication incorrectly, staff will endeavour to: 

Step Action 

1.  If required, follow first aid procedures outlined in the student’s Health Support 
Plan or other medical management plan. 

2.  Ring the Poisons Information Line, 13 11 26 and give details of the incident and 
the student. 

3.  Act immediately upon their advice, such as calling Triple Zero “000” if advised to 
do so. 

4.  Contact the student’s parents/carers or emergency contact person to notify 
them of the medication error and action taken. 

5.  Review medication management procedures at the school in light of the incident.  

 
In the case of an emergency, school staff may call Triple Zero “000” for an ambulance at any 
time. 
 
FURTHER INFORMATION AND RESOURCES 

• DEECD Medication Policy 

• DEECD Anaphylaxis Policy 

• DEECD Health Support Planning Policy 

• Asthma Society Webpage 

http://www.education.vic.gov.au/school/principals/spag/health/pages/medication.aspx#mainContent
http://www.education.vic.gov.au/school/principals/spag/health/pages/anaphylaxis.aspx#mainContent
http://www.education.vic.gov.au/school/principals/spag/health/Pages/supportplanning.aspx
http://www.asthma.org.au/Default.aspx?tabid=102
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Appendices which are connected with this policy are: 

• Appendix A: Medication Management Procedures 

• Appendix B: Medication Authority Form 
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ANAPHYLAXIS POLICY 
 

PURPOSE 
 
To explain to Roxburgh College parents, carers, staff and students the processes and 
procedures in place to support students diagnosed as being at risk of suffering from 
anaphylaxis. This policy also ensures that Roxburgh College is compliant with Ministerial 
Order 706 and the Department’s guidelines for anaphylaxis management. 
 
SCOPE 
 
This policy applies to: 

• all staff, including causal relief staff and volunteers 

• all students who have been diagnosed with anaphylaxis or who may require 

emergency treatment for an anaphylactic reaction and their parents and carers.   

POLICY 
 
School Statement 
Roxburgh College will fully comply with Ministerial Order 706 and the associated guidelines 
published by the Department of Education and Training. 
Anaphylaxis  
Anaphylaxis is a severe allergic reaction that occurs after exposure to an allergen. The most 
common allergens for school aged children are nuts, eggs, cow’s milk, fish, shellfish, what, 
soy, sesame, latex, certain insect stings and medications.  
Symptoms 
Sights and symptoms of a mild to moderate allergic reactions can include: 

• swelling of the lips, face and eyes 

• hives or welts 

• tingling in the mouth 

Signs and symptoms of anaphylaxis, a severe allergic reaction, can include: 

• difficult/noisy breathing 

• swelling of tongue 

• difficulty talking and/or hoarse voice 

• wheeze or persistent cough 

• persistent dizziness or collapse 

• student appears pale or floppy 

• abdominal pain and/or vomiting 

Symptoms usually develop within ten minutes and up to two hours after exposure to an 
allergen, but can appear within a few minutes.  
 
Treatment 
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Adrenaline given as an injection into the muscle of the outer mid-thigh is the first aid 
treatment for anaphylaxis. 
Individuals diagnosed as being at risk of anaphylaxis are prescribed an adrenaline auto 
injector for use in an emergency. These adrenaline auto-injectors are designed so that anyone 
can use them in an emergency. 

Individual Anaphylaxis Management Plans  

All students at Roxburgh College who are diagnosed as being at risk of suffering from an 
anaphylactic reaction by a medical practitioner must have an Individual Anaphylaxis 
Management Plan. When notified of an anaphylaxis diagnosis, the principal of Roxburgh 
College is responsible for developing a plan in consultation with the student’s parents/carers.  

Where necessary, an Individual Anaphylaxis Management Plan will be in place as soon as 
practicable after a student enrols at Roxburgh College and where possible, before the 
student’s first day.  
Parents and carers must: 

• obtain an ASCIA Action Plan for Anaphylaxis from the student’s medical practitioner 
and provide a copy to the school as soon as practicable 

• immediately inform the school in writing if there is a relevant change in the student’s 
medical condition and obtain an updated ASCIA Action Plan for Anaphylaxis 

• provide an up to date photo of the student for the ASCIA Action Plan for Anaphylaxis 
when that Plan is provided to the school and each time it is reviewed 

• provide the school with a current adrenaline autoinjector for the student that is not 
expired 

• participate in annual reviews of the student’s Plan. 

Each student’s Individual Anaphylaxis Management Plan must include:  

• information about the student’s medical condition that relates to allergy and the 
potential for anaphylactic reaction, including the type of allergies the student has  

• information about the signs or symptoms the student might exhibit in the event of an 
allergic reaction based on a written diagnosis from a medical practitioner 

• strategies to minimise the risk of exposure to known allergens while the student is 
under the care or supervision of school staff, including in the school yard, at camps 
and excursions, or at special events conducted, organised or attended by the school 

• the name of the person(s) responsible for implementing the risk minimisation 
strategies which have been identified in the Plan 

• information about where the student's medication will be stored 

• the student's emergency contact details 

• an up-to-date ASCIA Action Plan for Anaphylaxis completed by the student’s medical 
practitioner. 

Review and updates to Individual Anaphylaxis Plans  
A student’s Individual Anaphylaxis Plan will be reviewed and updated on an annual basis in 
consultation with the student’s parents/carers. The plan will also be reviewed and, where 
necessary, updated in the following circumstances:  

• as soon as practicable after the student has an anaphylactic reaction at school 
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• if the student’s medical condition, insofar as it relates to allergy and the potential for 
anaphylactic reaction, changes 

• when the student is participating in an off-site activity, including camps and 
excursions, or at special events including fetes and concerts.  

Our school may also consider updating a student’s Individual Anaphylaxis Management Plan 
if there is an identified and significant increase in the student’s potential risk of exposure to 
allergens at school.  

Location of plans and adrenaline auto-injectors 

A copy of each student’s Individual Anaphylaxis Management Plan will be stored with 
their ASCIA Action Plan for Anaphylaxis at the First aid room in the front office or the 
appropriate year level office, together with the student’s adrenaline auto-injector and 
photographic ID. Adrenaline auto-injectors must be labelled with the student’s name. 

Students keep their adrenaline auto-injectors on their person for travelling between 
home and school. Adrenaline auto-injectors for general use are available at First Aid 
Room, front office] and are labelled “general use”.  

Risk Minimisation Strategies 

The strategies we choose to adopt at Roxburgh College take into consideration our school 
community, the age of your students and types of allergies that they may suffer from.  
Appendix F of the Department’s Anaphylaxis Guidelines includes detailed risk mitigation 
strategies that you may choose to adopt. 

To reduce the risk of a student suffering from an anaphylactic reaction at Roxburgh 
College, we have put in place the following strategies: 

• garbage bins at school are to remain covered with lids to reduce the risk of 
attracting insects 

• gloves must be worn when picking up papers or rubbish in the school grounds  

• school canteen staff are trained in appropriate food handling to reduce the risk 
of cross-contamination 

• year groups will be informed of allergens that must be avoided in advance of 
class parties, events or birthdays  

• a general use EpiPen will be stored at the school canteen, office and in the yard 
duty bag for ease of access 

Adrenaline auto-injectors for general use 

Please refer to the following link for guidance on the appropriate number of general use 
adrenaline auto-injectors for your school, refer to page 34 of the Department’s Anaphylaxis 
Guidelines: 
http://www.education.vic.gov.au/school/teachers/health/pages/anaphylaxisschl.aspx.] 

Roxburgh College will maintain a supply of adrenaline auto-injectors for general use, as a 
backup to those provided by parents and carers for specific students, and also for students 
who may suffer from a first time reaction at school.  

Adrenaline auto-injectors for general use will be stored at First aid room at the Front office 
and labelled “general use”.  

http://www.education.vic.gov.au/Documents/school/principals/health/Anaphylaxis_Guidelines_FINAL.pdf
http://www.education.vic.gov.au/school/teachers/health/pages/anaphylaxisschl.aspx
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The principal is responsible for arranging the purchase of adrenaline auto-injectors for 
general use, and will consider: 

• the number of students enrolled at Roxburgh College at risk of anaphylaxis 

• the accessibility of adrenaline auto-injectors supplied by parents 

• the availability of a sufficient supply of auto-adrenaline injectors for general use in 

different locations at the school, as well as at camps, excursions and events  

• the limited life span of adrenaline auto-injectors, and the need for general use 

adrenaline auto-injectors to be replaced when used or prior to expiry.  

Emergency Response  

 

In the event of an anaphylactic reaction, the emergency response procedures in this policy 
must be followed, together with the school’s general first aid procedures, emergency 
response procedures and the student’s Individual Anaphylaxis Management Plan.  

 

A complete and up to date list of students identified as being at risk of anaphylaxis is 
maintained by school first aid person, Natalie Di Giorgio] and stored at the First Aid office.  
For camps, excursions and special events, a designated staff member will be responsible for 
maintaining a list of students at risk of anaphylaxis attending the special event, together with 
their Individual Anaphylaxis Management Plans and adrenaline auto-injectors, where 
appropriate.  

If a student experiences an anaphylactic reaction at school or during a school activity, school 
staff must: 

 

Step Action 

1.  • Lay the person flat 

• Do not allow them to stand or walk 

• If breathing is difficult, allow them to sit 

• Be calm and reassuring 

• Do not leave them alone 

• Seek assistance from another staff member or reliable student to locate 
the student’s adrenaline autoinjector or the school’s general use 
autoinjector, and the student’s Individual Anaphylaxis Management Plan, 
stored at in the relevant year level office or the First Aid office 

• If the student’s plan is not immediately available, or they appear to be 
experiencing a first time reaction, follow steps 2 to 5 

2.  Administer an EpiPen or EpiPen Jr (if the student is under 20kg) 

• Remove from plastic container 

• Form a fist around the EpiPen and pull of the blue safety release (cap) 

• Place orange end against the student’s outer mid-thigh (with or without 
clothing) 

• Push down hard until a click is heard or felt and hold in place for 3 seconds 

• Remove EpiPen 

• Note the time the EpiPen is administered 
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• Retain the used EpiPen to be handed to ambulance paramedics along 
with the time of administration  

3.  Call an ambulance (000) 

4.  If there is no improvement or severe symptoms progress (as described in the 
ASCIA Action Plan for Anaphylaxis), further adrenaline doses may be 
administered every five minutes, if other adrenaline auto-injectors are available. 

5.  Contact the student’s emergency contacts. 

 

If a student appears to be having a severe allergic reaction, but has not been previously 
diagnosed with an allergy or being at risk of anaphylaxis, school staff should follow steps 2 – 
5 as above.  

[Note: If in doubt, it is better to use an adrenaline autoinjector than not use it, even if in 
hindsight the reaction is not anaphylaxis. Under-treatment of anaphylaxis is more harmful 
and potentially life threatening than over treatment of a mild to moderate allergic reaction. 
Refer to page 41 of the Anaphylaxis Guidelines]. 

Communication Plan  

This policy will be available on Roxburgh College’s website so that parents and other members 
of the school community can easily access information about Roxburgh College’s anaphylaxis 
management procedures. The  
parents and carers of students who are enrolled at Roxburgh College and are identified as 
being at risk of anaphylaxis will also be provided with a copy of this policy.  
At Roxburgh College all staff, including casual relief teachers, ES and volunteers are aware of 
this policy and students in their care at risk of anaphylaxis. 
 
 
The Principal and/or School Anaphylaxis Supervisor] is responsible for ensuring that all 
relevant staff, including casual relief staff and volunteers are aware of this policy and 
Roxburgh College’s procedures for anaphylaxis management. Casual relief staff and 
volunteers who are responsible for the care and/or supervision of students who are identified 
as being at risk of anaphylaxis will also receive a verbal briefing on this policy.   

Staff training 

Staff at Roxburgh College will receive appropriate training in anaphylaxis management, 
consistent with the Department’s Anaphylaxis Guidelines.  
Staff who are responsible for conducting classes that students who are at risk of anaphylaxis 
attend, and any further staff that the principal identifies, must have completed: 

• an approved face-to-face anaphylaxis management training course in the last three 

years, or 

• an approved online anaphylaxis management training course in the last two years.  

Roxburgh College has the First Aide coordinator and one other ES staff member trained to 
train other staff at the school.  Roxburgh College has used the following training course 
provided by ASCIA. 
Staff are also required to attend a briefing on anaphylaxis management and this policy at least 
twice per year, facilitated by a staff member who has successfully completed an anaphylaxis 

http://www.education.vic.gov.au/school/teachers/health/pages/anaphylaxisschl.aspx
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management course within the last 12 months, including the principal or School Anaphylaxis 
Supervisor. Each briefing will address: 

• this policy 

• the causes, symptoms and treatment of anaphylaxis 

• the identifies of students with a medical condition that relates to allegory and the 
potential for anaphylactic reaction, and where their medication is located 

• how to use an adrenaline autoinjector, including hands on practice with a trainer 
adrenaline auto-injector 

• the school’s general first aid and emergency response procedures 

• the location of, and access to, adrenaline auto-injectors that have been provided by 
parents or purchased by the school for general use.  

When a new student enrols at Roxburgh College who is at risk of anaphylaxis, the 
principal/delegate will develop an interim plan in consultation with the student’s parents and 
ensure that appropriate staff are trained and briefed as soon as possible.  

 

FURTHER INFORMATION AND RESOURCES 

• School Policy and Advisory Guide:  

o Anaphylaxis  

o Anaphylaxis management in schools  

• Allergy & Anaphylaxis Australia: Risk minimisation strategies 

• ASCIA Guidelines:  Schooling and childcare 

• Royal Children’s Hospital: Allergy and immunology   

 
 
The principal will complete the Department’s Annual Risk Management Checklist for 
anaphylaxis management to assist with the evaluation and review of this policy and the 
support provided to students at risk of anaphylaxis.  
 
  

http://www.education.vic.gov.au/school/principals/spag/health/Pages/anaphylaxis.aspx
http://www.education.vic.gov.au/school/teachers/health/pages/anaphylaxisschl.aspx
https://edugate.eduweb.vic.gov.au/edulibrary/Schools/teachers/health/riskminimisation.pdf
https://allergyfacts.org.au/allergy-management/schooling-childcare
https://www.rch.org.au/allergy/about_us/Allergy_and_Immunology/
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ASTHMA POLICY  
 
PURPOSE 
 
To ensure that Roxburgh College appropriately supports students diagnosed with asthma.  
 
OBJECTIVE 
 
To explain to Roxburgh College parents/carers, staff and students the processes and 
procedures in place to support students diagnosed with asthma. 
 
SCOPE 
 
This policy applies to: 

• all staff, including causal relief staff, contractors and volunteers 

• all students who have been diagnosed with asthma or who may require emergency 

treatment for asthma and their parents/carers. 

POLICY 
 
Asthma 
 
Asthma is a long term lung condition. People with asthma have sensitive airways in their lungs 
which react to triggers, causing a ‘flare-up’. In a flare-up, the muscles around the airway 
squeeze tight, the airways swell and become narrow and there is more mucus. This makes it 
hard to breathe. An asthma flare-up can come on slowly (over hours, days or even weeks) or 
very quickly (over minutes). A sudden or severe asthma flare-up is sometimes called an 
asthma attack. 
Symptoms 
Symptoms of asthma can vary over time and often vary from person to person. The most 
common asthma symptoms are: 

• breathlessness 

• wheezing (a whistling noise from the chest) 

• tight feeling in the chest 

• persistent cough 

Symptoms often occur at night, early in the morning or during/just after physical activity. If 
asthma is well controlled, a person should only have occasional asthma symptoms. 
 
 
Triggers 
A trigger is something that sets off or starts asthma symptoms. Everyone with asthma has 
different triggers. For most people with asthma, triggers are only a problem when asthma is 
not well controlled with medication. Common asthma triggers include: 

• exercise • colds/flu 
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• smoke (cigarette smoke, wood 
smoke from open fires, burn-offs or 
bushfires) 

 

 

• weather changes such as 
thunderstorms and cold, dry air 

• house dust mites • moulds 

• pollens • animals such as cats and dogs 

• chemicals such as household 
cleaning products 

• deodorants (including perfumes, 
after-shaves, hair spray and aerosol 
deodorant sprays) 

• food chemicals/additives • certain medications (including 
aspirin and anti-inflammatories) 

• laughter or emotions, such as stress   

 
Asthma management 
If a student diagnosed with asthma enrols at Roxburgh College: 

1. Parents/carers must provide the school with an Asthma Care Plan which has been 

completed by the student’s medical practitioner. The plan must outline: 

• the prescribed medication taken by the student and when it is to be 

administered, for example as a pre-medication to exercise or on a regular basis 

• emergency contact details 

• the contact details of the student’s medical practitioner 

• the student’s known triggers 

• the emergency procedures to be taken in the event of an asthma flare-up or 

attack. 

2. Parents/carers should also provide a photo of the student to be included as part of 

the student’s Asthma Care Plan. 

3. Roxburgh College will keep all Asthma Care Plans: 

• In the first aid offices in sick bay. Information regarding care plans is also 

displayed on the walls in the sick bay and staff rooms.  

4. School staff may also work with parents/carers to develop a Student Health Support 

Plan which will include details on: 

• how the school will provide support for the student 

• identify specific strategies 

• allocate staff to assist the student 

Any Student Health Support Plan will be developed in accordance with Roxburgh 
College’s Healthcare Needs Policy. Please see the Health Care needs appendix. 

5. If a student diagnosed with asthma is going to attend a school camp or excursion, 

Roxburgh College parents/carers are required to provide any updated medical 

information. 

6. If a student’s asthma condition or treatment requirements change, parent/carers 

must notify the school and provide an updated Asthma Care Plan. 

http://www.education.vic.gov.au/school/principals/spag/health/Documents/AsthmaCarePlan.pdf
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7. School staff will work with parents/carers to review Asthma Care Plans (and Student 

Health Support Plans) once a year. 

Student asthma kit 
 
All students diagnosed with asthma are required to have a student asthma kit at school which 
contains: 

• their own prescribed reliever medication labelled with the student’s name 

• their spacer (if they use one) 

Some student’s asthma kits will be stored in the First Aid room at the front office or a relevant 
year level coordinators room. 
 
Other students may be required to keep their asthma kits with them while at school.  
 
Asthma emergency response plan 
 
If a student is: 

• having an asthma attack 

• difficulty breathing for an unknown cause, even if they are not known to have asthma 

School staff will endeavour to follow the Asthma First Aid procedures outlined in the table 
below. School staff may contact Triple Zero “000” at any time. 

Step Action 

6.  Sit the person upright 

• Be calm and reassuring 

• Do not leave them alone 

• Seek assistance from another staff member or reliable student to locate 
the student’s reliever, the Asthma Emergency Kit and the student’s 
Asthma Care Plan (if available).  

• If the student’s action plan is not immediately available, use the Asthma 
First Aid as described in Steps 2 to 5. 

7.  Give 4 separate puffs of blue or blue/grey reliever puffer: 

• Shake the puffer 

• Use a spacer if you have one 

• Put 1 puff into the spacer 

• Take 4 breaths from the spacer 
Remember – Shake, 1 puff, 4 breaths 

8.  Wait 4 minutes 

• If there is no improvement, give 4 more separate puffs of blue/grey 
reliever as above 

(or give 1 more dose of Bricanyl or Symbiocort inhaler) 

9.  If there is still no improvement call Triple Zero “000” and ask for an ambulance.  

• Tell the operator the student is having an asthma attack 

• Keep giving 4 separate puffs every 4 minutes until emergency assistance 
arrives 
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(or 1 dose of Bricanyl or Symbicort every 4 minutes – up to 3 doses of 
Symbicort) 

10.  If asthma is relieved after administering Asthma First Aid, stop the treatment and 
observe the student. Notify the student’s emergency contact person and record 
the incident  

 
 
Staff will call Triple Zero “000” immediately if: 

• the person is not breathing 

• if the person’s asthma suddenly becomes worse or is not improving 

• if the person is having an asthma attack and a reliever is not available 

• if they are not sure if it is asthma 

• if the person is known to have anaphylaxis 

Training for staff 
Roxburgh College will arrange the following asthma management training for staff: 
 

Staff Completed by Course Provider Cost Valid for 

Group 
1 
Genera
l Staff 

School staff with a 
direct teaching role 
with students affected 
by asthma or other 
school staff directed by 
the principal after 
conducting a risk 
assessment. 
 

Asthma first aid 
management 
for education 
staff (non-
accredited) 
One hour face-
to-face or online 
training. 

The Asthma 
Foundation of 
Victoria 

Free to all 
schools 

3 years 

Group 
2 
Specific 
Staff 
 

Staff working with high 
risk children with a 
history of severe 
asthma, or with direct 
student wellbeing 
responsibility, 
(including nurses, 
PE/sport teachers, first 
aid and school staff 
attending camp) 

Course in 
Management of 
Asthma Risks 
and 
Emergencies in 
the Workplace 
22282VIC 
(accredited) 
OR 
Course in 
Emergency 
Asthma 
Management 
10392NAT 
(accredited) 

Any RTO that 
has this course 
in their scope of 
practice  

Paid by 
Roxburgh 
College 

3 years 

 
Roxburgh College will also conduct an annual briefing for staff on:  

• the procedures outlined in this policy 
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• the causes, symptoms and treatment of asthma (student photos and relevant 

information is displayed in the staffroom) 

• identities of the students diagnosed with asthma 

• how to use a puffer and spacer 

• the location of: 

o the Asthma Emergency Kits 

o asthma medication which has been provided by parents for student use. 

 

Roxburgh College will also provide this policy to casual relief staff and volunteers who will be 
working with students, and may also provide a briefing if the principal decides it is necessary 
depending on the nature of the work being performed.  
 
 
Asthma Emergency Kit  
 
Roxburgh College will provide and maintain at least two Asthma Emergency Kits. One kit will 
be kept on school premises in the first aid room/front office and one will be a mobile kit for 
activities such as: 

• yard duty 

• camps and excursions. 

 
The Asthma Emergency Kit will contain: 

• at least 1 blue or blue/grey reliever medication such as Airomir, Admol or Ventolin 

• at least 2 spacer devices (for single person use only) to assist with effective inhalation 

of the blue or blue/grey reliever medication (Roxburgh College will ensure spare 

spacers are available as replacements). Spacers will be stored in a dust proof 

container. 

• clear written instructions on Asthma First Aid, including: 

o how to use the medication and spacer devices 

o steps to be taken in treating an asthma attack 

• A record sheet/log for recording the details of an asthma first aid incident, such as the 

number of puffs administered. 

Our first aid officer will monitor and maintain the Asthma Emergency Kits. They will: 

• ensure all contents are maintained and replaced where necessary 

• regularly check the expiry date on the canisters of the blue or blue/grey reliever 

puffers and place them if they have expired or a low on doses 

• replace spacers in the Kits after each use (spacers are single-person use only) 

• dispose of any previously used spaces. 

The blue or blue/grey reliever medication in the Asthma Emergency Kits may be used by more 
than one student as long as they are used with a spacer. If the devices come into contact with 
someone’s mouth, they will not be used again and will be replaced. 
After each use of a blue or blue/grey reliever (with a spacer): 
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• remove the metal canister from the puffer (do not wash the canister) 

• wash the plastic casing 

• rinse the mouthpiece through the top and bottom under running water for at least 

30 seconds 

• wash the mouthpiece cover 

• air dry then reassemble 

• test the puffer to make sure no water remains in it, then return to the Asthma 

Emergency Kit. 

 
Management of confidential medical information  
 
Confidential medical information provided to Roxburgh College to support a student 
diagnosed with asthma will be: 
 

• recorded on the student’s file 

• shared with all relevant staff so that they are able to properly support students 

diagnosed with asthma and respond appropriately if necessary.  

Communication plan 
 
This policy will be available on Roxburgh College’s website so that parents and other members 
of the school community can easily access information about Roxburgh College’s asthma 
management procedures.  
 
Epidemic Thunderstorm Asthma 
 
Roxburgh College will be prepared to act on the warnings and advice from the Department of 
Education and Training when the risk of epidemic thunderstorm asthma is forecast as high.  
 

FURTHER INFORMATION AND RESOURCES 
 

• Asthma Foundation Victoria: Resources for schools 

• School Policy and Advisory Guide:  
o Asthma 
o Asthma Attacks: Treatment 
o Asthma Emergency Kits 

 
REVIEW CYCLE AND EVALUATION 
 
This policy was last updated in October 2021 and is scheduled for review in October 2022.  
 

ADDITIONAL INFORMATION  
 
 
 

https://www.asthmaaustralia.org.au/vic/education-and-training/for-victorian-schools/victorian-schools-resources/school-resources
http://www.education.vic.gov.au/school/principals/spag/health/pages/conditionasthma.aspx
http://www.education.vic.gov.au/school/principals/spag/health/Pages/asthmaattack.aspx
http://www.education.vic.gov.au/school/principals/spag/health/Pages/asthmakits.aspx
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MANDATORY REPORTING POLICY  
 
RATIONALE: 
 
All children have a right to feel safe and to be safe.  In schools, we have a legal and moral 
responsibility 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 protect the 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:     
 
To ensure that children’s rights to be safe are maintained and each child is protected against 
physical and sexual abuse, and neglect.  
 
Implementation: 
 

• All adults are mandated by law to report signs or risks of harm, disclosures of abuse 
or neglect, or a reasonable belief a student is subjected to sexual abuse or physical 
harm. 

• 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 Services (DHHS) Child 
Protection. 

• All other staff members who form a belief on reasonable grounds that a child or 
young person: 

- is in need of protection, should report their concerns to DHHS Child Protection 
or Victoria Police 

- is displaying sexually abusive behaviours and is in need of therapeutic 
treatment should report their concerns to DHHS Child Protection 

 

• If staff have significant concerns for the wellbeing of a child or young 
person they should report their concerns to DHHS Child Protection or Child FIRST. 
(See attachment for process) 

• 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. 

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

• Staff will be reminded of mandatory responsibilities annually. 

• All concerns must be reported immediately to the Principal, or in his/her absence, 
the Assistant Principal. 

• The Principal will keep a record of all discussions about a student with whom there is 
a concern. 
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• If a belief has been formed by a staff member that a mandatory report must be 
made, a “Mandatory Reporting Information Sheet” available from the Principal must 
be completed and filed in the Principal’s office. 

 
 

• 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: 
 

➢ 1300664977 or after school hours crisis line 131278 
➢ Hume Region on 9488 9488 

 

• In the case of international students, the principal must notify the International 
Education Division of the Department on (03) 9637 2990 to ensure that appropriate 
support is arranged for the student. 

• 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. 

• All “Mandatory Reporting Information Sheets” remain filed in the Principal’s office. 

• All reports, information sheets and subsequent discussions and information are to 
be recorded and remain strictly confidential. 

• All incidents to be monitored, and any subsequent signs or indications of abuse are 
also to be reported. 

• 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. 

• Students, who disclose to staff a desire to harm themselves or others, must be 
reported by staff to the principal. 

• Legal Obligations – see Appendix A 
 
 
Failure to disclose: 

Any staff member who forms a reasonable belief that a sexual offence has been committed 
by an adult against a child under 16 has an obligation to report that information to police. 
Failure to disclose the information to police is a criminal offence, except in limited 
circumstances such as where the information has already been reported to DHHS Child 
Protection. 

See Appendix B for additional information. 
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Appendix A: Legal obligations  
 

TYPE OF REPORTING BY WHOM TO WHOM 

MANDATORY REPORTING 
Mandatory reporters must 
make a report as soon as 
practicable if, in the course of 
practising their profession or 
carrying out their duties, they 
form a belief on reasonable 
grounds that a child or young 
person is in need of protection, 
as a result of physical injury or 
sexual abuse, and the child’s 
parents are unable or unwilling 
to protect the child.  

Mandatory reporters under the 
Children, Youth and Families 
Act 2005 

- Teachers 
registered to 
teach or who 
have permission 
to teach pursuant 
to the Education 
and Training 
Reform Act 2006 
(Vic).  

- Principals of 
government and 
non-government 
schools.  

- Registered 
medical 
practitioners.  

- All members of 
the Police Force.  

- Social Workers.  
- Psychologists.  
- Youth Workers.  
- All adults. 

- DHHS Child 
Protection.  

CHILD IN NEED OF 
PROTECTION 
Any person may make a report 
if they believe on reasonable 
grounds that a child is in need 
of protection for any of the 
following reasons:  

- The child has 
been abandoned 
and there is no 
other suitable 
person who is 
willing and able 
to care for the 
child.  

- The child’s 
parents are dead 
or incapacitated 
and there is no 
other suitable 
person who is 
willing and able 

Any Person. - DHHS Child 
Protection.  

- Victoria Police.  
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to care for the 
child.  

- The child has 
suffered or is 
likely to suffer 
significant harm 
as a result of 
physical injury 
and the parents 
are unable or 
unwilling to 
protect the child.  

- The child has 
suffered or is 
likely to suffer 
emotional or 
psychological 
harm and the 
parents are 
unable or 
unwilling to 
protect the child.  

- The child’s 
physical 
development or 
health has been, 
or is likely to be 
significantly 
harmed and the 
parents are 
unable or 
unwilling to 
provide basic 
care, or effective 
medical or other 
remedial care.  

CHILD IN NEED OF 
THERAPUTIC TREATMENT 
Any person may make a report 
if they believe on reasonable 
grounds that a child who is 10 
years of age or over, but under 
15 years of age, is in need of 
therapeutic treatment because 
he or she has exhibited 
sexually abusive behaviours.  

Any Person. - DHHS Child 
Protection.  

SIGNIFICANT CONCERNS 
ABOUT WELLBEING OF A 
CHILD  
Any person may make a report 
if they have significant 

Any Person.  - DHHS Child 
Protection.  

- Child FIRST.  
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concerns for the wellbeing of 
the child.  

 

 
Appendix B: Further Information 
 
A broad range of professional groups are identified in the Children Youth and Families Act 
2005 (CYFA) as mandatory reporters. Mandated staff members must make a report to Child 
Protection as soon as practicable after forming a belief on reasonable grounds that a child 
or young person is in need of protection from significant harm as a result of physical injury 
or sexual abuse, and the child’s parents are unable or unwilling to protect the child. 
 
The following professionals are prescribed as mandatory reporters under section 182 of the 
CYFA: 

• primary and secondary school teachers and principals (including students in 
training to become teachers) 

• registered medical practitioners (including psychiatrists) 
• nurses (including school nurses) 
• police 
• psychologists 
• social workers 
• youth workers 

ATIONAL 
There may be times when two or more mandated staff members, for example a teacher and 
a principal, have formed a belief about the same child or young person on the same 
occasion. In this situation it is sufficient for only one of the mandated staff members to 
make a report. The other staff member is obliged to ensure that the report has been made 
and that all of the grounds for their own belief were included in the report made by the 
other staff member. 
 
Non-mandated staff members 
Section 183 of the CYFA states that any person, who believes on reasonable grounds that a 
child is in need of protection, may report their concerns to Child Protection. This means that 
any person, including non-mandated school staff, is able to make a report to Child 
Protection when they believe that a child or young person is at risk of harm and in need of 
protection, and the child’s parents are unable or unwilling to protect the child. 
 
Forming a belief on reasonable grounds 
A person may form a belief on reasonable grounds that a child is in need of protection after 
becoming aware that a child or young person’s health, safety or wellbeing is at risk and the 
child’s parents are unwilling or unable to protect the child. 
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There may be reasonable grounds for forming such a belief if: 
 

• a child or young person states that they have been physically or sexually abused 
• a child or young person states that they know someone who has been physically or 

sexually abused (sometimes the child may be talking about themselves) 
• someone who knows the child or young person states that the child or young 

person has been physically or sexually abused 
• a child shows signs of being physically or sexually abused. 
• the staff member is aware of persistent family violence or parental substance 

misuse, psychiatric illness or intellectual disability that is impacting on the child or 
young person’s safety, stability or development 

• the staff member observes signs or indicators of abuse, including non-accidental or  
unexplained injury, persistent neglect, poor care or lack of appropriate supervision 

• a child’s actions or behaviour may place them at risk of significant harm and the 
child’s parents are unwilling or unable to protect the child 

 
 
Reporting a belief 
Staff members, whether or not mandated, need to report their belief when the belief is 
formed in the course of undertaking their professional duties. A report must be made as 
soon as practicable after forming the belief and on each occasion on which they become 
aware of any further reasonable grounds for the belief. 
 
If one staff member has a different view from another staff member about making a report 
and the staff member continues to hold the belief that a child is in need of protection, that 
person is obliged to make a report to Child Protection.  
 
Protecting the identity of the reporter 
Confidentiality is provided for reporters under the CYFA. The CYFA prevents disclosure of 
the name or any information likely to lead to the identification of a person who has made a 
report in accordance with legislation, except in specific circumstances. 
The identity of a reporter must remain confidential unless: 

• the reporter chooses to inform the child, young person or family of the report 
• the reporter consents in writing to their identity being disclosed 
• a court or tribunal decides that it is necessary for the identity of the reporter to be 
disclosed to ensure the safety and wellbeing of the child 
• a court or tribunal decides that, in the interests of justice, the reporter is required to 
attend court to provide evidence 

 
Information provided during a protective investigation may be used in a court report if the 
risks to the child or young person require the case to proceed to court. In these 
circumstances, the source of the information may be required to provide evidence to the 
court. 
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If Child Protection decides that the report is about a significant concern for the wellbeing of 
a child, they may refer the report to a community-based child and family service and 
disclose the identity of the reporter to that service. However, the CYFA provides that neither 
Child Protection nor the community-based child and family service may disclose the 
reporter’s identity to any other person without the reporter’s consent. 
 
Professional protection for reporters 
If a report is made in good faith: 

• it does not constitute unprofessional conduct or a breach of professional ethics on the 
part of the reporter 

• the reporter cannot be held legally liable in respect of the report. 
 
This means that a person who makes a report in accordance with the legislation will not be 
held liable for the eventual outcome of any investigation of the report. 
 
Failure to report 
A failure by mandated professionals and staff members to report a reasonable belief that a 
child is in need of protection from significant harm as a result of physical or sexual abuse 
may result in the person being prosecuted and a court imposing a fine under the CYFA 
(Children, Youth and Families Act, 2015) 
 
Making a report to Child Protection 
The CYFA allows for two types of reports to be made in relation to significant concerns for 
the safety or wellbeing of a child – a report to Child Protection or a referral to Child FIRST. 
 
A report to Child Protection should be considered if, after taking into account all of the 
available information, the staff member forms a view that the child or young person is in 
need of protection because: 

• the harm or risk of harm has a serious impact on the child’s immediate safety, 
stability or 

development 
• the harm or risk of harm is persistent and entrenched and is likely to have a serious 

impact on the child’s safety, stability or development 
• the child’s parents cannot or will not protect the child or young person from harm. 

 
Where during the course of carrying out their normal duties, a school staff member forms 
the belief on reasonable grounds that a child is in need of protection, the staff member 
must make a report to Child Protection regarding this belief and the reasonable grounds for 
it as soon as practicable.  
 
Staff members may form a professional judgement or belief, in the course of undertaking 
their professional duties based on: 

• warning signs or indicators of harm that have been observed or inferred from 
information about the child 

• legal requirements, such as mandatory reporting 
• knowledge of child and adolescent development 
• consultation with colleagues and other professionals 
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• professional obligations and duty-of-care responsibilities 
• established protocols 
• internal policies and procedures in an individual licensed children’s service or 
school. 

 
Upon receipt of a report, Child Protection may seek further information, usually from 
professionals who may also be involved with the child or family, to determine whether 
further action is required. 
 
In most circumstances, Child Protection will inform the reporter of the outcome of the 
report. When the report is classified by Child Protection as a Wellbeing Report, Child 
Protection will, in turn, make a referral to Child FIRST. 
 
Any person who is registered as a teacher under the Education and Training Reform Act 
2006, or any person who has been granted permission to teach under that Act, including 
principals, is mandated to make a report to Child Protection. In the course of undertaking 
their professional duties, mandated staff members are required to report their belief, when 
the belief is formed on reasonable grounds that a child is in need of protection from 
significant harm as a result of sexual abuse or physical injury. 
 
Teachers are encouraged to discuss any concerns about the safety and wellbeing of 
students with the principal or a member of the school leadership team. If a principal or 
member of the leadership team does not wish to make a mandatory report, this does not 
discharge the teacher’s obligation to do so if they have formed a reasonable belief that 
abuse may have occurred. If the teacher’s concerns continue, even after consultation with 
the principal or member of the leadership team, that teacher is still legally obliged to make 
a mandatory report of their concerns. 
 
Information about the identity of a person making a report to Child Protection must be kept 
confidential unless the reporter consents to the disclosure of their identity. If the staff 
member wishes to remain anonymous, this information should be conveyed at the time that 
the reporter makes the mandatory report.  
 
The role of school staff 
School staff have a duty of care to protect and preserve the safety, health and wellbeing of 
children and young people in their care and staff must always act in the best interests of 
those children and young people. If a staff member has any concerns regarding the health, 
safety or wellbeing of a child or young person it is important to take immediate action. 
 
Note: The role of investigating an allegation of child abuse rests solely with Child Protection 
and/or Victoria Police. 
 
The roles and responsibilities of staff in supporting children and young people who are 
involved with Child Protection may include acting as a support person for students, 
attending Child Protection case plan meetings, observing and monitoring students’ 
behaviour, and liaising with professionals. 
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Confidentiality 
Staff must respect confidentiality when dealing with a case of suspected child abuse and 
neglect and may discuss case details and the identity of the child or the young person and 
their family only with those involved in managing the situation. 
When a child or young person has moved to another school, professional judgement should 
be exercised as to what information needs to be passed on. This will be guided by usual 
procedures for passing on information about a child’s general wellbeing or special needs, 
and the role of the school in any ongoing care plans. 
 
Interviews at Victorian schools 
Child Protection may conduct interviews of children and young people at school without 
parental knowledge or consent. However, a child will be interviewed at a Victorian school 
only in exceptional circumstances and if it is in the child’s best interests to proceed in this 
manner. Child Protection will notify the school of any intention to interview a child or young 
person. This may occur regardless of whether the school is the source of the report to Child 
Protection. 
 
When Child Protection practitioners arrive at the school, the principal or their nominee 
should ask to see their identification before allowing Child Protection to have access to the 
child or young person. 
 
Support persons: 
 
Children and young people should be advised of their right to have a supportive adult 
present during interviews. If a child is too young to understand the significance of the 
interview, a staff member should make arrangements for a supportive adult to attend with 
the child. 
 
A staff member may be identified as a support person for the child or young person during 
the interview. Prior to the commencement of the interview, the Child Protection 
practitioner should always authorise the staff member to receive information regarding 
Child Protection’s investigation.  
 
This may occur verbally or in writing using the relevant Child Protection proforma. 
 
Independent persons must refrain from providing their opinions or accounts of events 
during interviews. A principal or their delegate may act as an independent person when the 
child or young person is to be interviewed, unless they believe that doing so will create a 
conflict of interest. 
 
Advising parents, carers or guardians 
Staff do not require the permission of parents, carers or guardians to make a report to Child 
Protection, nor are they required to tell parents, carers or guardians that they have done so. 
 
It is the responsibility of Child Protection to advise the parents, carers or guardians of the 
interview at the earliest possible opportunity. This should occur either before, or by the 
time the child arrives home 
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Ensuring that a Child Protection interview takes place 
The school does not have the power to prevent parents, carers or guardians from removing 
their children from the school and should not attempt to prevent the parents, carers or 
guardians from collecting the child. If a parent/carer or guardian removes a child before a 
planned interview has taken place, the principal and/or their nominee should contact Child 
Protection or Victoria Police immediately. 
 
Staff Training  
Staff will be informed of Mandatory Reporting requirements as part of their initial induction 
to the school and will be provided with supporting documentation in their staff handbook. 
 
Updates will take place annually as part of the Performance and Development/Staff meeting 
rotation. 
 
Failure to Disclose Offense 
Reporting child sexual abuse is a community-wide responsibility. Accordingly, a new criminal 
offence has been created in Victoria that imposes a clear legal duty upon all adults to report 
information about child sexual abuse to police. The offence commenced on 27 October 
2014. 
Any adult who forms a reasonable belief that a sexual offence has been committed by an 
adult against a child under 16 has an obligation to report that information to police. Failure 
to disclose the information to police is  
 
 
a criminal offence. 
For information about how the offence may affect the reporting obligations of organisations 
funded by the Department of Health and Human Services, download the factsheet from the 

Department of Health and Human Services website  
 
 
Reference: School Policy & Advisory Guide –Mandatory Reporting 
http://www.education.vic.gov.au/school/principals/health/Pages/childprotection.aspx 
http://www.dhhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-
protection/protecting-children-together 
http://www.dhhs.vic.gov.au/for-service-providers/children%2c-youth-and-families/child-
protection/specialist-practice-resources-for-child-protection-workers/child-development-
and-trauma-specialist-practice-resource 
http://www.dhhs.vic.gov.au/__data/assets/pdf_file/0007/586465/information-guide-
registered-teachers-principals.pdf 
http://www.dhhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-
protection/about-child-  

http://providers.dhhs.vic.gov.au/criminal-offences-improve-responses-child-sex-abuse
http://providers.dhhs.vic.gov.au/criminal-offences-improve-responses-child-sex-abuse
http://www.education.vic.gov.au/school/principals/health/Pages/childprotection.aspx
http://www.dhhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/protecting-children-together
http://www.dhhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/protecting-children-together
http://www.dhhs.vic.gov.au/for-service-providers/children%2c-youth-and-families/child-protection/specialist-practice-resources-for-child-protection-workers/child-development-and-trauma-specialist-practice-resource
http://www.dhhs.vic.gov.au/for-service-providers/children%2c-youth-and-families/child-protection/specialist-practice-resources-for-child-protection-workers/child-development-and-trauma-specialist-practice-resource
http://www.dhhs.vic.gov.au/for-service-providers/children%2c-youth-and-families/child-protection/specialist-practice-resources-for-child-protection-workers/child-development-and-trauma-specialist-practice-resource
http://www.dhhs.vic.gov.au/__data/assets/pdf_file/0007/586465/information-guide-registered-teachers-principals.pdf
http://www.dhhs.vic.gov.au/__data/assets/pdf_file/0007/586465/information-guide-registered-teachers-principals.pdf
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CRITICAL INCIDENT PLAN AND PROCESS 
 
1. RESPONDING TO A TRAUMATIC OR CRITICAL INCIDENT IN WHICH THE SCHOOL IS 
INVOLVED 
 
Roxburgh College may become directly or indirectly involved in a tragic or traumatic event. 
The incident may involve loss of life, serious injury or emotional disturbance. The incident 
may occur in the school environment or outside. It may involve staff, students or those close 
to them. The network of those involved in a traumatic event can be wide, especially if it 
directly involves the school. Feelings of grief and loss can continue over long periods of 
time. 
Counselling should be provided for all those who need it. This may include many who do not 
seem to be closely connected to the event or the individuals involved. The school may be in 
a position to help grieving families at difficult times, e.g. through the school’s participation 
in the funeral service. 
While school should operate as normally as possible, some degree of flexibility should exist. 
It is essential that people be given clear, accurate information at all times. It is essential that 
a Critical 
Incident Recovery Team be formed to manage the short and long term effects. 
 
2. ACTION TO BE TAKEN AS A RESULT OF A TRAGIC/TRAUMATIC EVENT WHICH INVOLVES 
THE SCHOOL 
 

• Incidents vary in complexity. These guidelines provide a framework for action and 
would not necessarily be followed in all cases. 

• However, the following 4 principles must be followed: 
1. Provide clear, accurate information. 
2. Describe the actions to be followed. 
3. Provide help for all affected. 
4. Maintain a normal school program as close as possible. 

• Obtain accurate information. Deal only with substantiated facts. 

• As soon as possible inform staff, especially those most directly involved. 

• Inform close friends and family individually. 

• Allow questions and discussion as they arise. 

• Dispel rumours. 

• Appoint a skilled Critical Incident Recovery Team to assist in the management of the 
incident. 

• The team may include staff members, psychologists, counsellors, external DEECD 
personnel, support agencies etc. The size and composition of the team will be 
related to the nature of the incident. Distribute names of the Critical Incident 
Recovery Team members, and inform others of the role of the team. 

• As soon as possible provide information to the community as to what has happened, 
and what is being done. 
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3. CRITICAL INCIDENT RECOVERY PLAN & PROCESS 
 

• Appoint a skilled Critical Incident Recovery Team member to respond to media 
enquiries. A written press release may be useful. If necessary, protect others from 
contact with the media. 

• Advice regarding this may be obtained from the DEECD Emergency Communications 
Centre and the DEECD Media Unit (phone 9637 2871). 

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

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

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

• Try to identify those most likely to need help, e.g. classmates, teacher, special 
friends. Some students not directly affected may become distressed. 

• Ensure that counselling help is available. Contact the Regional Office (ph. 94889488) 
and/or the Department if necessary. All emergency or criminal activity, in which the 
safety or well-being of staff or students is at risk, or where there is a threat to 
property, must be reported immediately to the Department’s 24 hour Emergency 
and Security Management Branch on (03) 9589 6266 or Worksafe 132660. 

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

• As soon as possible call students together and provide information about what has 
happened and what the school is doing about it. A follow up letter home may be 
important. 

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

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

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

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

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

• Be sensitive to staff and student’s needs over a period of time. 
 

References: 
 
* DET Emergency Management Planning: 
http://www.education.vic.gov.au/school/principals/spag/management/pages/mgtplanning.aspx 
* Emergency and Critical Incident: 
http://www.education.vic.gov.au/school/principals/spag/management/pages/emergency.aspx 
* Roxburgh College  

http://www.education.vic.gov.au/school/principals/spag/management/pages/mgtplanning.aspx
http://www.education.vic.gov.au/school/principals/spag/management/pages/emergency.aspx
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CRITICAL INCIDENT PLAN 
FIRST 24HOUR SHORT TERM TASKS 

 
Responsibilities and Procedures: 
 

1. Emergency Record  

Record information.  

• Nature of the incident.  

• Location of the incident, number and names of persons involved.  

• Name of the person reporting the incident.  

• Time incident reported.  

• Contact telephone number if away from school.  

Verify all details. 

• Confirm that the information given about the event is accurate.  

Record the incident.  

• Notify principal workplace coordinator.  

• Ensure emergency services have been called.  

• Notify the Department’s 24hour Emergency Communication Centre 

on (03) 9589 6266.  

 

2. Ensure students and staff are safe from harm or injury.  

• student Managers and Year Level Coordinators cordon off any ‘crisis’ 
area and keep students away from there 

• manage the grounds while staff are briefed and ensure media do not 
intrude 

• check corridors, toilets etc. for stray students - try to prevent students 
leaving on their own particularly if distressed 

• send all very stressed students to the Recovery area in the Library 

• ensure that students do not make hysterical calls out of school 

• ensure the school continues as normally as possible 

3. Establish Critical Incident Recovery Team.  

The composition of the Recovery Team will be:  

• the Principal  

• the Assistant Principals  

• a member of the teaching staff 

• a member of the Educational Support staff (first aid trained) 

• other support staff as appropriate 

• as necessary, psychologists, counsellors and DEECD personnel.  
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4. Allocate responsibilities.  

• emergency message register 

• emergency contact list 

• evacuation and assembly of staff and students 

• cordon off area of ‘crisis’ 

• establish a Support Team and Communications Centre to: 

o manage information and phone calls  
o coordinate media requests for information 
o provide information to parents arriving at school 
o coordinate routine school activities – maintain where practical 
o notify students, staff and ancillary about the emergency 
o notify parents first, then siblings in the school 
o establish a recovery room and supervisor for affected students 
o establish a waiting room for parents 
o inform students 
o inform School Council 
o inform School Community by newsletter 
o monitor School Community’s reactions 
o liaise with outside agencies and emergency services 
o brief key personnel and review responses 

4.1. Recovery Room(s).  

Set Up Recovery Room 

• set up Library, and if necessary the Staffroom 

• empty adjoining rooms if possible and relocate to other rooms 

• screen windows 

• have available pens, textas, paper, scissors, envelopes, tissues 

Appoint Recovery Room Supervisors 

• First aid staff 

Recovery Room Supervisors’ Responsibilities 

• keep calm 

• monitor students for shock reactions, provide first aid if 
necessary 

• encourage students to gather in small friendship groups rather 
than bigger ones 

• keep a list of students attending the recovery room 

• give the students a task to undertake such as making a card or 
writing a letter 

• contact parents of students who remain in the recovery room 
and alert them to possible concerns 
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5. Informing Staff.  

• provide teachers and ancillary staff with a brief outline of the incident 

• Restate to ensure that staff understand and it sinks in 

• outline recovery management arrangements 

• discuss procedures to be followed by staff during the day 

• discuss the general procedures that Critical Incident Team will be following  

• discuss guidelines for informing students and ways of answering questions 
from them 

• give staff time to discuss this among themselves 

• provide a brief factual outline to others in the community on a need to 
know basis 

• inform staff as soon as possible about a serious emergency involving death 
or injury which occurs after hours, on the weekend or during the school 
holidays 

• inform staff as soon as possible about arrangements for holding a brief 
meeting before informing students at the start of the next school day 

• review with staff afterwards any issues and needs 

• provide staff with contact numbers for counselling or support services for 
themselves 

6. Informing Students.  

Principal or senior staff 

• contact the bereaved family or police to ascertain what information may be released 
within the school 

• prepare a written factual statement, without graphic detail, for use as a reference by 
teachers when discussing the incident with students 

• determine whether to tell students about the incident at a whole school assembly, by 
year levels or individual classes, depending on the nature of the incident 

• discuss with teachers who feel uncomfortable raising the event with students and 
arrange for support from another teacher or a member of the recovery team 

• identify staff who may be too distraught to take classes and arrange replacements 

• inform students soon after briefing staff 

• ask teachers to mark a roll to identify who has been informed and who has not 

Teachers  

• provide a factual account of the incident at the beginning of the first class in a way 
that ensures all students hears the same information 

• limit speculation and rumours 

• inform students about arrangements of counselling and recovery rooms 

• inform students about arrangements for services, and appropriate ways to express 
condolences 

• outline the arrangements for the day 

Notifying close friends 
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• notify close friends especially girlfriends and boyfriends prior to making an 
announcement to other students 

• take these students aside when they arrive at school and inform them privately 

• consider contacting their parents 

• prior to the start of the day 

• ensure individual attention is given to intimate friends who are likely to have special 
needs beyond those of other students 

7. Communication Centre.  

Organise the following to be on hand:  

• Telephone – dedicated line in case of jamming by incoming calls.  

• Telephone message, if necessary.  

• Message records.  

• Phone lists.  

• Rolls.  

• Excursion lists.  

• Timetable.  

• Maps. 

• Computer and printer.  

• Photocopier.  

• Displan instructions.  

 

8. Media Coverage.  

• nominate a media coordinator, prepare the School Council President and Principal to 
provide on camera interviews 

• contact the Department Media Unit on 9637 2871 or 9264 5821  

• prepare a three paragraph report: 

o briefly outline the facts 
o outline what the school has done to assist those affected 
o outline support and recovery arrangements 
o include a name and contact number for the school media coordinator 

• liaise with the family about any statements made to media 

• exclude discussion of policy matters, limit comment to the emergency and the school 
response 

• set rules for persistent media 

• keep a record of media enquiries 

• offer scheduled interviews in return for media commitment not to seek uninvited 
access to staff, students, parents 

• negotiate accepted areas for filming e.g. school/church boundary and not within 
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• check that information provided does not conflict with court requirements or police 
proceedings 

• anticipate renewed interest arising from anniversaries, court proceedings 

 

9. Long Term Actions.  

• monitor and support members of the school community, particularly on significant 
dates such as anniversaries 

• consider longer term intervention activities such as counselling or specialist support 

• consider establishing an area within the school as a place of remembrance 

• reconvene key people at regular intervals to review the school response and 
effectiveness of planning arrangements 

• review the school emergency management plan in light of experience gained 

• consider a ritual of marking significant dates 

• prepare for legal proceedings if necessary 

• remove students name from the roll if deceased 

• consider article in school magazine 

10. Reference:  

The Department’s Managing School Emergencies - Minimising the impact of trauma on staff 
and students 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

http://www.eduweb.vic.gov.au/edulibrary/public/emerman/manageschlemerg.pdf#http://www.eduweb.vic.gov.au/edulibrary/public/emerman/manageschlemerg.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/emerman/manageschlemerg.pdf#http://www.eduweb.vic.gov.au/edulibrary/public/emerman/manageschlemerg.pdf
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MOBILE PHONES Policy – STUDENT USE  

PURPOSE 

To explain to our school community the Department’s and Roxburgh College’s policy 
requirements and expectations relating to students using mobile phones* during school 
hours**.   
 
*For the purpose of this policy, “mobile phone” refers to mobile phones and any device that 
may connect to or have a similar functionality to a mobile phone such as smart watches 
** School hours are between 8:30am to 4:30pm Monday to Friday. Please note that these 
are the normal school office hours. 
 

SCOPE 
This policy applies to: 
 
All students at Roxburgh College in relation to students’ personal mobile phones brought 
onto school premises during school hours, including recess and lunchtime. 

 

DEFINITIONS 
A mobile phone is a telephone with access to a cellular (telecommunication) system, with or 
without a physical connection to a network.   

POLICY 
Roxburgh College understands that students may at times have the need to bring a personal 
mobile phone to school, particularly if they are travelling independently to and from school. 
At Roxburgh College: 

• Students are not permitted to carry their mobile phones on them during school hours. 

• Students who choose to bring mobile phones to school MUST have them SWITCHED 
OFF and are responsible for the phone’s secure storage during school hours.  

• Exceptions to this policy may be applied if certain special conditions are met (see 
below for further information) 

• When emergencies occur, parents or carers should reach their child by calling the 
school’s administration office on 99308100. 

• In the event of an emergency, the school will make contact with the parent/carer 

through the nominated parent/carer contact details. Parents must ensure that all 

contact details are correct and updated when necessary. 

Personal mobile phone use  
 
In accordance with the Department’s Mobile Phones Policy issued by the Minister for 
Education, personal mobile phones MUST NOT be used at Roxburgh College during school 
hours.  
This  includes lunchtime, recess and study periods.  
Where a student has been granted a special exception through application to School Council, 
the student can only use their mobile phone for the purpose for which the exception was 
grated. 
 

https://www.education.vic.gov.au/school/principals/spag/safety/Pages/mobilephones.aspx
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Secure storage 
 
Students are encouraged not to bring a mobile phone to school unless a special exemption 
has been granted. 
Please note that students and their parents/carers are encouraged to obtain appropriate 
insurance for valuable items as Roxburgh College does not have accident insurance for 
accidental property damage or theft. Mobile phones and other devices owned by students at 
Roxburgh College are considered valuable items and if brought to school it is at the owner’s 
(student’s or parent/carer’s) risk and responsibility.    

Where students bring a mobile phone to school, Roxburgh College will provide secure 
storage. Secure storage is storage that cannot be readily accessed by those without specific 
permission to do so.  

At Roxburgh College students are required to store their phones in their lockers. Students are 
not permitted to share their locker with other students and are strongly encouraged to keep 
their locker code secure at all times.  

In the event that a student does not have access to a locker, students must hand in their 
mobile phone to the school’s administration office for secure storage. 

Enforcement 
 
Students who use their personal mobile phones inappropriately during the school day at 
Roxburgh College will be issued with consequences consistent with our school’s existing 
student engagement polices: Student Code of Conduct and Bullying policies. 
At Roxburgh College inappropriate use of mobile phones is any use during school hours, 
unless a special exception has been granted, and particularly use of a mobile phone: 

• in any way that disrupts the learning of others  

• to send inappropriate, harassing or threatening messages or phone calls 

• to engage in inappropriate social media use including cyber bullying 

• to capture video or images of people, including students, teachers and members of 

the school community without their permission 

• to capture video or images in the school toilets, changing rooms, swimming pools and 

gyms 

• during exams and assessments 

• carrying a mobile phone on their person during school hours 

Students caught using a mobile phone during school hours will be required to hand the mobile 
phone in to the supervising teacher. The mobile phone will be placed in secure storage until 
it can be collected by the student’s parent/carer. 
 
Exceptions  

Exceptions to the policy: 

• may be applied during school hours if certain conditions are met, specifically, 
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o Health and wellbeing-related exceptions; and 
o Exceptions related to managing risk when students are offsite. 

• can be granted by School Council and the principal, in accordance with the 
Department’s Mobile Phones Policy.  

• All applications must be made at the beginning of the school year and all relevant 
supporting documentation must be provided. 

The three categories of exceptions allowed under the Department’s Mobile Phones Policy 
are: 

1. Learning-related exceptions 

Specific exception School Documentation 

For students for whom a reasonable 
adjustment to a learning program is needed 
because of a disability or learning difficulty. A 
mobile device such as an ipad will be 
encouraged over a mobile phone 

Individual Learning Plan, Individual 
Education Plan 

 

2. Health and wellbeing-related exceptions 

Specific exception School Documentation 

Students with a health condition 

An application must be lodged with the school 
at the start of the year with appropriate 
supporting medical documentation. 

The school reserves the right not to approve an 
application. 

Student Health Support Plan. 

Students will be allowed access to their 
mobile phone at the appropriate times 

Students who are Young Carers 

An application must be lodged with the school 
at the start of the year with appropriate 
supporting medical documentation. 

The school reserves the right not to approve an 
application. 

A localised student record 

Students will be allowed access to their 
mobile phone at the appropriate times. 

 

3. Exceptions related to managing risk when students are offsite 

Specific exception Documentation 

Travelling to and from excursions on Public 
Transport 

Risk assessment planning 
documentation 

Students on excursions and camps Risk assessment planning 
documentation 

https://www.education.vic.gov.au/school/principals/spag/safety/Pages/mobilephones.aspx
https://www.education.vic.gov.au/school/principals/spag/safety/Pages/mobilephones.aspx
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When students are offsite (not on school 
grounds) and unsupervised with parental 
permission 

Risk assessment planning 
documentation 

Students with a dual enrolment or who need to 
undertake intercampus travel 

Risk assessment planning 
documentation 

 

Where an exception is granted, the student can only use the mobile phone for the specific 
purpose for which it is granted and within an agreed designated time.  

Camps, excursions and extracurricular activities 

 Roxburgh College will provide students and their parents and carers with information about 
items that can or cannot be brought to camps, excursions, special activities and events, 
including personal mobile phones. 

 

Exclusions 

This policy does not apply to  

• Out-of-school-hours events 

• Travelling to and from school 

• iPads and laptops 

• Students undertaking workplace learning activities, e.g. work experience 

 

RELATED POLICIES AND RESOURCES  

• Mobile Phones – Department Policy 
• Ban, Search and Seize Harmful Items  
• Personal Goods – Department policy  
• Roxburgh College Student Code of Conduct 
• Roxburgh College Bullying Policy 

 

REVIEW PERIOD  
This policy was last updated on October 2019 and is scheduled for review in March 2021. 

 
 
 
 
 

 
 
 

https://www.education.vic.gov.au/school/principals/spag/safety/Pages/mobilephones.aspx
https://www.education.vic.gov.au/school/principals/spag/safety/Pages/property.aspx
https://www.education.vic.gov.au/school/principals/spag/governance/pages/personalgoods.aspx
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PHOPTOGRAPHING, FILMING AND RECORDING STUDENTS 
POLICY 

PURPOSE 

To explain to parents/carers how Roxburgh College will collect, use and disclose photographs, 
video and recordings of students, how parent/carer consent can be provided and how it can 
be withdrawn. 

SCOPE 

This policy applies to the general collection, use and disclosure of photographs, video and 
recordings (images) of students. It does not cover the use of Closed Circuit Television (CCTV). 
The use of CCTV is covered in our school’s CCTV policy. [Delete if your school does not have 
CCTV] 

POLICY 

This policy outlines the practices that Roxburgh College has in place for the collection, use 
and disclosure of images of students to ensure compliance with the Privacy and Data 
Protection Act 2014 (Vic). It also explains the circumstances in which Roxburgh College will 
seek parent/carer consent and how consent can be provided and/or withdrawn.   

As a general rule, use relates to images which are shared and distributed only within the 
school for school purposes (i.e. ID photos, Compass), whilst disclosure is used for images 
which are shared and distributed outside of the school staff and are available to other 
students, parents/carers and the wider school community. 

Roxburgh College will ensure that parents/carers are notified upon enrolment and at the 
commencement of each school year of the ways in which our school may use images of 
students. There are many occasions during the school year where staff photograph, film or 
record students participating in school activities or events, for example : classroom activities, 
sports events, concerts, excursions, camps etc]. We do this for many reasons including to: eg 
to celebrate student participation and achievement, showcase particular learning programs, 
document a student’s learning journey/camps/excursions/sports events, communicate with 
our parents/carers and school community in newsletters and on classroom blogs/apps/insert 
etc].  

Roxburgh College will use student images reasonably, appropriately and sensitively, 
consistent with our obligations under the Child Safe Standards and our school’s Child Safety 
standards. If at any time a parent/carer or student has a concern about the use of any images 
they should contact Nicole Hart on 03 99308100. 

In addition to the processes outlined below, parents/carers can contact Nicole Hart in writing 
by sending an email to Nicole.hart@education.vic.gov.au.  at any time to withdraw their 
consent for any future collection, use or disclosure of images of their child. However: 

mailto:Nicole.hart@education.vic.gov.au
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• if the images have already been published and are in the public domain, it may not be 

possible for consent to be withdrawn.  

• There may be occasions when the school will record whole of school or large group 

events [and make those recordings available to the school community through DVD 

sales etc], such as, eg the school concert, speech nights, sports events etc and if your 

child participates, they may appear in these recordings which will be available to the 

whole school community.  

• The school can still collect, use and disclose images in circumstances where consent is 

not required (see below for more information).  

Official school photographs 

Each year Roxburgh College will arrange for a professional photographer to take official 
school photographs of students. This will generally involve both class photos and individual 
photos being taken.  

Official school photographs may be: 

• purchased by parents/carers 

• used for school identification cards 

• stored on CASES21 for educational and administrative purposes. 

Roxburgh College will notify parents/carers in advance of the official school photographs 
being taken to give them an opportunity to decide whether their child will be included in the 
official school photographs.   

Parents/carers who choose to opt-out of having their child participate in official school 
photographs must contact Nicole Hart on 03 99308100 before the date photos are scheduled 
to be taken to advise that their child will not participate. There is no obligation on any parent 
or carer to purchase any photographs taken.   

Images for use and disclosure within the school community and ordinary school 
communications 

From time to time Roxburgh College may photograph, film or record students to use within 
the school community, including: 

• in the school’s communication, learning and teaching tools (for example, emails, 
classroom blogs or apps that can only be accessed by students, parents or school staff 
with passwords eg Compass, Class Dojo etc) 

• for display in school classrooms, on noticeboards etc 

• in the school’s newsletter  

• to support student’s health and wellbeing (eg photographs of pencil grip to assist in 
OT assessments) 

• other  

Images to be used or disclosed outside the school community 
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External use or disclosure by the school 

Photographs, video or recordings of students may also be used in publications that are 
accessible to the public, including:   

• on the school’s website [including in the school newsletter which is publicly available 

on the website  

• on the school’s social media accounts  

• in the school magazine  

The Annual Consent Form and Collection Notice also covers these types of uses and 

will be distributed to parents/carers on enrolment and also at the beginning of each 

school year. We will notify you individually if we are considering using any images of 

your child for specific advertising or promotional purposes. 

Media 

The media, or the Department of Education and Training’s media team, may seek to 
photograph, film or record students for a news story or school event. This may include 
broadcast media, online or social media or print media, including newspapers and magazine 
publications.  

When our school receives such requests Roxburgh College will: 

• provide parents/carers with information about the organisation involved and 

when/for what purposes the photography, filming or recording will occur 

• seek prior, express parent/carer consent in writing. 

Students will only be photographed, filmed or recorded by the media at school if express 
consent is provided for that specific media event. Neither the school nor the Department own 
or control any photographs, video or recordings of students taken by the media. 

[Please see the Resources tab of the Department’s Photographing, Filming and Recording 
Students Policy for a template specific event and media consent form] 

Other external collection, use or disclosure  

If there is a situation which will involve the collection, use or disclosure of images of students 
by or to third parties which is not otherwise covered by this policy, Roxburgh College will: 

• provide parents/carers with information about the event or activity, the organisation 

involved and when the photography, filming or recording will occur 

• seek prior, express parent/carer consent in writing. 

[Please see the Resources tab of the Department’s Photographing, Filming and Recording 
Students Policy for a template specific event and media consent form] 

School performances, sporting events and other school approved activities 

https://www2.education.vic.gov.au/pal/photographing-students/resources
https://www2.education.vic.gov.au/pal/photographing-students/resources
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 Roxburgh College permits parents/carers, students and invited guests to photograph, film 
or record school performances, sporting events and other school-approved activities.  

Neither the school nor the Department own or control any images of students taken by 
parents/carers, students or their invited guests at school activities. 

Images to manage student behaviour or fulfil our school’s legal obligations 

On occasion it may be necessary for school staff to photograph, film or record students when 
necessary to: 

• fulfil legal obligations, including to: 

o take reasonable steps to reduce the risk of reasonably foreseeable harm to 

students staff and visitors (duty of care) 

o provide a safe and suitable workplace (occupational health and safety law) 

• for identification purposes, when necessary to implement discipline and/or behaviour 

management policies. 

Roxburgh College does not require or obtain consent from parents/carers or students to 
photograph, film or record students for these reasons. However, when Roxburgh College 
photographs, films or records a student for any of these purposes, staff will only collect and 
use such images in a way that is reasonable and appropriate in the circumstances. 

Staff use of personal devices  

School staff may use their own personal devices to capture images of students for reasonable 
and legitimate educational purposes. Students must give their direct consent. If this occurs, 
staff are expected to upload the images to the school database and delete the images from 
their device within a week of the images being captured.  

• Included in staff induction processes and staff training 

• Included in staff handbook/manual 

• Discussed at staff briefings/meetings, as required  

• Included in transition and enrolment packs 

• Discussed at parent information nights/sessions 

• Hard copy available from school administration upon request 

 

FURTHER INFORMATION AND RESOURCES 

the Department’s Policy and Advisory Library: Photographing, Filming and Recording 
Students 

 
 

 

https://www2.education.vic.gov.au/pal/photographing-students/policy
https://www2.education.vic.gov.au/pal/photographing-students/policy
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Roxburgh College Uniform Policy 
 
Rationale: 
Roxburgh College School Council believes that a uniform for students will assist in promoting: 

• A sense of pride in students, both individual and collective; 

• Identification of students with the College; 

• A positive image of the College within the local and broader community; 

• Enhanced self-esteem in students, as it reduces the competitive nature of dress; and 

• Easy identification and efficient supervision of students both in the College grounds 

and when on excursions. 

Consequently, the expectation is that students will be in full and correct uniform at all times 
including on the way to and from school and when attending excursions. 
General uniform expectations: 
 

• Students need to appear neat and tidy when wearing the school uniform 

• Only official school uniform items can be worn to school, this includes caps and 

beanies. 

• All types of Hoodies are banned and cannot be worn to school 

• Students are not permitted to wear leggings, tracksuit pants or any other casual pants, 

including modified official school uniform in place of the school trousers 

• Head scarves must be plain and in school colours – black, white or maroon only 

• Neck scarves must be plain black, white or maroon only 

• Bandanas are not permitted school wear 

• Jewellery is not encouraged, but if worn must be deemed safe and discreet.   

Note that any jewellery that poses health and safety concerns must be removed this 
is particularly relevant for technology and practical classes 

• Senior school students who attend school in non-uniform items will be sent home to 

change.  

Other students out of uniform, without a valid reason, will be sent home once parent 
contact has been made. 
If there is a valid reason for students to be out of uniform they must present a parent 
signed note to the coordinators in the morning before classes to receive a school 
uniform pass for the day.  
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Uniform Guidelines: 
 
All students are required to carry the official Roxburgh College school bag.  
The College does not specify defined summer & winter uniform times but expects students 
to wear school uniform items appropriate to the weather. 
 

Middle School (Years 7 to 9) 

Girls Uniform Boys Uniform 

Summer uniform: 

• School Summer dress 

• School tailored black shorts 

• Short sleeve school shirt 

• Approved black leather school shoes 

• School tie (optional) 

• Maroon School jumper 

• School jacket 
 
Winter uniform: 

• School skirt 

• School tailored black trousers 

• Long sleeve school shirt 

• School tie (optional) 

• Approved black leather school schools 

• Maroon School jumper 

• School jacket 

Summer uniform 

• College trousers 

• School tailored black shorts 

• Short sleeve school shirt 

• Approved black leather school shoes 

• School tie (optional) 

• Maroon School jumper 

• School jacket 
 
Winter uniform: 

• College trousers 

• Long sleeve school shirt 

• Approved black leather school shoes 

• School tie (optional) 

• Maroon School jumper 

• School jacket 
 

Senior School (Years 10 to 12) 

Girls Uniform Boys Uniform 

Summer uniform: 

• School Summer dress 

• School tailored black shorts 

• Short sleeve school shirt 

• Approved black leather school 
shoes 

• School tie (optional) 

• Black School jumper 

• School jacket 
 
Winter uniform: 

• School skirt 

• School tailored black trousers 

• Long sleeve school shirt 

• School tie (optional) 

• Approved black leather school 
schools 

• Black School jumper 

• School jacket 

Summer uniform 

• College trousers 

• School tailored black shorts 

• Short sleeve school shirt 

• Approved black leather school 
shoes 

• School tie (optional) 

• Black School jumper 

• School jacket 
 
Winter uniform: 

• College trousers 

• Long sleeve school shirt 

• Approved black leather school 
shoes 

• School tie (optional) 

• Black School jumper 

• School jacket 
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School Council approved School Uniform variations 
Year 12 students: 

• Black year 12 polo with students’ names on the back 

• Year 12 jacket 

Physical Education/Sport: 

• College PE polo shirt 

• College PE shorts 

• College PE track suit (pants & jacket) 

• Appropriate sport footwear  
Dance: 

• College approved dance top 

• College approved dance pants/shorts 

• Appropriate dance footwear 

Students are required to wear the correct PE & Sport/Dance uniform when participating in 
these subjects.  
This uniform is not to be worn at any other times including to and from school.   
Some activities may require students to wear a team uniform, this will be provided by the 
school. 

 
Trade Skills Centre uniform: 

• Roxburgh College black work/trade trousers 

• Approved black safety boots 

• Roxburgh College Fluoro polo 

 
The Trade Skills Centre uniform must be worn in all classes conducted in the Trade Skills 
Centre Due to Workplace Occupational Health and Safety requirements students will not be 
able to enter the Training Facility if they are not compliant with the correct trade uniform.   
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FIRST AID POLICY  
 
PURPOSE 

To ensure the school community understands our school’s approach to first aid for students. 

SCOPE 

First aid for anaphylaxis and asthma are provided for in our schools: 

• Anaphylaxis Policy 

• Asthma Policy  

POLICY 

From time to time Roxburgh College staff might need to administer first aid to students at 
school or school activities.   

Parents/carers should be aware that the goal of first aid is not to diagnose or treat a condition. 

Staffing  

The principal will ensure that Roxburgh College has sufficient staff with the appropriate levels 
of first aid training to meet the first aid needs of the school community. 

Roxburgh College’s trained first aid officers are: 

First aid kits 

Roxburgh College will maintain: 

• A major first aid kit that will be stored in the First Aid room.  

• At least 8 portable first aid kits that may be used for excursions X4 small, camps X2 
small, or yard duty X2 large. The portable first aid kits will be stored:  

o Foods, 

o Canteen 

o PE 

o Science 

o Year 7 coordinators office 

o First aid room 

• Natalie De Georgio will be responsible for maintaining all first aid kits. 
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Care for ill students 

Students who are unwell should not attend school.  

If a student becomes unwell during the school day they may be directed to the sick bay and 
monitored by staff. Depending on the nature of their symptoms, staff may contact 
parents/carers or an emergency contact person to ask them to collect the student.  

First aid management 

If there is a situation or incident which occurs at school or a school activity which requires 
first aid to be administered to a student: 

• Staff who have been trained in first aid will administer first aid in accordance with their 

training. In an emergency situation, other staff may assist in the administration of first aid 

within their level of competence. 

• In a medical emergency, staff may take emergency action and do not need to obtain 

parent/carer consent to do so. Staff may contact Triple Zero “000” for emergency medical 

services at any time. 

• Staff may also contact NURSE-ON-CALL (on 1300 60 60 24) in an emergency. NURSE-ON-CALL 

provides immediate, expert health advice from a registered nurse and is available 24 hours a 

day, 7 days a week. 

• If first aid is administered for a minor injury or condition, Roxburgh College will notify 

parents/carers by making a phone call to parents/carers. 

• If first aid is administered for a serious injury or condition, or in an emergency situation, school 

staff will attempt to contact parents/carers or emergency contacts as soon as reasonably 

practical.  

• If staff providing first aid determine that an emergency response is not required but that 

medical advice is needed, school staff will ask parents/carers, or an emergency contact 

person, to collect the student and recommend that advice is sought from a medical 

practitioner. 

• Whenever first aid treatment has been administered to a student Roxburgh College will: 

o record the incident on CASES21 

o if first aid was administered in a medical emergency, report the incident to the 

Department’s Security Services Unit on 03 9859 6266. 

In accordance with guidance from the Department of Education and Training, analgesics, 
including paracetamol and aspirin, will not be stored at school or provided as a standard first 
aid treatments. This is because they can mask signs of serious illness or injury.  
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HEALTH CARE NEEDS POLICY 
 

PURPOSE 
To ensure that Roxburgh College provides appropriate support to students with health care 
needs. 

OBJECTIVE 
To explain to Roxburgh College parents, carers, staff and students the processes and 
procedures in place to support students with health care needs at school. 

SCOPE 
This policy applies to: 

• all staff, including casual relief staff and volunteers 

• all students who have been diagnosed with a health care need that may require 

support, monitoring or medication at school.   

POLICY 
This policy should be read with Roxburgh College’s First Aid, Administration of Medication, 
Anaphylaxis and Asthma policies.  
 
Student health support planning 
 
In order to provide appropriate support to students at Roxburgh College who may need 
medical care or assistance, a Student Health Support Plan will be prepared in consultation 
with the student, their parents, carers and treating medical practitioners.  
Student Health Support plans help our school to assist students with: 

• routine health care support needs, such as supervision or provision of medication 

• personal care support needs, such as assistance with personal hygiene, continence 
care, eating and drinking, transfers and positioning, and use of health-related 
equipment 

• emergency care needs, such as predictable emergency first aid associated with 
asthma, seizure or diabetes management. 

Students with complex medical care needs, for example, tracheostomy care, seizure 
management or tube feeding, must have a Student Health Support Plan which provides for 
appropriate staff to undertake specific training to meet the student’s particular needs.  

At enrolment or when a health care need is identified, parents/carers should provide accurate 
information about the student’s condition or health care needs, ideally documented by the 
student’s treating medical/health care practitioner on a Medical Advice Form (or relevant 
equivalent) 

Roxburgh College may invite parents and carers to attend a Student Support Group meeting 
to discuss the contents of a student’s Health Support Plan and assistance that the student 
may need at school or during school activities.  

Where necessary, Roxburgh College may also request consent from parents and carers to 
consult with a student’s medical practitioners, to assist in preparing the plan and ensure 
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that appropriate staff understand the student’s needs. Consultation with the student’s 
medical practitioner will not occur without parent/carer consent unless required or 
authorised by law.  

Student Health Support Plans will be reviewed: 

• when updated information is received from the student’s medical practitioner  
• when the school, student or parents and carers have concerns with the support being 

provided to the student 
• if there are changes to the support being provided to the student, or  
• on an annual basis.  

Management of confidential medical information  
 
Confidential medical information provided to Roxburgh College to support a student will be:  

• recorded on the student’s file 

• shared with all relevant staff so that they are able to properly support students diagnosed 

with medical conditions and respond appropriately if necessary.  
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GUIDELINES AND CONDITIONS OF ACCEPTABLE USE POLICY 
PROCEDURES FOR THE SCHOOL’S INTERNET AND MOBILE 

DEVICES 
 

1. POLICY STATEMENT: 

The internet, combined with the college’s mobile devices program, offers huge potential benefits 
for teaching and learning.  It offers wonderful opportunities for students and teachers to 
contribute to the world community on the web. Blogs, social networking spaces such as Face 
book and instant messaging tools such as MS Messenger are now part of students' and staff 'life 
on the web'.   

Students and teachers can: 

• explore the world online  

• visit museums and libraries around the world  

• access rich information resources to support research and investigations  

• communicate and collaborate with people all over the world  

• publish to the web 

Roxburgh College has an important role in preparing students for these 'online communities', 
even though students and teachers may not access some online communities at school (e.g. 
Facebook).  

Before our students start to use school provided devices to explore the Internet, it's crucial to 
make sure everyone understands what they should and shouldn't be doing online. 

Behaving safely online means: 

• protecting their own privacy and personal information (we used to call it 'stranger 
danger')  

• selecting appropriate spaces to work and contribute  

• protecting the privacy of others (this can be sharing personal information or images)  

• being proactive in letting someone know if something is 'not quite right' - at home this 
would be a parent or guardian, at school a teacher 

These principles of safety and responsibility are not specific for the web but certainly apply to the 
use of internet at school. Just as in the real world, the virtual world of the internet involves some 
risks. Roxburgh College has developed proactive strategies that help to minimise these risks to 
our students. 
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2. GUIDELINES: 

2.1 Use of the school’s devices and/or network to access the Internet and Internet services, 
including electronic mail and the World Wide Web, will be governed by an Acceptable Use 
Procedures (AUP) for the Internet and mobile devices. 

2.2 The Acceptable Use Procedures (AUP) is intended to encourage responsible maintenance 
and use of devices and to reflect a respect for the ability of its adherents to exercise good 
judgment. 

2.3 Release of devices to students and independent student use of the internet at school will 
only be permitted where students and their parents/carers provide written 
acknowledgement that students agree to act in accordance with the conditions of loan 
and standards of conduct established in the Acceptable Use Procedures (see appendix A). 

2.4 While we do not ask staff sign a written agreement the Guidelines do apply to them, staff 
should also be familiar with the DET Acceptable Use Policy which can be found at DET 
Acceptable Use Policies 

2.5 Students and staff can expect sanctions if they act irresponsibly and disregard their 
obligations to other users and the school as the provider of their Internet access. 

2.6 Students and staff must not use their loaned mobile device or the school network in 
breach of a law or to commit an offence. 

3. PROGRAM: 

3.1.1 The use of the school's network is subject to the Acceptable Use Procedures (see appendix 
A).  Briefly this means that the school’s network can be used only by staff, students and 
associated individuals (e.g. visiting teachers) and only for, or in connection with the 
educational or administrative functions of the school. 

3.1.2 The Acceptable Use Procedures (AUP) is intended to operate within and be consistent 
with existing school policies and procedures in areas such as: 

• Anti-bullying (including cyber-bullying) and Anti-harassment 

• Student Welfare   

3.2.1 Responsibility and accountability for network security is the shared responsibility of all 
network users. It is the responsibility of staff and students to protect his/her password 
and not divulge it to another person. If a student or staff member knows or suspects 
his/her account has been used by another person, the account holder must notify a 
teacher or the administration as appropriate, immediately. 

3.2.2  All messages created, sent or retrieved on the school’s network are the property of the 
school, and should be considered public information. Roxburgh College reserves the right 
to access and monitor all messages and files on the computer system as deemed 
necessary and appropriate.  Internet messages are public communication and are not 

http://www.education.vic.gov.au/school/principals/infrastructure/Pages/acceptableuse.aspx
http://www.education.vic.gov.au/school/principals/infrastructure/Pages/acceptableuse.aspx
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private.  All communications including text and images can be disclosed to law 
enforcement and other third parties without prior consent from the sender. 

3.3 Independent student use of the internet on the school’s network will only be permitted 
where students and their parents/carers provide written acknowledgement that students 
agree to act in accordance with the standards of conduct established in this policy 
document and as set-out in the Acceptable Use Procedures (AUP). 

3.4.1 For breeches of the Acceptable Use Procedures students and staff can face a number of 
consequences depending on the severity of the breech and the context of the situation. 
More than one consequence may apply for a given offence. Serious or repeated offences 
will result in stronger penalties: 

 

  For Students 

• removal of network access privileges 

• removal of email privileges 

• removal of internet access privileges 

• removal of printing privileges 

• paying to replace damaged equipment 

• other consequences as outlined in the school’s discipline policy 

For Staff 

• Non-compliance will be regarded as a serious matter and appropriate action, 
including termination of employment may be taken. 

3.4.2 Bullying and harassment of any kind is prohibited.  No messages with derogatory or 
inflammatory remarks about an individual or group’s race’ religion, national origin, 
physical attributes, or sexual preference will be transmitted.  Violations of any guidelines 
listed above may result in disciplinary action. 

3.5 While the Internet may be largely a self-regulated environment, the general principles of 
law and community standards still apply to communication and publishing via the 
Internet. In addition to school penalties, there are legal sanctions for improper use of the 
Internet. 

4 LINKS AND APPENDICES (including processes related to this policy) 

The Key Link connected with this policy is: 

• DET Using Technology to Support Teaching  

 

Part A – Agreement to be signed by the student and parent 

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


 

 291 

Roxburgh College ICT ACCEPTABLE USE AGREEMENT 

Roxburgh College believes the teaching of cyber safety and responsible online behaviour is 
essential in the lives of students and is best taught in partnership between home and school. 
21st century students spend increasing amounts of time online, learning and collaborating. To be 
safe online and to gain the greatest benefit from the opportunities provided through an online 
environment, students need to do the right thing by themselves and others online, particularly 
when no one is watching. Safe and responsible behaviour is explicitly taught at our school and 
parents/carers are requested to reinforce this behaviour at home. 
Some online activities are illegal and as such will be reported to police. 
 
 
Part A - School support for the safe and responsible use of digital technologies 

 

Roxburgh College uses the internet and digital technologies as teaching and 
learning tools. We see the internet and digital technologies as valuable resources, but 
acknowledge they must be used responsibly. 
Your child has been asked to agree to use the internet and mobile technologies responsibly at 
school. Parents/carers should be aware that the nature of the internet is such that full protection 
from inappropriate content can never be guaranteed. 
At Roxburgh College we: 
• have policies in place that outline the values of the school and expected behaviours when 
students 
use digital technology and the internet 
• provide a filtered internet service 
• provide access to the Department of Education and Early Childhood Development’s search 
engine 
Connect  
• provide supervision and direction in online activities and when using digital technologies for 
learning 
• support students in developing digital literacy skills 
• have a cyber-safety program at the school which is reinforced across the school 
• use mobile technologies for educational purposes (e.g. podcasts or photos from excursions) 
• provide support to parents/carers to understand this agreement (e.g. language support) 
• provide support to parents/carers through information evenings and through the document 
attached to this agreement for parent to keep at home 
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DISCIPLINE  
 
Behavioural Management Policy & Procedures  
 
An Outline of how the School communicates these Policies & 
Procedures to the School Community and the Policy’s   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



 

 293 

 

STUDENT BEHAVIOUR MANAGEMENT POLICY  

 
POLICY STATEMENT:    

 
The Charter of Human Rights and Responsibilities Act (2006) outline a vision of human 

rights for all Victorians. The charter affirms that all people are born free and equal in 

dignity and rights. While the charter demands equality for all, it also emphasises the 

value of difference. The charter requires public authorities, including government schools 

and their employees to act compatibly with human rights and to consider them when 

making decisions and delivering services. The Act (2006) prohibits the use of corporal 

punishment in any Victorian school. We do not permit corporal punishment at Roxburgh 

College. 

RATIONALE: 
 
Positive and responsible student behaviour is essential to the smooth running of the 
school, to the achievement of optimal learning opportunities and to the development of 
a supportive and cooperative school environment. 
 
AIMS: 
 

12. To build a school environment based on positive behaviour, mutual respect and 
cooperation 

13. To manage poor behaviour in a positive and professional manner. 
14. To establish well understood and logical consequences for student behaviour. 

 
 

IMPLEMENTATION: 

18. The Student Discipline Policy will fall within Government guidelines  
19. The ethos of our school is to enhance positive behaviour and respect for others.    
20. Children are encouraged to learn to accept responsibility for their own behaviour. 
21. Positive student behaviour and achievement will be appropriately recognised. 
22. We will provide a wide range of positive extra-curricula activities for students including 

sporting,   theatrical, leadership, community service and appropriate leisure 
pursuits. 

23. All staff will undertake professional development on student behaviour and discipline 
management. 

24. The school curriculum will include units on resilience, peer pressure, positive choices, 
bullying, conflict resolution and leadership. 

25. Staff will teach and encourage children to communicate their needs and wishes to each 
other and their teachers and to negotiate these whenever possible. 

26. Classroom and school rules will be discussed at the commencement of the school year 
within the classroom and specialist areas. 
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27. Students experiencing difficulty achieving positive behavioural outcomes will 
undertake individualised behaviour management programs focussing upon agreed 
goals. 

28. Consequences for ongoing inappropriate behaviour will involve a graded series of 
sanctions including counselling, withdrawal, and loss of privileges or suspension. 

29. Parents will be kept informed and actively encouraged to assist in the development of 
their children’s behavioural performance. 

30. Parents will be made aware of school rules. 
31. Staff members will be kept abreast of current trends in discipline and welfare issues. 
 
 
SCHOOL PROGRAM: 
 
13. All school discipline shall be carried out within the DET Student Engagement Guidelines 

(Effective Schools are Engaging schools: Student Engagement Policy Guidelines.) 
 

18. The Discipline and Welfare committee will be responsible for drawing up a statement of 
‘Rights & responsibilities’ & School rules and procedures.” 

 
13. A coordinated program of discipline and welfare will be established, adopting a whole 

school approach that focuses on prevention and early intervention. The student 
welfare coordinator and Discipline & Welfare Committee will responsible for 
coordination of the Discipline/Welfare Program.  

 
THE PRINCIPAL’S ROLE: 
 

The principal will: 

13. Be responsible for providing the financial and human resources for welfare and 
discipline support. 

14. Ensure details of school rules are published and well-circulated throughout the school 
community. 

15. Ensure staff are encouraged to attend professional learning relevant to discipline and 
welfare issues and report back to the whole staff. 

  
LINKS & APPENDICES    (including    processes    related    to    this    policy)     

 
  Links connected    to    this    policy:     

 
20. http://www.education.vic.gov.au/healthwellbeing/wellbeing/engagement/default.htm 

  

21. http://www.education.vic.gov.au/healthwellbeing/safety/default.htm   

22. http://www.education.vic.gov.au/healthwellbeing/safety/bullying/default.htm   

23. http://www.education.vic.gov.au/healthwellbeing/safety/bullying/policy.htm   
 
 
 

http://www.education.vic.gov.au/healthwellbeing/wellbeing/engagement/default.htm
http://www.education.vic.gov.au/healthwellbeing/safety/default.htm
http://www.education.vic.gov.au/healthwellbeing/safety/bullying/default.htm
http://www.education.vic.gov.au/healthwellbeing/safety/bullying/policy.htm
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EVALUATION: 
 
This policy will be reviewed annually or more often if necessary due to changes in 
regulations or circumstances. 
 

This policy was last ratified by School Council on: April 2017. 

 

This policy will be reviewed: April 2018.  
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Departmental Documents on Suspension and Expulsion 

If the principal of a Victorian government school needs advice and assistance on how to 
proceed with the suspension or expulsion in these circumstances, it is strongly 
recommended that they contact the Department’s Legal Division on (03) 9637 3146 or via 
email on legal.services@edumail.vic.gov.au 

In-school discipline 

Graded in-school disciplinary measures can be used to respond to a range of challenging 
student behaviour and may be modified to suit particular circumstances as needed. Whilst 
these measures take place on school premises they may occur outside school hours.  

As with all forms of discipline, graded in-school disciplinary measures should be clearly set 
out in and aligned with the school’s student engagement policy and expectations around 
behaviour and should be used in a way that is proportionate to the behaviour being 
addressed.  

Withdrawal of privileges 

Schools can withdraw student privileges as a consequence of breaching classroom or school 
behavioural standards. The specific privileges that are withdrawn will vary between schools 
and even students at the same school; however they may include things such as 
representing the school at inter-school sports or attendance at a school event. 

When withdrawing privileges as a disciplinary measure, schools should ensure that: 

• The withdrawal is time-limited  
• The reasons for and period of the withdrawal is clearly communicated to the 

student  
• The student is made aware of the behaviour standards expected in order for the 

privileges to be reinstated 
• Consideration is given to the impact on the student's engagement (i.e. where the 

withdrawal of a privilege may contribute to a student’s risk of disengaging from 
school, strategies are put in place to maintain student engagement during the 
withdrawal). 

Withdrawal from class 

If a student’s behaviour significantly interferes with the rights of other students to learn or 
the capacity of a teacher to teach a class or where there is possibility of harm to others, that 
student may be temporarily removed from regular classroom activities. In more serious 
cases the student may be required to leave the classroom for a specified period of time. 
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Schools have a duty of care to ensure that students are supervised at all times, including 
when they are removed from a class. Where appropriate, parents and carers should be 
informed of such withdrawals. 

Withdrawal from class does not constitute formal school exclusion such as suspension 
(including in-school suspension) or expulsion. 

Detention 

Detention is an appropriate response for a wide range of less serious classroom and school 
behaviour breaches. Detention can effectively reinforce to students the importance of 
maintaining appropriate behaviour standards.  

During detention teachers may instruct a student to finish school work which has not been 
completed in regular classroom time as a result of the behaviour, new work or other duties. 
No more than half the time allocated for any recess may be used for this. Where students 
are required to undertake detention after school hours, the time should not exceed forty-
five minutes.  

Where the decision is made that an after-school detention is appropriate, the principal 
should ensure that parents or carers are informed at least one day before the detention. 
Where family circumstances are such that an after-school detention would create undue 
hardship, schools may choose to negotiate alternative disciplinary measures with the parent 
or carer. Examples include where students regularly supervise younger siblings in the 
absence of parents or carers. Schools are permitted to detain students but are encouraged 
to take into account family circumstances and negotiate with parents and carers as 
appropriate. 

Exclusion from school 

In some instances it may be appropriate to suspend or expel a student who consistently 
compromises the safety and order of the school in order to protect the learning 
environment for remaining students and continue with effective teaching.  

Suspension and expulsion are serious disciplinary measures and are best reserved for 
incidents when other measures have not produced a satisfactory response or where there is 
an immediate threat to another person and immediate action is required. 

Suspension 

Suspension is the process of excluding a student from the standard instruction or 
educational opportunities being provided to other students at the school for part of a day, a 
full day, or multiple days.  

Suspension is a serious disciplinary measure and is best reserved for incidents when other 
measures have not produced a satisfactory response. The procedures for suspension are set 
out in Ministerial Order 625 and detailed further in this guidance. 
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To access a summary of procedural requirements, see: Suspension Process Flowchart 

To meet the suspension process requirements you may also wish to use the suspension 
checklist, see: Suspension Process Checklist 

GROUNDS FOR SUSPENSION 

In order for suspension to be an option, the following conditions must be in place: 

The student’s behaviour must have occurred: 

• whilst attending school; 
• or travelling to or from school; 
• or while engaged in any school activity away from the school; 
• or travelling to or from any school activity. 

The student’s behaviour must meet one or more of the following conditions:  

a) behaves in such a way as to pose a danger, whether actual, perceived or threatened, to 
the health, safety or wellbeing of any person; 

b) causes significant damage to or destruction of property; 

c) commits or attempts to commit or is knowingly involved in the theft of property; 

d) possesses, uses or sells or deliberately assists another person to possess, use or sell illicit 
substances or weapons; 

e) fails to comply with any clear and reasonable instruction of a staff member  so as to pose 
a danger, whether actual, perceived or threatened, to the health, safety or wellbeing of any 
person; 

f) consistently engages in behaviour that vilifies, defames, degrades or humiliates another 
person based on age; breastfeeding; gender; identity; impairment; industrial activity; lawful 
sexual activity; marital status; parent/carer status or status as a carer; physical features; 
political belief or activity; pregnancy; race; religious belief or activity; sex; sexual 
orientation; personal association (whether as a relative or otherwise) with a person who is 
identified by reference to any of the above attributes; 

g) consistently behaves in an unproductive manner that interferes with the wellbeing, safety 
or educational opportunities of any other student. 

Please note: For incidents between students that occur outside of school hours or in 
locations other than those listed above, a suspension cannot be used as a response. The 
impact of cyberbullying (and other behaviours) outside of school hours/off school premises 
on schools is acknowledged, however, if the behaviour occurs solely outside of school 
hours/grounds suspension is not an available recourse. If incidents outside of school hours 

https://edugate.eduweb.vic.gov.au/collaboration/attendanceengagementparentbehaviour/suspexp/Suspension%20and%20expulsion%20resources/Process%20Flowchart%20-%20Suspension.pdf
https://edugate.eduweb.vic.gov.au/collaboration/attendanceengagementparentbehaviour/suspexp/Suspension%20and%20expulsion%20resources/Principal%20Checklist%20-%20Suspension.pdf
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are connected to behaviour that does meet the grounds and location requirements for 
suspension, this external behaviour may be considered when determining the response to 
an in-school incident.  

For more information, see Bully Stoppers: Schools and Cybersafety and Step-by-step Guides 
(for responding to online incidents of concern). 

AUTHORITY TO SUSPEND A STUDENT 

Only principals have authority to make the final decision to suspend a student. This 
authority cannot be delegated. 

School staff may provide advice to inform the principal's decision whether to suspend a 
student and may assist in the management of the student’s behaviour and/or in 
communications with the parents, carers or relevant persons. Principals hold ultimate 
responsibility for ensuring that all processes are followed, correctly.  

IN-SCHOOL SUSPENSION 

When considering the decision to suspend a student, it may also be useful to explore an in-
school suspension. An in-school suspension is where the student is excluded from the 
standard instruction or educational opportunities being provided to other students, but can 
still undertake educational activities on the school premises for the period of the 
suspension. 

In-school suspensions should focus on encouraging the student to exhibit more positive 
behaviour, to increase their level of participation and where appropriate, to learn problem 
solving and/or conflict resolution skills. 

Options for in-school suspension include: 

• Having the student accompany an experienced teacher/appropriate staff member to 
their classes for the day  

• Participating in a work-based in-school suspension (e.g. working outdoors or 
preparation of educational materials) 

• Providing a dedicated room or area where students can complete school work under 
appropriate supervision. 

The same process (including record-keeping) must be followed for in-school suspension as 
for out of school suspensions.  

IMMEDIATE SUSPENSIONS 

The principal may implement a suspension with immediate effect if the student's behaviour 
is such that they are putting the health, safety and wellbeing of themselves, or any other 
person at significant risk. 

http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/princyber.aspx
http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/prinsteps.aspx
http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/prinsteps.aspx
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Where an immediate suspension is imposed, the principal has a duty of care to provide 
supervision of the student until they can be collected by a parent, carer, or an emergency 
contact nominated by the parent or carer. If the parent, carer or emergency contact is 
unable to collect the student, the student must be adequately supervised by a member of 
staff until the end of the school day. 

It may be appropriate to implement a suspension with an immediate effect whilst the 
student is on an excursion or school camp. In these situations, if a student’s parent, carer or 
emergency contact is unable to collect the student, they will need to be supervised until the 
end of the camp or excursion. If this is the case, it is suggested that the student be removed 
from any activity organised as part of the excursion or camp. It may also be suitable to 
assign the student an appropriate task or school work to go on with. 

PERIOD OF SUSPENSION 

Suspending a student can have serious implications for the student’s engagement in 
learning therefore suspension should be applied for the shortest time necessary. In 
determining the period of suspension, the principal must note: 

• The period of suspension must not exceed five school days. 
• The suspension must not result in the student being suspended for more than 15 

school days in the school year unless there is prior written approval from the 
Regional Director. 

• If the period of the suspension is longer than the days left in the term, the principal 
should consider the likely disruption to the student’s learning before imposing a 
suspension that will continue into the following term. 

THE RELEVANT PERSON 

Due to the seriousness of suspension and expulsion, Ministerial Order 625 requires that 
students who are subject to suspension and/or expulsion processes have a ‘relevant person’ 
to participate in the process to support and advocate for them. For most students this will 
be a parent or carer.  

In situations where the parent or carer is unavailable or unwilling to act as the relevant 
person for their child, they can nominate an alternative relevant person.  For more 
information on this role, see: Identifying a Relevant Person. 

SUSPENSION OF ABORIGINAL AND TORRES STRAIT ISLANDER STUDENTS 

When considering a suspension for an Aboriginal or Torres Strait Islander student, a 
principal should engage a Koorie Engagement Support Officer (KESO). The KESO can support 
the school and the family to find the best outcome for the student and also connect the 
school and family to any local or regional resources to assist. 

http://www.education.vic.gov.au/school/principals/participation/Pages/relevantperson.aspx
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For more information on supporting Aboriginal or Torres Strait Islander students through a 
suspension process or to seek the involvement of a KESO, contact the Koorie Education 
Coordinator. See: Koorie Education Coordinator Contact Details 

STUDENTS WITH SEPARATED PARENTS 

For students who have separated parents, it important to remember that suspension and 
expulsion are serious disciplinary measures and therefore all parents and carers are entitled 
to be notified of the intention to suspend or expel the student. 

In circumstances where there is more than one parent or carer who would like to 
participate in the suspension and expulsion process, it is important to involve all of them in 
the process. 

If the principal of a Victorian government school needs advice and assistance on how to 
proceed with the suspension or expulsion in these circumstances, it is strongly 
recommended that they contact the Department’s Legal Division. The Legal Division can be 
contacted on (03) 9637 3146 or via email on legal.services@edumail.vic.gov.au 

Principals please note that throughout this guidance anything that is a legal obligation under 
Ministerial Order 625 is written as 'the principal must'.  Where the guidance states that 'the 
principal should', this is a best practice recommendation.  Expulsion appeals on the basis of 
process can only relate to items that state 'the principal must' not occurring. 

EXPULSION 

Expulsion is the process of permanently excluding the student from the school in which he 
or she is currently enrolled. As the most extreme disciplinary measure available to a 
principal, it should only be used after other forms of behaviour management have been 
exhausted and the school can demonstrate evidence that this has occurred. The student’s 
behaviour must also be of such magnitude that expulsion is the only available mechanism.  

Expulsion cannot not be implemented as a consequence for events of a novel nature such as 
one-off pranks that do not cause any harm to other students or members of the school 
community. 

Grounds and procedures for expulsion are set out in Ministerial Order 625 and detailed 
further in this guidance. 

To access a summary of procedural requirements, see: Expulsion Process Flowchart 

To meet the expulsion process requirements, you may also wish to use the following 
checklist, see Expulsion Process Checklist 

Grounds for expulsion 

In order for expulsion to be an option, the following conditions must be in place:  

http://www.education.vic.gov.au/about/contact/Pages/wannikregional.aspx
https://edugate.eduweb.vic.gov.au/collaboration/attendanceengagementparentbehaviour/suspexp/Suspension%20and%20expulsion%20resources/Process%20Flowchart%20-%20Expulsion.pdf
https://edugate.eduweb.vic.gov.au/collaboration/attendanceengagementparentbehaviour/suspexp/Suspension%20and%20expulsion%20resources/Principal%20Checklist%20-%20Expulsion.pdf
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The student’s behaviour must have occurred: 

• whilst attending school; or 
• travelling to or from school; or  
• while engaged in any school activity away from the school; or  
• travelling to or from any school activity 

The student’s behaviour must meet one or more of the following conditions: 

a) behaves in such a way as to pose a danger, whether actual, perceived or threatened, to 
the health, safety or wellbeing of any person; 

b) causes significant damage to or destruction of property; 

c) commits or attempts to commit or is knowingly involved in the theft of property; 

d) possesses, uses or sells or deliberately assists another person to possess, use or sell illicit 
substances or weapons; 

e) fails to comply with any clear and reasonable instruction of a staff member  so as to pose 
a danger, whether actual, perceived or threatened, to the health, safety or wellbeing of any 
person; 

f) consistently engages in behaviour that vilifies, defames, degrades or humiliates another 
person based on age; breastfeeding; gender; identity; impairment; industrial activity; lawful 
sexual activity; marital status; parent/carer status or status as a carer; physical features; 
political belief or activity; pregnancy; race; religious belief or activity; sex; sexual 
orientation; personal association (whether as a relative or otherwise) with a person who is 
identified by reference to any of the above attributes; 

g) consistently behaves in an unproductive manner that interferes with the wellbeing, safety 
or educational opportunities of any other student. 

The student’s behaviour must also be of such magnitude that expulsion is the only available 
mechanism. In this regard, the principal must consider the need of the student to receive an 
education compared to the need to maintain the health, safety and wellbeing of other 
students and staff at the school and the need to maintain the effectiveness of the school’s 
educational programs. 

Under Victorian Law, in deciding whether to expel a student, principals must undertake an 
assessment of that course of action under the Charter of Human Rights and Responsibilities 
Act 2006. In addition, when determining  whether to expel a student with a disability, 
principals must be sure that reasonable adjustments have been made to assist the student 
to manage the behaviours where this is a manifestation of disability.  
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AUTHORITY TO EXPEL A STUDENT  

Only principals have authority to make the final decision to expel a student. This authority 
cannot be delegated. 

School staff may provide advice to inform the principal's decision whether to expel a 
student and may assist in the management of the student’s behaviour and/or in 
communications with the parents, carers or relevant persons. Principals hold ultimate 
responsibility for ensuring that all processes are followed correctly. 

REMOVING A STUDENT FROM SCHOOL WHILE CONSIDERING AN EXPULSION 

If a student’s behaviour is serious enough to warrant expulsion and poses danger to staff 
and students, a suspension with immediate effect may be implemented while the expulsion 
is being considered. If consideration and/or implementation of an expulsion is going to take 
longer than the maximum suspension period of five consecutive days, principals can apply 
to the Regional Director for an extension.  

For more information on implementing an immediate suspension, see Suspension 
Considerations 

STUDENTS IN OUT-OF-HOME CARE 

The Out-of-Home Care Education Commitment: A Partnering Agreement between the 
Department of Human Services, Department of Education and Early Childhood 
Development, the Catholic Education Commission of Victoria and Independent Schools 
Victoria (the Partnering Agreement) commits all parties to improve the educational 
experience and outcomes of children and young people in out-of-home care in Victoria.  

As part of the Partnering Agreement, an Education Support Guarantee for children and 
young people in out-of-home care has been established and commits schools and 
education-related health and wellbeing services and programs to providing an increased 
level of support and responsiveness to the educational needs of children and young people 
in out-of-home care.  

In all cases where a student residing in out-of-home care is being considered for expulsion, 
the relevant Regional Director must be notified so that obligations in the Out-of-Home Care 
Education Commitment can be met.  

For more information, see: Out-of-Home Care Education Commitment: A Partnering 
Agreement  

http://www.education.vic.gov.au/school/principals/participation/Pages/suspensionconsiderations.aspx
http://www.education.vic.gov.au/school/principals/participation/Pages/suspensionconsiderations.aspx
http://www.education.vic.gov.au/school/principals/participation/Pages/oohc.aspx
http://www.education.vic.gov.au/school/principals/participation/Pages/oohc.aspx
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OVERSEAS STUDENTS 

When considering appropriate discipline for overseas students, otherwise known 
as international students, it is important to note that the decision to expel may impact on a 
number of the student’s visa conditions. 

Such visa conditions can include the following: 

• The student must attend 80 per cent of classes 
• The student must make satisfactory progress. 

Note: Ministerial Order 625 does not apply to the expulsion of an overseas student under 
section 2.2.8 of the Education and Training Reform Act 2006, in respect to unpaid fees. 

The International Education Division of the Department must be notified of all cases where 
expulsion is being considered for an overseas student on (03) 9637 2990. 

This will ensure that the necessary transition arrangements and/or implications for the 
student’s visa can be managed by the Department’s International Education Division. 

It will also ensure that the Department complies with its obligations as a registered CRICOS 
provider under Commonwealth legislation.  

ABORIGINAL AND TORRES STRAIT ISLANDER STUDENTS 

When considering an expulsion for an Aboriginal or Torres Strait Islander student, a principal 
should engage a Koorie Engagement Support Officer (KESO). The KESO can support the 
school and the family to find the best outcome for the student and also connect the school 
and family to any local or regional resources to assist. 

For more information on supporting Aboriginal or Torres Strait Islander students through an 
expulsion process or to seek the involvement of a KESO, contact the Koorie Education 
Coordinator. See Koorie Education Coordinator Contact Details 

STUDENTS WITH DISABILITIES 

 
When a student has a disability that is relevant to the expulsion process and may impact 
upon placement decisions, the regional office should be notified to contribute to support 
and planning.    
  
For further advice and support contact: Regions 
  

http://www.education.vic.gov.au/about/contact/Pages/wannikregional.aspx
http://www.education.vic.gov.au/about/contact/Pages/regions.aspx
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STUDENTS WITH SEPARATED PARENTS 

For students who have separated parents, it important to remember that suspension and 
expulsion are serious disciplinary measures and therefore all parents and carers are entitled 
to be notified of the intention to suspend or expel the student. In circumstances where 
there is more than one parent or carer who would like to participate in the suspension and 
expulsion 
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ATTENDANCE MONITORING 

POLICY 
 
 

 
Student Attendance Policy  
 
Departmental Documents on Student Attendance 
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ATTENDANCE POLICY 

As attendance is intrinsic to educational opportunity, DET policy is that all students enrolled 

in government schools must attend on a full time basis unless absent with the authority of 

the school. 

Students who are regularly absent from school are at risk of missing out on fundamental 

aspects of their educational social development. 

If a student is absent from school, a note from their parent explaining the absence must be 

provided to the mini school office on the day of the students return. Alternatively, a phone 

call from the parent to the mini school office on the day of the absence may be made. If the 

student is to be absent for a period of time, the parent must inform the mini school office as 

soon as possible. 

If a parent requires assistance or advice in relation to their child’s attendance they are 

advised to contact the appropriate coordinator or Student Welfare Coordinator 

GUIDING PRINCIPLES 

15. Regular school attendance enables students to maximise their full educational potential 

and to actively participate and engage in their learning. 

16. Students must be at school every school day and attend every class to be able to take 

full advantage of the educational opportunities available at school. 

17. For every student in every subject there is a 100% attendance expectation.  

18. Consistent with The Educational Training Reform Act of 2006,the only acceptable 

excuses for a student not attending school at Roxburgh College are due to: 

32. Illness, accident, an unforeseen event or an unavoidable cause beyond the control 

of the family. 

33. The student undertaking an educational program provided by a registered 

education and training organisation as part of their school approved course 

of study. 

34. The student being suspended from school 

35. The student undertaking other educational programs approved by the school. 

36. The student attending or observing a religious event or obligation as a result of a 

genuinely held belief of the student or student’s parent. 
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Attend school on all school days unless parents have been specifically advised of alternative 

arrangements for a particular day. 

14. Arrive on time to school and to every class with the correct books and equipment 

and have set homework completed. 

15. Provide a written explanation (or phone call) from their parents to their coordinators 

when they have been absent from school. 

16. If arriving late to school they are to go straight to class where their lateness will be 

recorded by the classroom teacher. If students have a late note from home they are 

to present it to the mini school office by recess otherwise a detention will be issued.  

17. If a student needs to leave early for an appointment, they must present a signed 

note from their parents to the mini school office in the morning so they can be 

issued an early leavers pass.  

It is expected that appointments during school hours are kept to a minimum. 

19. Students are expected to remain on the school premises during the school day 

unless they have permission from both the school and their parents to leave. 

20. Support their child’s learning during continued and prolonged absences through the 

implementation of an agreed Student Absence Learning Plan that has been discussed 

with the child’s coordinators. 

21. Work cooperatively and collaboratively with the school to develop and implement 

improvement strategies when attendance has been inconsistent due to reasons 

deemed unsatisfactory by the school. 

22. Work cooperatively with the school in supporting the child to return to school and 

reintegrate after prolonged absence 

23. Ensure that all contact details are correct and up to date. 

EXPECTATIONS OF PARENTS: 

14. Parents need to ensure that their child attends school at all times on all school days 

unless they have been advised of alternative arrangements for a particular day. 

15. Provide and promote organisational support to their child for full attendance and 

participation at school on all designated school days. 

16. Ensure that their child is on time to school each day. 

17. Notify the school of their child’s absence as soon as possible on the first day of the 

absence 
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18. Notify the school in advance if an absence of any period is planned. (refer to 

extended absence section) 

19. Provide their child with a note to present to the mini school office if they are 

required to leave school early for an appointment. Alternatively a phone call early in 

the morning can be made. Appointments during school hours are to be kept to a 

minimum. 

20. Support their child’s learning during continued or prolonged absences through the 

implementation of an agreed Student Absence Learning Plan that has been discussed 

with the child’s coordinators. 

21. Work cooperatively and collaboratively with the school to develop and implement 

improvement strategies when attendance has been inconsistent due to reasons 

deemed unsatisfactory by the school. 

22. Work cooperatively with the school in supporting the child to return to school and 

reintegrate after prolonged absence. 

23. Ensure that all contact details are correct and up to date. 

EXPECTATION OF THE SCHOOL 

16. To develop and implement rigorous and effective systems to record and monitor 

attendance 

17. Ensure that student attendance is recorded in every class and accurate attendance 

records are kept. 

18. Monitor and analyse school attendance data regularly. 

19. Provide early identification and timely, targeted support to students at risk of poor 

attendance and possible disengagement from school. 

20. Monitor and follow up on all individual cases of student absence promptly and 

consistently and ensure that parents are aware of any attendance issues.  

21. Convene a meeting with the parents and student when the student’s attendance 

pattern is of concern to the school to discuss issues and support structures. 

22. Record any relevant information on Ice Age. 

23. Work collaboratively with parents and students to develop an agreed Student 

Absence Learning Plan when a student will be absent from school for an extended 

period of time. 
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24. Provide support for completion of school course work and continued learning and 

connection with the school where the extended absence is due to illness or other 

serious unforeseen event beyond the control of the family. 

ATTENDANCE REQUIREMENTS 

17. Any absence from any class is taken seriously and should only occur where there are 

medical grounds (supported by relevant documentation eg Medical Certificate) 

or other extenuating circumstances. 

18. All students are expected to attend all scheduled classes for each subject. Students 

who do not attend 100% of the classes will be required to do Redemption Time. 

Failure to do so will result is an N for the unit of work. VCE and VCAL Student 

must maintain a 90% attendance rate in order to meet the attendance 

requirements as set by the Education Department/VCAA. 

19. Where a student fails to meet the attendance requirements over a number of units 

they will be required to appear before a School Panel where their enrolment at 

Roxburgh College will be reviewed. 

20. A students absence may be recorded as either an approved or unapproved 

absence 

21. approved absences include those that are: 

 covered by a medical certificate or similar approved documentation 

 from a student participating in another aspect of the school’s  

educational program eg sports, leadership training/activities, 

excursions, camps. Students must gain approval from all subject 

teachers prior to participating in extracurricular activities 

 unapproved absences include those that are: 

 covered by a parent note, but without a medical certificate 

 holidays taken during school time 

 an absence from a whole school or mini school activity eg 

sports(athletics, swimming) days, enhancement activities 

 due to a student being more than 10 minutes late to class 

 due to a student being removed from class due to misbehaviour 

19. Where an absence is due to medical grounds or other extenuating circumstances a 

medical certificate or explanatory note from a parent providing an acceptable 
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reason is required. 

20. Medical certificates are essential if a student is absent for School Assessed Course 

work or assessment tasks. Senior school Students must apply for an extension of 

time for the missed work and the work must be completed on the first Saturday 

morning of their return to school. 

21. Late arrival and early departure provisions (for VCAL students only) may be cancelled 

for a student whose behaviour does not meet the standard required by the 

school or if they are behind in work requirements in any subject. 

22. No student should leave the school grounds at any time during the school day unless 

the appropriate procedures have been followed. 

PLANNED EXTENDED ABSENCES 

Parents may be granted authority by the Principal for their child to suspend their curriculum 

to undertake travel or activities which, although not part of the school program, are 

considered by the parent and school to represent worthwhile educational or personal 

development opportunities for the student. 

Application for authority for such an absence must be made by the parents in writing to the 

Principal at least one term ahead of time. 

In such cases parents need to consider the following: 

20. In all such cases the school will not provide coursework to be undertaken during the 

suspension of the school program but will provide advice on useful educational 

activities which the student may pursue under the supervision of the parents. 

21. A student cannot satisfactorily meet the curriculum requirements of a course unless 

they complete the required work. Where a student has not completed the required 

work due to not being at school, they cannot pass the assessment or, depending on 

the length of absence, the subject and may therefore receive an overall N.  

22. If a student is absent and as a result cannot demonstrate an understanding of the 

subject outcome, they will receive an N on the semester report. 

23. Authority for extended absence will not be granted to students in year 11 & 12 and 

any student in year 10 studying a unit 1 & 2 subject. 

24. If parents wish to remove their child from the school for longer than a six week 

period they will be required to formally exit their child. 

25. Any child that is removed from school for an extended absence without formal 

approval from the Principal will have their enrolment cancelled.  
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In granting authority for such absences, the chief consideration will be the effect of the 

absence on the educational progress of the student. 

EVALUATION: 

This policy will be reviewed as part of the school’s three-year review, next review April 

2018. 

This policy was last ratified by School Council on the April 2017. 

Working with students, parents and the school community 

Adopt an active role in fostering positive, open communication with students and parents. 
• Form healthy professional relationships with students. 

• Know at least one thing about each student’s interests out of school. 

• Talk to students. 

• Contact parents to let them know how their children are going at school (via diary entries, 
phone calls, email). 

Share, when appropriate, relevant knowledge about students and factors which may affect 
their regular attendance at school: 
• Cross-reference attendance issues with learning outcomes on a regular basis. 

• Share student information with appropriate school-based personnel, for example 
coordinators, student welfare staff and pastoral teachers. 

• Refer to protocols to ensure a balance of access and maintenance of confidentiality. 

Actively develop a safe and secure environment for all students: 

Develop an anti-bullying campaign in the classroom.  For ideas, see: 
http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/teachers.aspx 
• Encourage all students in the class to take responsibility for each other’s safety. 

• Model and develop a culture of trust. 

• Model effective timekeeping practices, for example returning work promptly, arriving and 
finishing classes on time. 

Communicate and promote the school’s attendance expectations regarding the importance 
of attending school every day and arriving on time: 

• Talk to students about why it is important to be at school and discuss the school’s 
attendance policy. 

• Talk positively about regular attendance. 

Contact parents to follow up student absence: 

• Ensure that all teachers are responsible for contact. 

• Use agreed timelines and protocols across the school and within teams for parent contact. 

• Provide for long-term absences through classroom teachers organising meaningful work 
as required. 

http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/teachers.aspx
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Intervention for high-risk students 

 
Individual attendance issues can be underpinned by more complex and ingrained social and 
emotional factors. These may be associated with other behaviours and waning attendance 
may be an early warning sign. 
Schools are encouraged to work in partnership with community agencies to develop a case 
management approach. 
Effective strategies are best developed from the context of a well-considered school 
approach.  
The school plan should be based on a case-management approach which: 
• is underpinned by a student-centred program that matches a student’s needs and 

interests 

• provides ongoing monitoring 

• utilises programs and scaffolds of support from across the school and community 

• provides a key relationship which facilitates other supports. 

Engaging the community 

The community can help play a significant role in spreading the message that school 
attendance is compulsory and it is compulsory because it is so important.  They can also play 
a role in raising concerns about attendance with the school where necessary.   
Schools are encouraged to communicate regularly about the importance of attendance 
using newsletters, noticeboards, websites, Facebook pages, brochures, and public events.  
Local councils, small businesses, shopping centres, railway stations, Centrelink offices and 
libraries are also in a position to influence the culture of the community regarding student 
attendance at school. 
By developing community partnerships between the home, school and wider community, 
parents, students and the community are encouraged to focus on the importance of 
attending school. The main reason to create community partnerships is to help all students 
to succeed in school and in life. 
When communities are involved, students hear a common message from home, the wider 
community and school about the importance of attending school. 
Schools can work in partnership with the community by: 
• participating in community programs 

• using community agencies and organisations to promote the reasons why students should 
be attending school 

• improving communication between school, home and the community 

• promoting off-campus projects 

• sharing attendance data with parents and the community. 

Schools could: 
• conduct parent information sessions that provide information about the importance of 

regular school attendance 

• attend kindergarten meetings to talk to parents about the importance of regular school 
attendance 
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• approach local sporting clubs about delivering a presentation on why students need to 
attend school 

• approach the management of shopping centres to discuss how they can work in 
partnership with the school 

 

• together with another local school, coordinate a local network attendance campaign to 
complement and extend the regional campaign 

• work with local police to ensure young people who should be in school are encouraged to 
go to school and, where necessary directed to services to assist them to return to 
education. 
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STAFF EMPLOYMENT POLICY  
 
 

Register of all teachers by Name and Position  
 
VIT Registration Number and Category link 
 
Procedures to Maintain Registers 
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STAFF LIST 2021 
 

Fernando  IANNI Principal 

Helen  ROUMELIOTIS Assistant Principal - Senior 

Neil  LAWS Assistant Principal - TTC 

Elizabeth  STAYNER  Assistant Principal - Curriculum 

Derya AKAR Maths / Turkish 

Karam AL-BAZO Science Lab - Mon,Wed,Fri 

Tahmeena ALI Psychologist - Tues & Fri 

Enrico  ALTAVILLA Italian,Music,Personal Dev 

Kerrie ATKINS Positive & Climate Engagement 

Luisa  AUGUSTIN Accounting/Business/VCAL 

Sunita BADHWAR Year 11 Co-ord 

Joseph BALASSA Technology / Electronics  

Karen BARKER Library Manager 

Allen BARNES ICT / RTO 

Nursel  BAYER Lote 

Alison BICE Eng/Hums - Portable Oval 

Amitha BINU-VARKEY Maths Co-ord Middle School / Science 

Christopher BOTTRIELL Eng/Hums 

Kim BOUBOULIS Snr School Attendance 

Marion  BOYLE Art / Photography 

Gary BROCKMAN Furnishing 

Margaret  BURNS VCAL Co-ord 

Kristy  BURROWS Headstart Admin 

Rinan BUSTANY IT 

Joanne CAPOMOLLA Canteen 

Craig  CARMICHAEL KLA Leader - Art 

Vicky CASEY Mental Health Practioner Tues,Wed,Fri 

Marilyn  CAUSER Integration Aide 

Nina CAVALIERI MYLNS/Eal 

Chrys CAVALIEROS Integration Aide 

Gwen CHANDLER Mentor/Tutor 

Alistair CHAPMAN ICT Coach / 

Sylvia  CHRISTOFIS  Italian / English 

Katrina CIKES Caeers Co-ord 

Jodie CROCKETT Food Tech Aide 

Ann  DALMAU Middle School Office 

Le Nah Phuong DANG   

Miriam DAWSON Gateway 

Georgia DELTIGLIO Hospitality 

Sultan DEMIRBAS Canteen   
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Courtenay DEMPSEY Integration 

Caroline DE NATO Library - Mon,Fri 

Adrian DE-ZORDI Computer Tech  

Bianca DI GIORGIO Integration 

Natalie DI GIORGIO First Aid 

Nick  DIMARCO Gateway 

Laura DODDS Maths / Sci / Psych 

John DODSWORTH Yr 7 & 8 Manager 

Susi DOMBRZALSKI Admin 

Rachel DUFFIN Art 

Teagan DWYER Speech Pathologist 

Wendy EDWARDS Middle School Attendance 

Phoebe-Mae EDWARDS EAL - Portable Oval 

Murat ERDURAN Instrumental Music 

Rebekah EVANS Year 12 Co-ord 

Brooke  FARAH Health PE 

Seral FEHMI Gateway - Real Project 

Jessica FINGER Yr 10 Co-ord 

Clare FITZPATRICK Hospitality 

Laura  FRA EAL - Lote / Italian 

Duneesha GAMHEWAGE French  

Angelo GAGGIANO Maintenance 

Maria GASPARETTO It/ Maths 

Jazz GEDARIA IT 

Thomas GOULIOTIDIS Eng/Hums/Vcal 

Alicia GRAY Yr 10 Manager/ Course Selection 

Jamie GRAY Head Start Director 

Laura GREAVES Gateway 

Rabita HADDAD Multicultural Aide 

Ahmed  HAMMOUD Maths 

Nameer  HANA Maths 

Grace HART Library - Mon,Tues,Thurs,Fri 

Nicole  HART Principal’s Admin. Assistant 

Sophie HART Library- Tues & Fri 

Shameem HASHMI Maths / Science 

Michael HAVIARIDIS Library 

Samantha HYNDES MYLNS Team 

Sarwah IBRAHIM Integration Aide - Mon,Wed,Fri 

Melissa ISGRO Integration Aide 

Cheryle JEROME Accounting / Business 

Karan KANWAL Science 

Effie KERAMIDAS Science - Tues,Thurs,Fri 
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Colleen  KIRWAN Integration Aide  

Maria KLOUFETOS Eng / Hums 

Norman  LACEY Tech Furn,Engineering,Auto 

Raf  LANCIANA Maths / VCAL Support 

Nicholas LINTON PE / Science 

Marie LOCK Integration Aide 

Cassandra LOGIUDICE Drama 

Ryan LOK Yr 8 Co-ord 

Lisa LONIGRO Integration Aide 

Nick  LOVELL Vce/Vet Music,Eng,Hums 

Janelle LYNCH Admin 

Robert MAGNANO English / Hums 

Jagdish MAHINDER-SINGH EAL Co-ord 

Jenny  MALLINSON RTO Admin / VASS 

Lisa MARASCO Yr 12 Co-ord 

James MARSAY Integration Aide 

Jenny MARINOVIC Art 

Peter MATRAKIS Mentor - Mon,Tues,Thurs 

Bethany McAULIFFE Library 

Annie McGRATH Integration Aide 

Natalie McKAY Maths 

Scott McPHAIL Daily Org / Yr 11 Co-ord 

Bronwyn MEEK Professional Dev Coach 

Ozel MEHMET-RADJI Turkish    

Audrey  MICHAEL  English 

Michelle MITREVSKA English/Vcal 

Cristina MONARDO French / Italian  

Adele MOON Art 

Gail  MOXON IT/Lib 

Eva MURER Staff Wellbeing - Mon & Wed 

Melissa MWALE Integration 

Christian NATIVO Music 

Rosie NAYLER Admin/ Accounts Payable 

Christine NEDAS Sports Co-ord 

Michael NICOLAIDES Maths/Science 

John NOONAN KLA Leader Technology / ICT 

Mohammed NOOR Computer Technician 

Danielle NORTH   

Nick  O'CONNELL Yr 10 Co-ord 

Nadia ODISH Language Aide - Mon 

Sev OSMAN Eng/Turkish 

Glenn PAYNE Mentor- Mon,Tues,Thurs 
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Matthew PERTILE Vet Automotive 

Jack PHELAN Eng/Hums 

Mark  PHILLIPS Tutor 

Simon  PHILLIPS Eng / Hums 

Nick  PILE Maths - Tues,Wed,Thurs 

Joanne PROSSIMO Integration / Make Up 

Silvana PROSSIMO Integration Co-ordinator / English 

Alison PYLE KLA Leader - Humanities 

Norman QURESHI Maths 

Marina RADMAN PE/Health 

Lee  REGAN  Food Tech Aide  

Dane RESUGGAN Integration - Mon,Tues,Wed 

Damien  RIDER Gateway - 0417291250 

Helen  RIGNEY Speech Pathologist 

Arturo RIGOLI Facility Manager / OHS Representative 

Karen RING Transition Co-ord 

Sanaa RIZQO   

Mark  RODGERS  Daily Org / Senior Maths Co-ord 

Grace ROGERS   

Stan ROUMPOS Health / PE 

Adam  RUGGIERO Year 10 Co-ord 

Thomas RYE TTC 

Adil SAPMAZTURK Turkish / Lit / Eal 

Emily SAVINO Yr 7 Co-ord 

Rebeka  SEKULOVSKI Psych / Eng / Hums 

Fionnoula SHARKEY Tutor Teacher 

Mariam SHAROBEEM Mental Health Practioner Mon,Thurs,Fri 

Jasmine SHIELDS PE / Health 

Sarah SHOUKOR Wellbeing 

Touka SHOUKOR Eng / EAL 

Lisa SHORTIS Yr 9 Manager 

James SLADE Maths/ Data Reporting 

Laura SLEIMAN Canteen Manager 

Andre SLEWA   

Daniel  SMITH Maths / Science 

Michelle SMITH Gateway - 0475836989 

Steven  STEWART Curriculum Implementation Leader 

Michael STONE Engineering 

Amelia STREZBONSKI Mon,Tues,Thurs 

Frank  SZYDLOWSKI Science 

David TOTERA Gateway 

Jessie TRAN Maths 
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Ritu TYAGI KLA Leader - Science 

Nicholas VALENTA PE / Health 

John VASIL Hums 

Maria VILLANI HR Manager 

Elisha WAIN PE/Health 

Tony WAKEFIELD Student Services Leader 

Erica WALDRON Business Manager 

Khoanzah WARDA Multicultural Aide - Tues,Wed,Thurs 

Bianca WHITE Year 8 Co-ordinator 

Damien WOOD Yr 10,11,12 Manager / Acting Assist Principal 

Robyn WOODS Integration 

Inas YOHANA Admin 

Yousif YOHANA Maintenance 

 
 
 
The drive path for the VIT policy is:  
 
U:/VIT-WWCC-FIRST AID Staff Registers/2018 Roxburgh College Staff Register VIT & WWCC 
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TEACHER REQUIREMENTS 
 

In order to comply with DET standards and requirements the school will maintain the 
following Registers in relation to training, qualification and suitability of employment to 
undertake certain duties:  
 

PROCEDURES TO MAINTAIN REGISTERS POLICY 
 

 
RATIONALE: 
 

 
AIM 
-  To provide a system for the recording and monitoring/updating of staff qualifications. 
- To provide documentation to assist the ‘Teacher in Charge’ in the identification of suitably 
qualified staff when planning incursions, excursions and camps.   
 

IMPLEMENTATION: 

Register of all staff 
 
Roxburgh College will keep an electronic and hard copy Register of the following 

qualifications of Teaching and Education Support Staff. 
-The Register will include dates for renewal of qualifications. 
-A hard copy of the Register will be kept in a secure location in the administration offices. 
-An electronic copy will be available on Sharepoint  
-Original copies of all documentation will be kept in a Registration Folder in a secure 
location. 

 

Victorian Institute of Teaching registration:  

Current registration is required by all Teacher and Principal Class members, including Casual 

Relief Teachers. 

It is the responsibility of the Human Resources Coordinator to ensure prior to employment, 

that all prospective new employees are compliant with VIT registration. 

It is the responsibility of each Teacher and Principal Class member to ensure that their 

registration is current. This information can be accessed by visiting MyVIT at 

http://www.vit.vic.edu.au  

Any Teacher or Principal Class member whose registration lapses or is suspended will be 

removed from their duties as they have no registration to teach and may have no current  

http://www.vit.vic.edu.au/
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WCC. 

Provisionally registered Teachers must meet the VIT requirements to gain Full Registration 

within the time frame set out by the VIT. 

 

Working with Children Check:  

A current satisfactory Working with Children Check E (Employment) is required by all 

Education Support Staff, including Casual ES Staff and any workers based at our High School 

(even if not employed by the High School such as the CRE Instructors, Regional Staff).  A 

current satisfactory Working with Children Check V (Volunteer) is required by those 

volunteers whose work is unsupervised by classroom teachers.   

It is the responsibility of the Human Resources Officer to ensure prior to employment that 

any prospective new employees are compliant with their WWC Check. (Note if a person is 

registered with the VIT this replaces the requirement for a WWC Check). 

WWC Checks are valid for 5 years from the date of issue. It is the responsibility of each ES 

Staff member, and other workers and volunteers to ensure that their registration is current. 

This information can be accessed by visiting   https://online.justice.vic.gov.au/wwccu 

Eight weeks prior to the WWC Check expiring, a pre-populated renewal application form will 

be sent to the cardholder. 

Any worker or volunteer who does not have a current satisfactory Working with Children 

Check will be removed from their duties. 

 

First Aid Qualifications 

Only staff sufficiently trained under the OHS Act 2004 and DET First Aid Policy will be placed 

on the First Aid roster.  

The school maintains a Register for First Aid qualifications for all staff.  The Principal or 

Nominee is responsible for providing information to a designated ES staff member regarding 

the expiry date and the level of attainment for: 

18. CPR ( 12 months) 

19. First Aid Training 

20. Anaphylaxis Training 

https://online.justice.vic.gov.au/wwccu
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The Principal/Nominee will check the currency of First Aid qualifications at the beginning of 

each Semester when the staff duty rosters are being compiled.   

 

Staff whose First Aid qualification expire in the next Semester are notified of this. 

A copy of all First Aid qualifications is placed in the staff member’s personnel file. 

 

Occupational Health & Safety Competencies 
A spread sheet of OHS Competencies will be included as part of the Register.  The 
Principal/Nominee will provide the designated ES staff member responsible for the 
maintenance of the Register with details of those staff competent in the following areas: 

24. OHS training modules 

25. Mandatory reporting 

26. Workplace Harassment training 

 

   EVALUATION: 

   This policy will be reviewed as part of the school’s three-year review cycle, or as required 
due to changes relevant Acts, Laws or should situations arise that require earlier 
consideration. 
 
This policy was last ratified by School Council on: April 2017. 

This policy will be reviewed: April 2018.  

 
 

References:  

School Policy & Advisory Guide - WWC volunteers/parents 
 
 
 
 
 

 

http://www.education.vic.gov.au/school/principals/spag/community/pages/volunteers.aspx
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COMPLIANCE WITH 
WORKING WITH CHILDREN 

ACT 2005  

 
 

Working with Children Checks Policy & Procedures  
 
Volunteers Policy  
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WORKING WITH CHILDREN CHECKS POLICY & PROCEDURES 

PREAMBLE: 

 

The Working with Children (WWC) check aims to assist in protecting children from sexual or 
physical harm. It is designed to complement good selection, supervision and training 
practices (including rigorous reference checking). 

The intent of this procedure is to outline which positions at the School require a WWC check 
and the process to be followed.  
 
This procedure applies to all positions at The School including volunteer, honorary, 
consultant and contractor positions. Any reference to ‘candidates’ also extends to staff 
currently occupying a position.  

DEFINITIONS: 

 

Child: a person who is under the age of 18 years. 

Student: any child who is enrolled at the School 

WHAT IS THE WWC CHECK? 

 

The WWC check verifies a person’s history to make sure they do not have any relevant 
criminal offences or findings from professional disciplinary bodies.  The WWC check is valid 
for 5 years (unless revoked). During this time the cardholder continues to be checked for 
new relevant offences or findings. The WWC check is administered by the Department of 
Justice. 

 

WHEN IS A WWC CHECK REQUIRED? 

 

A WWC check is required for positions that meet all of the following criteria: 

19. involve contact with children in connection with our school 

20. the contact happens on a regular (everyday) basis;  

21. involve direct contact with children and this contact is not directly supervised; and  

22. the position does not qualify for an exemption as listed under the act 

WHAT IS THE APPLICATION PROCESS? 

 

The candidate must complete a Working with Children Check application form. The forms 

http://www.justice.vic.gov.au/wps/wcm/connect/Working+With+Children/Home/Application+Process/Who+Needs+to+Apply/
http://www.justice.vic.gov.au/wps/wcm/connect/Working+With+Children/Home/Application+Process/Who+Needs+to+Apply/
http://www.justice.vic.gov.au/wps/wcm/connect/Working+With+Children/Home/Application+Process/Who+Needs+to+Apply/WWCC+-+Exemptions+from+Applying+for+a+Check
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are available online or at Australia Post outlets in Victoria. 

Under the section marked ‘Details of Organisation’, candidates should ensure they state The  

 

School. 

 

If the applicant passes the check they will be sent a successful Assessment Notice, followed 
by a WWC check card 2-3 weeks later. 

Further information about the application process is available on the Department of Justice 
webpage. 

WHAT IF THE APPLICANT DOES NOT PASS THE CHECK? 

If the applicant does not pass the check they will be given an Interim Negative Notice. The 
applicant can then make a submission to the Department of Justice to explain why they 
believe they should pass. If this  submission is not successful the applicant will be issued 
with a Negative Notice. This means they have failed the WWC Check and cannot undertake 
‘child-related work’ or work in The School 

WHEN CAN THE CANDIDATE COMMENCE? 

Commencement in Roxburgh College is conditional upon receipt of a successful Assessment 
Notice or WWC check card. Any queries should be directed to the Principal. 

WHO PAYS FOR THE WWC CHECK? 

Candidates who are required to undergo a WWC check as a condition of working in the 
School will not be able to receive reimbursement for the cost from The School. 

RESPONSIBILITIES: 

The School must: 

37. identify all staff who require a Working with Children check;  

38. ensure existing staff and volunteers are informed of the requirement to undergo the 
check;  

39. ensure prospective staff and volunteers have passed a WWC check before 
commencement;  

40. check the card’s validity on the Department of Justice webpage;  

41. have a photocopy of the WWC card and with details updated on the school register ( if 
individual is a staff member, copy to be kept on the staff member’s personnel file)  

42. ensure suitable monitoring procedures are in place to ensure staff members hold a valid 
WWC check card at all times 

The staff member or volunteer must: 

21. provide the successful WWC check card prior to commencement at The School 

22. notify the office if there has been a relevant change in circumstances, for example, if 
they have been charged or found guilty of a new relevant offence.  

https://online.justice.vic.gov.au/wwc/wwc-online-check
https://online.justice.vic.gov.au/wwc/wwc-online-check
https://online.justice.vic.gov.au/wwc/wwc-online-check
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23. apply for a new WWC check before their card expires.  

WHAT IS THE DIFFERENCE BETWEEN A WWC CHECK AND A POLICE RECORDS CHECK?  

A police records check gives information about a person’s past criminal record and is only 
valid at the time of issue. The WWC check is valid for 5 years (unless revoked). During this 
time, cardholders continue to be checked for new relevant offences or disciplinary findings 
from professional bodies such as the Victorian Institute of Teaching. In addition, not all 
criminal offences are relevant to the WWC check. Broadly, the WWC check considers 
serious sexual and violent drug offences. 

A staff member or volunteer is required to undertake a WWC check even if they have 
already completed a police records check. 

RELATED PROCEDURES: 

 

27. Police Records Check Procedure   

 

24. RELATED DOCUMENTS:  

25. Working with Children Act 2005 (Vic)  

Further information is available from the Department of Justice Working with Children 
webpage or the Working with Children information line on 1300 652 879 

SCHOOL REGISTER: 

The School will take a copy of each WWCC and filed in the Administration Filing Cabinet as 
per the Staff Registers Policy. 

The register will be placed on the admin network. 

EVALUATION: 
 
This policy was last ratified by School Council on: April 2017. 

This policy will be reviewed: April 2018.  

 
 
 
 
 
 
 
 
 

 
 
 
 
 

http://www.adm.monash.edu.au/workplace-policy/conduct-compliance/police-records/procedures.html
http://www.justice.vic.gov.au/wps/wcm/connect/Working+With+Children/Home/WWCC+-+Working+with+Children+Act+2005
http://www.justice.vic.gov.au/workingwithchildren
http://www.justice.vic.gov.au/workingwithchildren


 

 328 

FLOWCHART for WORKING WITH CHILDREN CHECKS 
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VOLUNTEERS POLICY 
 

DEFINITION: 
A volunteer school worker is a person who voluntarily engages in school work or approved 
community work, without payment or reward. School work means: 

• Carrying out the functions of a school council 

• Any activity carried out for the welfare of a school, by the school council, any 

parents’ club or association or any other body organised to promote the welfare of 

the school 

• Any activity carried out for the welfare of the school at the request of the principal 

or school council 

• Providing any assistance in the work of any school  

• Attending meetings in relation to government schools convened by any organisation 

which receives government financial support. 

• This is a broad definition, and means that volunteers who participate in school community 

activities, such fundraising and assisting with excursions, are well protected from legal action 

by others. 

 
RATIONALE: 

• Volunteers add significantly to the human resources available to the school, and 
consequently volunteers deserve encouragement, effective management, support 
and recognition. 

 
AIMS: 

• To maximise the number and variety of effective volunteers who contribute to our 
school. 

• To provide volunteers with the support and recognition they deserve. 
 

IMPLEMENTATION: 

• Volunteers are actively encouraged to take part in school activities, and will be invited 

to do so. 

• Volunteers will be sought formally through the school newsletter, written invitations 

and personal approaches, as well as informally through conversation and opportunity. 

 

• The school will seek to provide a variety of opportunities for volunteer participation 
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for all family and community members. 

• Volunteers will be provided with an appropriate induction as well as any support, 

professional development or instruction necessary to help them carry out their tasks 

at school in a confident and effective manner. 

• Volunteers are required to carry out tasks in a manner consistent with school 

expectations, including maintenance of a professional, cooperative and confidential 

working environment. 

• Volunteers will not be required to carry out tasks with which they are uncomfortable 

or untrained. 

• Individual or groups of volunteers will be highlighted in the newsletter, publicising 

their contributions to the school where appropriate. 

• Volunteers who are not closely related will be required to register at the 

administration office daily, and wear a visitors badge whilst in the school.   

• Volunteers will be invited to use the staff room and facilities. 

• A morning tea will be provided in term 4 to thank volunteers for their contributions 

throughout the year. 

• Volunteer Workers undertaking schoolwork on behalf of, and with the approval of, 

the school council or principal are indemnified as to their personal liability in similar 

terms to teachers. 

• Some volunteers may require a Working With Children Check – see Exemptions from 

applying for a WWC Check attached 

• A recognised volunteer school worker who suffers injury arising out of or in the course 

of engaging in any school sanctioned work is entitled to be paid compensation in 

accordance with the provisions of the Workers Compensation Act 1995. 

• If the property owned by, or the property under the control of a volunteer worker is 
damaged or destroyed in the course of or arising out of the school work, the Minister 
for Education or school council may authorise reasonable compensation. 

 
EVALUATION: 

 
• This policy was last ratified by School Council on: April 2017. 

 
• This policy will be reviewed: April 2018.  



 

 331 

 
• References: School Policy & Advisory Guide - 

http://www.education.vic.gov.au/school/principals/spag/governance/pages/volunteers.

asp 

• Exemptions from Applying for a Check  

• Department of Justice Information Line: 1300 652 879 

• Reference: www.justice.vic.gov.au  

• An exemption means that you do not need to apply for a Working with Children (WWC) 

Check, even if you undertake ‘child-related work’. If an exemption applies, a person is not 

prevented from applying for a WWC Check. 

 
• The WWC Check exemptions are: 

• People under the age of 18 years 

• Parent volunteers whose child ordinarily participates in that activity. This exemption 

only applies to volunteer parents who participate in their children’s activities. For 
example: Brett is a volunteer coach for a school football team on which his son 
Joshua ordinarily plays. Brett does not have to apply for and pass the WWC Check to 
do this even if Joshua does not attend some of the practice sessions or games. 

• People ‘closely related’ to each child they have contact with in their ‘child-related 

work’ ‘Closely related’ means you are the child’s: parent, spouse, step-parent, 
mother-in-law or father-in-law, grandparent, uncle or aunt, brother or sister 
(including half-siblings and step siblings, brother-in-law or sister-in-law). ‘Closely 
related’ also includes de facto relationships. ‘Spouse’ includes domestic partners, as 

defined in the Relationships Act 2008.  For example: Karen does not need a WWC 
Check in order to home school her daughter and her nephew as she is closely related 
to both of the children. 

• 18 or 19 year old student volunteers where the volunteer work is at or has been 

organised by the student’s educational institution For example: Khalil, 18, is a 
student at Happy Valley Secondary College. He has been asked to lead a peer 
support group of Year 7 students. As this activity has been organised by his school, 
he does not need to apply for a WWC Check to do this. 

• Visiting workers who do not ordinarily live and perform ‘child-related work’ in 

Victoria For example: Keith lives in New South Wales and coaches a baseball team 
that is selected to play in a one-off competition to be held in Victoria. Because Keith 
does not ordinarily live and perform ‘child-related work’ in Victoria and will only be 
in Victoria for a few days, he does not need to apply for a WWC Check. 

• Sworn Victoria Police officers (who are not suspended from duty) Sworn police 
officers are exempt from needing a WWC Check for any ‘child-related work’ as they 
are already checked by a similar scheme. 

• Members of the Australian Federal Police within the meaning of the Australian Federal 

http://www.education.vic.gov.au/school/principals/spag/governance/pages/volunteers.asp
http://www.education.vic.gov.au/school/principals/spag/governance/pages/volunteers.asp
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Police Act 1979 (who are not suspended from duty) Members of the Australian 
Federal Police are exempt from needing a WWC Check for any ‘child-related work’ as 
they are already checked by a similar scheme. 

• Teachers who have current registration with the Victorian Institute of 

Teaching Teachers with current registration with the Victorian Institute of Teaching 
are exempt from needing a WWC Check for any ‘child-related work’ as they are 
already checked by a similar scheme. 

• Certain drivers who hold a current driver accreditation under the Transport 
(Compliance and Miscellaneous)Act 1983 

• Certain persons who engage in work of a kind that requires a current driver accreditation 

under Div 6 or Pt VI of that Act and would ordinarily require a WWC Check are exempt from 

a WWC Check subject to some exceptions, including where a person has been given a 

Negative Notice and has not been subsequently given an Assessment Notice. 
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RATIONALE: 
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The effective and efficient management of emergency incidents is critical to the safety and 
wellbeing of students, staff and school visitors, as well as essential in minimising damage to 
school property. 
 
AIMS: 
 
To provide a safe environment for all, irrespective of a variety of emergencies that may occur. 
 
IMPLEMENTATION: 
 

• The school is required to maintain a current Emergency Management Plan. It clearly 
describes how our school will respond during an emergency to ensure ongoing safety 
of staff, students and visitors. 

• The Emergency Management Plan is consistent with advice provided by the 
Department of Education and Training’s ‘Emergency Management Plan’ publication 
available at: 
http://www.education.vic.gov.au/school/principals/spag/management/pages/su
pport.aspx 

• The Emergency Management Plan will be accessible to all staff. 

• Safety of staff, students and visitors will always be the prime focus of the Emergency 
Management Plan. 

• Adequate counselling and trauma support will be a feature of the plan. 

• One pre-announced and one unannounced emergency evacuation drill involving 
local emergency services (if available) will occur each year. 

• All emergency or criminal activity in which the safety or well-being of staff or 
students is at risk, or where there is a threat to property, must be reported 
immediately to the Department’s 24hour Emergency and Security Management 
Branch on ph: (03) 9589 6266 

• Incidents which may involve the media or issues with the potential for negligence or 
legal liability must be reported by the Principal or Workplace Emergency 
Coordinator. Incidents which occur during camps, excursions or outdoor adventure 
activities, which occur during travel to or from school must also be reported. 
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PURCHASING CARD POLICY 
PURPOSE 
To provide guidelines and processes to support Roxburgh College School Council when establishing a 
Purchasing Card Program, whilst ensuring the school’s procedures and internal controls are compliant 
with DET Policy and Guidelines. 

SCOPE 

This policy applies to Roxburgh College School Councillors and to any staff who have a role 
within the Purchasing Card Program as an authoriser, administrator or cardholder. 

POLICY 
The current government contract is for a VISA Corporate Card issued by the Westpac Bank. 

Roxburgh College will ensure the following are present and regularly reviewed and 
maintained: 

o adequate internal controls and security measures 
o a cardholder register 
o locally determined credit limits 
o School Council reporting procedures to implement and monitor the operation of the school 

purchasing card facility. 

School council 

The Principal and Business Manager are required to complete the Schools Purchasing Card 
online module available on LearnEd prior to establishing a facility at their school. New 
cardholders should also complete the module, additional information can be requested by 
emailing schoolspurchasingcard@education.vic.gov.au. 

Roxburgh College School Council will approve the implementation of a Purchasing Card 
Program, with appropriate card limits. These approvals will be formally minuted. 

School Council is responsible for monitoring of spending to ensure that the purchasing cards 
are being used in accordance with the Expenditure Management guidelines set out in Section 
11 of the Finance Manual for Victorian Government Schools. 

Authorisation officer 

Roxburgh College’s Principal will be the Authorisation Officer. Where the Principal is the 
Cardholder, the School Council President must be the Authorisation Officer for that card. 

As the Authorisation Officer, the Principal/School Council President is responsible for: 

• ensuring cardholders complete the School Purchasing Card online module  

• ensuring they complete an Undertaking by Cardholder form 

• approving expenditure 

• monitoring transactions, statements and reports 

The Authorisation Officer must ensure all processes and procedures comply with Department 
requirements and this policy. 

The Authorisation Officer will terminate or deactivate cards when no longer needed. 

Where the Principal is the Cardholder, the School Council President must be the Authorisation 
Officer for that card. 

 

mailto:schoolspurchasingcard@education.vic.gov.au
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Cardholder 

Each cardholder must complete an Undertaking by Cardholder form agreeing to conditions and limits 
before a card may be ordered. 

Cardholders should complete the School Purchasing Card online module. 

Cardholders must be Department employees who have been approved by the School Council. 

The card must never be used for payment of personal expenses of any nature or to withdraw a cash 
advance. 

Cardholders must not allow any unauthorised persons to use the Purchasing Card. 

The Cardholder will be held personally liable for any unauthorised use of the Purchasing Card, unless 
the unauthorised use is the result of the Purchasing Card being lost or stolen, or the result of fraud on 
the part of a third party. 

Lost or damaged cards are to be immediately reported to Westpac and the appropriate Authorisation 
Officer. 

The Cardholder is responsible for providing all receipts, to reconcile a monthly statement. 

COMMUNICATION 
This policy will be communicated to our staff in the following ways:  

• A copy will be made available to all staff who are involved with, or responsible for, a school 
purchasing card 
 

FURTHER INFORMATION AND RESOURCES 

On the Department’s Policy and Advisory Library: PAL Finance Manual – Financial 
Management in Schools 

• Section 11 – Expenditure Management,  Purchasing Card 11.7 School Purchasing Card 
resources, located on the Resources tab under the Banking sub-heading 

• PAL Procurement — Schools Policy 

POLICY REVIEW AND APPROVAL  
Policy last reviewed February/March 2022 

Approved by Principal  

Next scheduled review date Annually February/March School Council Meeting  

 

https://www2.education.vic.gov.au/pal/finance-manual/policy
https://www2.education.vic.gov.au/pal/finance-manual/policy
https://www2.education.vic.gov.au/pal/finance-manual/policy
https://www2.education.vic.gov.au/pal/procurement-in-schools/policy

