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St Columba’s School Vision, Mission & Values 

 
 

 Vision Statement: 
  
The St Columba’s school is a learning community that is:  
 

Engaging, Inspiring, Empowering 
  
 Mission: 
 
At St Columba’s we believe that all children will be successful. We personalise learning in a 
stimulating environment to develop the whole child. Collaboration and shared ownership 
underpin all we do. We aim to provide an environment where children feel safe and are free to 
enjoy life, without any concern for their safety. We are a community invited to a relationship 
with God and are called to bring the Gospel to life. 
 
  
 Values: 
  
Within our dynamic, engaging and inspiring Catholic educational community, the ‘Whole of Life             
Belongs to God’ as evidenced by our commitment to the values of:  
  

● Respect 
● Honesty and Integrity  
● Justice 
● Compassion 
● Inclusion  
● Engagement  
● Joy 
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St Columba's School 

 

Staff Wellbeing Policy 
 

 
 

RATIONALE 
We are made in the image of God (Genesis 1:27) and it is part of our faith that we value                    
each person who forms part of our community. The success of any community is              
dependent on the people who make up that community. In schools, it is clear that               
outcomes for students are dependent on the skill and ability of their teachers. With this in                
mind, it is important that we place attention on the needs of our staff. When they feel                 
supported, valued and healthy, they are far more like to create positive outcomes for our               
students.  
 
Staff Wellbeing in Catholic schools plays an important role in ensuring that staff members              
are able to work to the best. A school needs to be respectful of the dignity, rights and                  
fundamental freedoms of individual staff members. Also, it seeks the provision of learning             
opportunities for individual students, which are responsive to their unique needs for growth             
and fulfilment. 

 
SCRIPTURAL CONTEXT 
He gives strength to the weary and increases the power of the weak. Even youths grow                
tired and weary, and young men stumble and fall; but those who hope in the Lord will                 
renew their strength. They will soar on wings like an eagle; they will run and not grow                 
weary, they will walk and not faint.  
Isaiah 40:28-31 

 
POLICY STATEMENT 
At St. Columba’s School, Staff Wellbeing plays an important role in making sure we are               
responsive to the dignity, rights and health and needs of all staff members of our               
community. 

 
Because we believe this we will: 
❖ Foster meaningful and supportive relationships among staff, students, parents and the           

Parish Community 
❖ Endeavour to build a work environment characterised by trust, honesty and fairness 
❖ Treat all staff in a professional, caring and respectful manner 
❖ Be mindful of the needs and working conditions of staff 
❖ Allow staff the opportunity to contribute to their work environment 
❖ Provide staff with the opportunity to participate in professional development that helps            

to develop their ability to manage their work and cope with the demands of their role 
❖ Provide clarity to staff in terms of their role descriptions, with adequate support to              

complete their work and realistic timelines to complete specific tasks with which they             
have been tasked 

❖ Provide effective leadership that supports staff members, providing appropriate and          
meaningful feedback  

❖ Deal proactively with instances of discrimination or harassment and affirm instances of            
good practice and positive relationships between staff members 

❖ Initiate and support programs and activities that aim to improve staff wellbeing, e.g.             
health & exercise activities, social gatherings etc. 

❖ Commit to a continued effort to improve staff morale and wellbeing and recognise staff              
for the work that they do and areas of achievement and success 
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STRATEGIES 
 

- Develop clear protocols, developed and agreed to by staff relating to: 
● Staff meeting 
● Expectations of staff  
● Staff behaviour and relationships (between staff, staff-student, staff-parent) 
● Professional Dialogue 
● Dealing with disputes between staff 

- Treat all staff in a professional, caring and respectful manner 
- Be mindful of the needs and working conditions of staff 
- Develop an effective and strategic process for providing feedback to staff  

● Senior Leadership-staff 
● Coaching 

- Allow staff the opportunity to contribute to their work environment and provide            
opportunities to raise issues of interest or concern through:  

● Staff Development Meetings 
● Staff Briefings 
● One on one meetings with the Principal (Senior Leadership)  

- To create structures that allow staff some ownership and input into their professional             
development requirements whilst ensuring that these fit the strategic goals of the            
school 

- Ensure that there are clearly articulated policies related to discrimination, harassment           
and bullying of staff, Occupational Health & Safety, Complaints Handling and Privacy            
and Confidentiality 

- Develop clearly defined and articulated role descriptions for all staff positions, ensuring            
that staff have input into the format of these. Teachers role descriptions will be linked to                
the VIT requirements and AITSL Professional Learning Standards 

- Provide support and confidentiality to staff, and when necessary enable them to seek             
support from external providers 

- Form and support a Staff Wellbeing sub-committee consisting of representation from all            
staff groups (Teaching, LSO’s, Admin) 

- Budget for some resources to focus on staff wellbeing and staff health for example,              
continuing to support some staff health and fitness programs or promoting healthy            
eating. 

- Developing initiatives to improve staff morale and staff recognition for example through            
a Staff Affirmations strategy or a staff rewards program 

 
EXPECTATIONS 

 
All staff members are expected to: 

- make themselves aware of this policy and its contents 
- comply with the policy and the strategies and protocols connected to this 
- inform a member of the Senior Leadership Team if they have reason to believe that this                

policy has not been followed 
 

Members of the Leadership Team are expected to: 
- ensure that all new staff are made aware of this policy and provided a copy of it upon                  

induction 
- ensure that members of staff within their teams comply with the policy and related              

protocols 
- work to ensure that a culture of trust, respect, courtesy and confidentiality is developed              

and maintained within St Columba’s School 
- inform a member of the Senior Leadership Team if they have reason to believe that this                
policy has not been followed 
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GUIDELINES 

 
This policy will be: 

- reviewed every three years by members of the School Leadership Team and Staff             
Wellbeing committee (including Principal and the OH&S Rep 

- presented to staff for their input after this review 
- endorsed by the Principal once this review and consultation process is complete 

 
 
REFLECTIVE MATERIALS 
 
WorkSafe Staff Wellbeing Policy template 
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St Columba's School 
 

Teaching for Learning Policy 
 
RATIONALE: 
At St Columba’s we believe that learning is an active process where students are involved and                
enjoy exploring and discovering for themselves. We believe that all students can learn,             
particularly in a positive environment where they are encouraged to take risks and explore              
challenges. For best learning to occur, teaching strategies must be planned and monitored             
remembering that all students are unique and have a need to belong and be accepted.               
Student’s learning is influenced by many factors including learning styles, self-esteem, prior            
experiences, relevance, interest, talents and stage of development.  
 
SCRIPTURAL CONTEXT: 
“The child grew and became strong, filled with wisdom; and the favour of God was               
upon him” 
(Luke 2: 40 – 41) 
 
POLICY STATEMENT: 
Through passionate and joyful teachers who implement teaching and learning strategies which            
are proven, innovative and developmentally oriented, St Columba’s will endeavour to develop            
the whole child. As a Catholic school, we will teach the understandings, insights, values and               
practices that characterise the Catholic tradition (Awakenings, 2005). We will develop within            
our students, knowledge, skills and behaviours which will prepare them for a rapidly changing              
world, in which they can 

o Manage themselves as individuals and in relation to others 
o Understand the world in which they live 
o Act effectively in that world    (VELS 2005) 

 
POLICY GUIDELINES POLICY INDICATORS 

 The teachers with the support of Learning Support 
Officers and the wider community at St Columba’s: 

The learning environment is 
supportive and productive  
 

o build positive relationships through knowing and 
valuing each student. 

o promote a culture of value and respect for 
individuals and their communities. 

o use teaching strategies that promote students' 
self-confidence and willingness to take risks with 
their learning. 

o ensure each student experiences success 
through structured support, the valuing of effort, 
and recognition of their work. 

The learning environment promotes 
independence, interdependence 
and self-motivation. 

o encourage and support students to take 
responsibility for their learning. 

o use strategies that build skills required for 
productive collaboration. 

Students' needs, backgrounds, 
perspectives and interests are 
reflected in the learning program. 

o Use teaching strategies that are flexible and 
responsive to the values, needs and interests of 
individual students. 

o utilise a range of teaching strategies that 
support different ways of thinking and learning. 

o build on students' prior experiences, knowledge 
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and skills 

o capitalise on students' experience of a 
technology rich world 

Students are challenged and 
supported to develop deep levels of 
thinking and application. 

o Use teaching sequences that promote sustained 
learning that builds over time and emphasises 
connections between ideas. 

o promote substantive discussion of ideas. 
o emphasise the quality of learning with high 

expectations of achievement. 
o use strategies that challenge and support 

students to question and reflect. 
o use strategies to develop investigating and 

problem solving skills. 
o use strategies to foster imagination and 

creativity 
Assessment practices are an 
integral part of teaching and 
learning 

o Use assessment practices that reflect the full 
range of learning program objectives. 

o ensure that students receive frequent 
constructive feedback that supports further 
learning. 

o make assessment criteria explicit. 
o use assessment practices that encourage 

reflection and self assessment. 
o use evidence from assessment to inform 

planning and teaching. 
Learning connects strongly with 
communities and practice beyond 
the classroom 

o Invite students to engage with contemporary 
knowledge and practice. 

o plan for students to interact with local and 
broader communities. 

o use technologies in ways that reflect 
professional and community practices. 

 
Staff, to maintain the highest 
standards, must themselves 
engage in the learning process at a 
professional level 

o Staff attend appropriate and high quality PD in 
line with their professional needs and the needs 
of the school development plan. 

 
REFLECTIVE MATERIAL 
 
St Columba’s Vision & Mission (2007) 
Victorian Essential Learning Standards (2005) 
Awakenings (2005) 
Principles of Teaching and Learning (2005) 
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St Columba's School 
 

Positive Behaviour Policy (Behaviour Management Policy) 
RATIONALE: 
At St Columba’s School, we believe that the Positive Behaviour policy should stem from our               
Gospel values, which permeate all that we do within our school. We believe that each person                
within our school community has the right to function safely. They should feel engaged, inspired               
and empowered through their relationships. We believe that these values and practices need to              
flow through into the intellectual, emotional, physical, spiritual and creative potential of all             
learning opportunities.  
 

These are more than just behaviours and skills to be taught, they are aspirations of our                
Christ-centred community and are embedded in all our interactions. They have the potential to              
equip everyone within our community to be the best they can be. Consequently, our Progression               
of Discipline Procedures recognise that each member of the school community has certain rights              
and responsibilities. Self-discipline and positive approaches to the development of acceptable           
behaviour are supported through a consistent approach by the school community, in accordance             
with the Diocesan Whole School Behaviour Management Guidelines. 
 

This Positive Behaviour Policy links to the areas of student academic achievement, the wellbeing              
of students, staff and parents and our Response to Intervention Approach used with children who               
require extra support. The positive behaviours promoted in this policy should minimize the             
occurrence of inappropriate behaviours such as harassment, bullying, discrimination and          
non-compliance. It should protect the safety and dignity of all.  
 
 
SCRIPTURAL CONTEXT: 
“What does the Lord require of you but to do justice, and to love kindness, and to walk 
humbly with your God”  
Micah 6:8 

 
 
POLICY STATEMENT: 
At St. Columba’s School, we honour the rights of individual students to experience an engaging,               
inspiring and empowering learning environment. We know student engagement is a critical            
element in developing positive behaviour. In order to develop a culture of positive behaviour we               
need to create structures that provide consistent guidelines and procedures. This supports the             
expectation that all members of our community will take responsibility for their actions to              
maintain and restore harmony in their relationships with others.  
 

To support this policy we will: 
 

1. Work within the Framework to address the four components: 
- Belonging and Connectedness 
- Social-Emotional Learning 
- Parents  
- Intervention Programs for students at risk 
 

2. Identify the Rights and Responsibilities of all members of our community and Guidelines 
for Positive Behaviour. (Appendix 1 & 2) 
 

3. Provide for the yearly review and development of Guidelines for Effective Learning for 
each classroom. (Appendix 3) 
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4. Implement a Progression of Procedures related to inappropriate or challenging student 
behaviour which contravenes the statement of school wide Rights and Responsibilities. For 
example, consistent and on-going harassment, bullying, discrimination, non-compliance or 
behaviour which seriously threatens the safety or the dignity of others. (Appendix 4 & 5) 
 

5. Implement a Personalized Learning Plan (Behaviour Management) for children exhibiting 
specific behaviours. (Appendix 6) 

 
 
 
STATEMENT OF INTENT: 
- Corporal Punishment is inappropriate within a Catholic school and will not be used.  
- Any form of violence will not be tolerated by any member of the school community. 
- We have a zero tolerance to all forms of bullying. 
- The wider school community will be informed of the framework of this Positive Behaviour 
Policy. 
- All procedures and consequences should comply with the Positive Behaviour Policy and 
be appropriate to the seriousness of the offending action. 
- Positive Behaviour is a shared responsibility of all members of the school community. 
 
 
 
REFLECTIVE MATERIALS: 
Whole School Behaviour Management Guidelines 
School Vision & Mission Statements 
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Appendix 1 
 
 
 

Right & Responsibilities for Students 
● You have the right to be an individual at 

school 
 

You have a responsibility to let others be 
individuals at School 
- This means that you should not treat others 
unfairly because you consider them different to 
you 

● You have the right to be respected You have the responsibility to respect others and 
treat them with kindness 
- This means that you should treat others as you 
hope to be treated. 

● You have the right to express yourself 
with consideration for the feelings of 
others 

 

You have the responsibility to let others express 
themselves. 
- This means that you must give others the 
opportunity to talk freely about their ideas and 
feelings when it is appropriate and in an 
acceptable manner. 

● You have the right to a safe school 
 

You have a responsibility to keep yourself, others 
and the school safe. 
- This means that you should make safe choices 
in the way you act and interact with others in the 
school environment. 

● You have the right to learn at school 
 

You have the responsibility to create a positive 
learning environment for all. 
- This means that you engage in good learning 
and support and encourage and celebrate good 
learning in others. 
- This means that you care for the environment, 
the property of others and of the school. 
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Appendix 2 
 

 

Guidelines for Positive Behaviours 
 

At St Columba’s School: 
 

- We have the right to be an individual at school 
We will include others in our work and in our play 

 

- We have the right to be respected 
We will use appropriate language and/or gestures 
We will avoid using ‘put downs’  
We will only use correct names  
We will follow and obey the classroom /Learning Community Codes of Conduct no matter 
which staff member asks 
We will use positive language to everyone 

 

- We have the right to express ourselves with consideration for the feelings of others 
We will allow others to express themselves and respect their input 

 

- We have the right to a safe school  
We will walk in the school buildings at all times 
We will play in ways that are safe and avoid causing harm to other people.  
We will play games correctly to keep people safe 
We will play safely on and with equipment 
We will walk bicycles and skateboards etc in the schoolyard and on all surrounding 

footpaths and crossings 
We will wait in supervised areas at the end of school 
We will cross roads using designated crossings where applicable 
We will only wear the correct items of uniform to school 
We will only be in the classroom under teacher supervision 
We understand that we must have permission to leave school grounds  
We will play in the areas in which students are allowed (areas such as the bike rack                 
are out of bounds). 
We will stay in appropriate areas under staff supervision on extreme weather days 
We will stay out of the buildings before 8.30am and during recess or lunchtime unless 

otherwise instructed 
 

- We have the right to learn at school  
        We will use other people’s property only with their permission  

        We will care for and return any school equipment that is borrowed 
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Appendix 3 
 

Guidelines for Effective Learning 
 

Students: 
1.  
We listen appropriately in 
class 

● We listen appropriately in class and follow the routines and procedures 
● We allow other children to listen without disrupting them 

2. 
We respect the opinions of 
others 

● We avoid using put-downs and negative comments to other students in the class 
● We encourage other children to voice their opinions and contribute their ideas 

3. 
We follow the instructions 
of teachers 

● When asked to complete a reasonable task by a teacher or staff member, we follow the 
instructions we have been given in a respectful and appropriate manner 

4.  
We allow other students 
the freedom to learn 

● We behave in a respectful manner 
● We avoid engaging in behaviours that dominate the class and require the teacher to 

spend more time dealing with our behaviour 

5. 
We have all the things we 
need to engage in learning 

● We have access to all the items and equipment we need to learn effectively 
● We allow others access to the resources they need to engage in the classroom learning 
● We respect the property of the school of others 

6. 
We keep our learning area 
free of clutter 

● Our learning area is organized enough that we can find what we need when we need it. 

 

Teachers: 
1.  
We use a range of 
strategies to engage 
students in their learning 

● We use a range of strategies to scaffold the learning of students: 
● Conferencing 
● Modelling 
● Explicit teaching 
● Illustrations 

2. 
We use a range of tools to 
engage students in their 
learning 

● We use a range of tools to engage students such as: 
● Digital devices 
● Literary resources 
● Film clips 

3. 
We provide clear 
guidelines for students 

● We commence each lesson with careful instructions and clear Statements of 
Intent/Learning Intentions 

● We conclude each lesson by reflecting on the learning and looking at whether the 
success criteria have been achieved 

4.  
We provide students with 
specific feedback 

● We ensure that each child has been given specific feedback on their learning, either 
verbally or in written form 

5. 
We use evidence to drive 
student learning 

● We use a range of sources of evidence to help us direct and target the learning for each 
student (standardized tests, observational analysis and student-teacher conferencing) 

● We work collaboratively with our Learning Community colleagues to ensure our plan for 
learning is carefully targeted to meet the needs of our students 

● We use a needs based approach to help students engage with the curriculum in literacy 
and maths 

6. 
We collect evidence on the 
engagement levels of 
students 

● We understand that we need evidence to identify whether students are engaging with 
the learning in our classrooms 

7. 
We work collaboratively to 
develop learning 
opportunities for students 

● We work with our colleagues to develop explicitly targeted learning opportunities 
● We work to implement a shared ownership model in planning so that knowledge, 

experience and ideas are shared between educators using professional conversations 

8. 
We work to build 
relationships with students 

● We use the focus student concept to build our relationship with students 
● We use regular conversation and conferencing as a tool to engage with students 
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Appendix 4 
 

Staged Response Checklist 
 
 

Stage 1: Prevention and early intervention – Creating a positive school culture  
Suggested strategies School actions 

Define and teach school-wide expectations for all 
 

Non-Negotiable:  
Circle time 
Development of a visible and known Positive Behaviour Policy 
Parent-Teacher conferences for students at risk 
Development of class/learning community Codes of Conduct 
(based on Rights & Responsibilities & Guidelines for Effective 
Learning, Guidelines for Positive Behaviour)  
Goal of 90/10 Positive Reinforcement 
Tracking Record Book 
Restorative Practice 
Negotiable (Suggested Practices): 
Incentive Programs 
Positive Pathways 
Use of student diary for communication with home to highlight 
use of positive behaviours as well as areas to address 
OR 
Specific communication book if required 

Establish relevant school-wide prevention 
programs 

Development and implementation of Walker Learning Approach 
to develop social-emotional learning 
Problem Solving Team Meetings 

Establish consistent school-wide processes to 
identify students at risk of disengagement from 
learning 

Teacher referral sheets for students at risk (RtI) 
Teacher referral sheets for Student Welfare Worker  
Personalised Learning Plans (Behaviour Management) 
Tracking & data collection (Examples include: Duty Behaviour 
Reports, classroom tracking record book, teacher assessment 
records, anecdotal records & observations, SPA, Engagement 
Surveys) 

Establish consistent school-wide processes and 
programs for early intervention 

1. Teacher observations, tracking sheets 
2. Teacher referral to SN coordinator/ student welfare officer 

(Principal to be consulted) 
3. Problem-Solving Team Meetings 
4. Parent-teacher conference (three-way conferencing) 
5. Possible referral to external consultants or agencies 
6. Development of Personalised Learning Plans (Behaviour 

Management) 
7. Termly Student Support Group Meetings 

 
Stage 2: Intervention: a targeted response for individual students  

Suggested strategies School actions 
Establish an understanding of the life 
circumstances of the child/young person and how 
they feel. 

Class conferences 
Teacher-student conference 
Restorative conversations 
Parent-Teacher conference (three-way depending on 
circumstance) 
Problem-Solving Team Meetings (these may include 
specialist support staff or external agencies) 

Establish data collection strategies.  Tracking & data collection (Examples include: Duty 
Behaviour Reports, classroom tracking record book, teacher 
assessment records, anecdotal records & observations) 

Develop the plan for improvement based on data 
and review regularly.  

School student tracking spreadsheet 
Personalised Learning Plans (Behaviour Management) 
Scheduled SSG’s each term (or more regularly if required) 

Explicitly teach and/or build replacement 
behaviours.  

Modeling and teaching of social emotional learning skills/ 
targeted lessons 
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Using advice from specialist support staff or external 
agencies 

 
Determine strategies for the monitoring and 
measurement of student progress  

Classroom tracking spreadsheet 
Personalised Learning Plans (Behaviour Management) 
Review Problem-Solving Team Meetings (these may 
include specialist support staff or external agencies) 
Scheduled SSG’s each term (or more regularly if required) 

Establish inclusive and consistent 
classroom/Learning Community strategies 

Implementation of school Positive Behaviour Policy 
Development of classroom/Learning Community Codes of 
Conduct and reflection on stated Rights & Responsibilities & 
Guidelines for Effective Learning 
Focus on goal of 90/10 positive reinforcement 
Use of Circle Time 
Data collection using Tracking Sheets 
Using Restorative Practices as required 
Use of student diary for communication with home or 
specific communication book if required 
Implementing suggestions made through Problem-Solving 
Team meetings and SSG’s 

Establish out-of-class support strategies  Tracking & monitoring of behaviour at recess and lunchtime 
Discussion at staff meetings 
Implementation of specific recommendations at 
Problem-Solving Team Meetings and SSG’s 
Monitoring of students by staff as required 
Use of targeted intervention programs  
Use of Student Welfare Worker 
Consultation with outside agencies 

Establish a Behaviour Management Support 
Group/Student Support Group  

Development of Behaviour Management Support group 
consisting of: 
Principal or representative 
Welfare Coordinator 
SN coordinator 
Classroom Teacher 
(May also include relevant LSO’s/Student Welfare Officer) 
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Appendix 5 
 

Progression of Procedures 
 

The following plan is used if a teacher believes a child’s behaviour is inappropriate. This also                
includes behaviour that includes harassment, bullying, discrimination or non-compliance. In          
order to achieve positive behaviours it is vital that all teachers consistently implement the              
consequences as outlined. 
 

BEHAVIOUR PROCEDURE CONSEQUENCES 
 

LEVEL 1 BEHAVIOURS 
Inappropriate behaviour and 
minor offences observed by 
teacher….. 

● careless 
● non-targeted  
● unintentional 
● infrequent  

 
Examples of Level 1 
behaviours are: 
Deliberate littering, out of 
uniform, often late to class, not 
eating in designated eating 
area, no hat when playing, not 
using manners, calling out, not 
following basic instructions, 
wasting resources, distracting 
others, not working on task, 
annoying/ unfriendly 
behaviour, name calling (less 
serious) 
 

Managed by the teacher. 
Responses include: 

● stop, listen, speak and 
clarify (reminder of 
appropriate behaviour) 

● RESTORATIVE 
PRACTICE: talk with child 

           talk with others involved 
           review school’s Codes of 
Conduct 
           child completes 
self-reflection  
           sheet which is then filed  
                (see Appendix 6a-c) 

record file kept of 
playground behaviour 
management file and 
self-reflection sheets 

 

Responses may include: 
● time to reflect 
● verbal or written apology 
● child to stay with teacher 

(in yard) 
● Circle time 
● Other general classroom 

approaches 
 

If the issue is resolved, the matter rests here. 
If the behaviour persists then the next level of this policy is followed. 

 
↓ 

 
LEVEL 2 BEHAVIOURS 

The relationship is not 
restored, or the behaviour is 
a more serious offence: 

● deliberate/defiant 
● intentional physical or 

verbal abuse directed 
against students and/or 
teachers 

● disrespecting authority 
 
Examples of Level 2 
behaviours are: 
Being out of bounds, 
damaging property, spitting, 
talking back, inappropriate 

Managed by the teacher.  
Responses include: 

● development of a 
Personalised Learning Plan 
(Behaviour Management – 
see Appendix 5)  

● ensure the safety of all 
parties 

● children complete an age 
appropriate self-reflection 
account of what happened 
(records kept) 

● talk with child(ren)’s class 
teacher 

● RESTORATIVE 

Responses may include: 
● ‘cool-off’/supervised ‘time-in’ 

(class) 
● child may be asked to write a 

letter to his/her parents  
● apology to relevant parties 

(verbal or written) 
● restitution (property) 
● loss of privileges 
● time out 

 
‘Community Service’ (sweeping, 
picking up papers etc) directly 
related to specific incidence of 
inappropriate behaviour rather 
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use of technology, swearing/ 
inappropriate language, 
hands on, name calling (more 
serious), deliberate defiance 
(lesser degree) 
 

PRACTICE: discuss the 
issue 

● negotiate a resolution 
● communication with parents 

of all parties  
● establish a Student Support 

Group 
● inform the Principal 

than being used as a general 
‘punishment/ 

If the issue is resolved, the matter rests here. 
If the behaviour persists then the next level of this policy is followed. 

 
↓ 

 
 

LEVEL 3 BEHAVIOURS 
 

 
The inappropriate behaviour 
continues  
 
or  
 
the behaviour seriously 
threatens the safety and the 
dignity of others 
 
or  
 
the relationship needs further 
restoration 
 
 
 
Examples of Level 3 
behaviours are: 
harassment, bullying, 
discrimination, 
non-compliance, stealing, 
repeated incidents of 
damaging property, abusive 
behaviour/ language, 
threatening behaviour, 
making self and/or others 
unsafe 

Managed by the Principal, 
working with teachers. 
Responses include: 

● communication with parents 
of all parties  

● if necessary, consultation 
with another staff member 
or a member of the 
Leadership Team or CEOB 
consultant 

● document the incident 
● Record kept in Behaviour 

Management File 

Responses may include: 
● supervised time-in 

(class/office) 
● suspension of privileges 

related to specific behaviour 
i.e. loss of digital education 
privileges linked to poor 
choices when using these 
devices 

● Development Personalised 
Learning Plan (Behaviour 
Management) (see 
Appendix 5) and  

● restorative response (small 
group conference) 

● in-house counselling 
● mediation 
● mentoring 

If the issue is resolved, the matter rests here. 
If the behaviour persists then the next level of this policy is followed. 

Options include: 
● continued discussion with 

the  Principal  
● continued communication 

with parents of all parties 
● involve CEO personnel 
● inform/update staff and 

Canonical Administrator  

Options include: 
● supervised time-in 
● take part in special program 
● restorative response 
● work with a mentor 
● professional counselling 
 
 

If the issue is resolved, the matter rests here. 
If the behaviour persists then the next level of this policy is followed. 
● refer to Appendices 7-12. All steps from here will follow the 

Diocesan guidelines in relation to suspension and expulsion 
Options might include: 

● short-term suspension from school 
● long-term suspension from school 
● exclusion (this will only be used in extreme circumstances with 

the permission of the Canonical Administrator and Director of 
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Catholic Education) 

 
 

Appendix 6 

Personalised Learning (Behaviour) Plan (PLP) 

Student name:  

Learning Community:  

Date of birth: 

Date:  

Review of progress should be based on collection and analysis of data 

● formal classroom and broader assessment data such as appropriate observation notes from classroom teacher/s 

● feedback from the student 
● feedback from the parents/carers 

All decisions regarding student learning should be based on a range of data sources. Individual Learning Plans aim to personalize the teac

program, support improvement in identified areas and should be monitored and revised regularly. 

Learning improvement goals -  

Priority areas for improvement. 

Consider: 

● engagement 

● attendance 

● behavior 

Learning outcomes 

List relevant learning outcomes linked to the learning 

improvement goals.  

Consider: 

● engagement 

● attendance 

● behaviour 

School and classroom strategies revised pedagogy 

Consider: 

● revised pedagogy 

● classroom learning interventions 

● small group/individual support 

● behaviour expectations 

Parents/carers – expectations/support 

Identify in partnership: 

● expectations of parents/carers 

● level of support that can be provided by parents/carers 

● how the school can support parents/carers 

Processes for collection of data 

Identify: 

● data collection methods 

● how progress will be measured 

Timeline for review and revision of plan 

Individual Learning Plans should be measured and modified regularly. 

Student’s comments: 

 

 

Classroom teacher’s comments: 

 

 

Parent’s carer’s comments: 
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Appendix 7a 
 

Thinking Sheet 
(Junior) 

Name: Home Room: Date: 
This is a picture of what happened: 

What did I do? 
 

I was feeling… 

This would have made the other person feel… 
 
 

What can I do to make things better? 

Next time I will…  
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Appendix 7b 

Thinking Sheet 
(Senior) 

Name: Home Room: Date: 
What happened: 

Why did this happen? 
 

What was I thinking at the time? 

What choices did I make? 

Who was affected? 

How would this have made them feel? 

What can I do to make things right? 

Which of the Rights and Responsibilities for Students did I not follow? 
-You have the right to be an individual at school 

- You have the right to be respected 

- You have the right to express yourself with consideration for the feelings of others 

- You have the right to a safe school 

- You have the right to learn at school 

Next time I will…  
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St Columba's School 
 

Safe at School Policy 
 

 
RATIONALE:  

At St. Columba’s School it is our mission to affirm each other’s worth and dignity within an                 
atmosphere where Gospel Values are lived out.  All children have the right to:  

- be an individual 
- be respected 
- express themselves with consideration for the feelings of others 
- learn to the best of their ability 
- a safe school 

 
SCRIPTURAL CONTEXT: 

“Finally, all of you, live in harmony with one another; 
be sympathetic, love as brothers, 
be compassionate and humble”. 

(1 Peter 3:8) 
 
 

POLICY STATEMENT: 
At St. Columba’s all members of our school community are encouraged to be committed to 
ensuring a safe and supportive environment which promotes personal growth and fosters 
positive self-esteem.  
 
 
GUIDELINES: 

● The Safe at School Policy and Procedures will be communicated to all staff, parents 
and students. Students, parents and staff all have a positive role to play in this process 

● Prevention, early identification and communication are key factors in providing a safe 
school 

● Time is regularly set aside at staff meetings to discuss wellbeing related issues 
● Strategies to reduce and prevent bullying will be implemented 
● Students and parents will be actively encouraged to report bullying incidents 
● All bullying incidents will be investigated with confidentiality and documented 
● The curriculum will support students with their understanding of being ‘safe at school’ 
● Necessary training and support will be provided for staff in the implementation of this 

policy 
● Where bullying is identified, parents of those involved will be informed and consulted. 
● In assisting students to restore relationships damaged by conflict and harmful events, a 

Restorative approach will be used. 
 
REFLECTIVE MATERIALS: 
 
School Vision & Mission Statements 
School Pastoral Care Policy 
Friendly Schools & Families Resource 
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St Columba's School 
 

Safe at School Procedures 
 

 
STRATEGIES TO PROMOTE A SAFE SCHOOL: 
 
Whole-School Approach 
 
Structure 
● The Safe at School Policy is clearly articulated to staff, students and parents 
● The Safe at School policy and procedures are included in the Staff Handbook 
● Time is regularly set aside at staff meetings for Wellbeing related issues 
● Necessary training will be provided to all staff, including Casual Relief Staff 
● Regular Assemblies will be held that support, inform and promote the school ethos 
● Positive action and appropriate behaviour will be recognised in the classrooms and in 

the playground by various means 
● A Buddy system operates between Grade Prep and Grade Five students 
● Opportunities for passive play will be provided to support students who feel vulnerable 

in the yard. 
● All students will be formally surveyed / interviewed once a year to determine if bullying 

is occurring and where the ‘Hot Spots’ are  
● Student’s rights and responsibilities will be displayed in the school grounds 
● Visual reminders and prompts will be displayed throughout the school 
● Instances of bullying will be reviewed prior to the creation of class lists 
 

Curriculum 
● A variety of curriculum materials will be used for teaching across all year levels 
● A range of strategies will be used across the school to increase self-awareness, 

awareness of others, self-esteem, co-operation, trust, listening skills and building empathy eg 
Circle Time 

● Learning Intentions are targeted to meet the social and emotional needs of students 
● The ‘Rights and 'Responsibilities’ of students at St Columba’s School will be discussed 

in each Learning Group and norms for expected behaviour will be developed.  
 
Supervision 
● Staff wear brightly coloured vests while supervising in the yard  
● Playground incidents will be recorded by the staff.  The principal will check the ‘incident 

books’ on a regular basis to identify any patterns in behaviour and follow up regular offenders, 
as well as let the classroom teacher know. Parents will be notified if necessary. 

● Toilets are checked during recess and lunch by the teacher on yard duty 
● Games and activities are available for students during wet-day timetable 
 
BULLYING IS: 
● a repeated, unjustifiable behaviour that may be physical, verbal and/or psychological 

● intended to cause fear, distress, or harm to others 

● conducted by a more powerful individual or group 

● against a less powerful individual who is unable to effectively resist 

CYBER BULLYING is bullying through the use of digital technologies 
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EXAMPLES OF BULLYING: 
 
 Direct Indirect 
Physical - Hitting, slapping, 

punching 
- Kicking, tripping 
- Pushing, strangling 
- Spitting, biting 
- Pinching, scratching 
- Throwing things, eg. 

Stones 

- Getting another 
person to harm someone 

 

Non-Physical - Mean and harmful 
name calling 

- Hurtful teasing 
- Playing nasty/ 

embarrassing jokes 
- Demanding money or 

possessions 
- Forcing another to do 

homework or commit offences 
such as stealing 

- Homophobic, sexist or 
racist remarks 

- Mimicking 

- Spreading nasty 
rumours 

- Damaging 
someone’s social 
reputation and/or causing 
humiliation 

- Spreading 
rumours 

- Encouraging 
others to socially exclude 
someone 

Non Verbal - Threatening and/or 
obscene gestures 

- Intimidation 

- Deliberate 
exclusion from a group or 
activity 

- Removing and 
hiding and/or damaging 
other’s belongings or 
property 

 
Cyber Bullying 
- harassment via mobile phones 
- setting up a defamatory personal website 
- deliberately excluding someone from social networking spaces 
- unwanted text messages/emails. 
- deleting other students digital work 

 
 

REPORTING BULLYING: 
At St Columba’s School, all students are strongly encouraged to report bullying, whether as a 
victim or a bystander.  
We believe that if it is important enough for a child to report an incident to staff, it is important 
enough for staff to follow up. Bullying incidents will be reported to the Principal by the teacher 
to whom the incident was reported and will be documented. 
All incidents will be investigated with sensitivity for both victim and bully. 
 

Reporting methods: 
● Teacher on duty 
● Class/supervising teacher 
● Principal/ Deputy Principal 
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● Regular surveying of students to find those students at risk of being bullies or  

                       being bullied 
● Locked ‘Concerns Box’ located in safe environments around the school 
 
(Parents/guardians should contact their child’s classroom teacher regarding incidents of 
bullying behaviour which they might suspect or that have come to their attention through their 
children.) 
 
RESPONDING TO BULLYING 
This policy and procedures acts in conjunction with the schools Positive Behaviour Policy. 
St Columba’s uses restorative processes as one way of working with students who behave 
inappropriately. 
Restorative practises value relationships over rules. They seek to engage people in restoring 
relationships damaged by conflict and harmful events.  
 

When is the Restorative way used in our school?  
 

Level 1 Level 2 Level 3 

Minor behavioural breaches at school 
can be managed by teachers with 
reminders of the expected behaviour, 
redirection, and consequences, such as 
brief ‘time out’.  

Incidents which risk damage to student 
relationships will be followed up by 
teachers in a restorative way. 

When student’s 
relationships have been 
damaged through conflict, 
differences or bullying a 
small group or class 
conference will be held using 
a restorative approach. 
Parents will be informed 

 

When serious offences 
happen, a conference 
involving the Principal, 
parents and others (victim, 
bully, teacher, community 
members etc) will be held. 

** If the matter is not resolved after level 3 the serious offences section of the positive 
behaviour policy will be implemented. 

 
 
Restorative process – Key Stages and Questions asked at each of the stages 
 

Key Stages Restorative Questions 

1. Identifying and describing the problem. ● What happened? 
● What were you thinking at the time? 

2. Explaining & reflecting on the effects of the 
incident / problem 

● Who do you think was affected by what 
you did? 

● In what ways were they affected? 
3. Identifying ways to make reparation / to resolve 

the problem 
● What do you need to do to make things 

right? 
4. Making plans for actions that reduce the 

possibility of the problem continuing, and for 
making use of support and resources 

● What can I do to help? 
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St Columba's School 

 

Child Safety Policy 
 

 
At St Columba’s School we hold the care, safety and wellbeing of children and young people as a 
central and fundamental responsibility of our school.  Our commitment is drawn from and inherent in 
the teaching and mission of Jesus Christ, with love, justice and the sanctity of each human person at 
the heart of the gospel.  
 
 
Rationale 
 

The purpose of this policy is to demonstrate the strong commitment of St Columba’s School to the 
care, safety and wellbeing of all students at this school.  It provides an outline of the policies, 
procedures and strategies developed to keep students safe from harm, including all forms of abuse, in 
our school. 
This policy applies to school staff, including school employees, volunteers, contractors and clergy.  
 
 
Commitment to Child Safety 
 

All students have a right to feel safe and be safe. The wellbeing of children in our care will always be 
our first priority and we have zero tolerance to child abuse.  
We aim to provide an environment where children feel safe and are free to enjoy life, without any 
concern for their safety.  
 
 
Children’s Rights to Safety and Participation 
 

At St Columba’s, we actively encourage all students to openly express their views and feel 
comfortable about giving voice to the things that are important to them. We listen to their suggestions, 
especially on matters that directly affect them.  
 

We teach students about what they can do if they feel unsafe. We listen to and act on any concerns 
students, or their parents or carers, raise with us.  
 

St Columba’s School encourages students to explore learning opportunities in a safe, secure and 
empowering environment, where individual differences are respected and students’ strengths, talents 
and interests are celebrated.  
 
 
Valuing Diversity and Inclusion 
 

At St Columba’s School we value and celebrate diversity, especially cultural diversity, and we do not 
tolerate discriminatory practices.  
 
To achieve this, we: 
● promote the cultural safety, participation and empowerment of Indigenous students and their 
families 
● promote the cultural safety, participation and empowerment from culturally and/or linguistically 
diverse backgrounds (CALD) and their families 
● promote the personal safety, participation and empowerment of students with a disability and 
make them feel welcome and part of all aspects of school life 
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Recruiting Staff and Volunteers 
 

St Columba’s School will apply thorough and rigorous processes in the recruitment and screening of 
staff and volunteers involved in child-connected work. We interview and conduct referee checks on all 
staff and volunteers, and require police checks and Working with Children Checks (WWCC) for all staff 
and volunteers. Our commitment to Child Safety and our screening requirements are included in all 
advertisements for staff and volunteer positions.  
 
St Columba’s School follows the CECV Guidelines on the Employment of Staff in Catholic Schools in 
the recruitment of all staff. This resource is available at: 
http://www.cecv.catholic.edu.au/Industrial-Relations/Policies-and-Guidelines/Child-Safety 
 
 
Supporting Staff and Volunteers 
 

St Columba’s School provides support and guidance to all staff and volunteers so people feel valued, 
respected, affirmed in their work and fairly treated.  
Our school provides employees, clergy and volunteers (where appropriate) with regular and 
appropriate opportunities to develop their knowledge of, openness to and ability to address child safety 
matters. This includes induction, ongoing training and professional learning opportunities to ensure 
that everyone understands their professional and legal obligations and responsibilities, and the 
procedures for reporting suspicion of child abuse and neglect.  
 
Our school has developed a Child Safety Code of Conduct, which establishes clear expectations of 
school employees, volunteers, contractors and clergy for the appropriate behaviour with children in 
order to safeguard them against abuse and/or neglect. Our Code also protects school staff through 
clarification of acceptable and unacceptable behaviour. All staff receive training on the requirements of 
the Code.  
 
 
Reporting a Child Safety Concern or Complaint 
 

Our school records any child safety complaints, disclosures or breaches of the Child Safety Code of 
Conduct and stores the records in accordance with security and privacy requirements.  
St Columba’s School follows the joint protocols outlined in the “Identifying & Responding to All Forms 
of Abuse in Victorian Schools” resource and associated processes, published jointly by the 
Department of Education and Training and the Catholic Education Commission of Victoria. This 
resource is located on the DET PROTECT Portal 
http://www.education.vic.gov.au/about/programs/health/protect 
 
Our school has established internal processes to ensure that appropriate action is taken to respond to 
concerns about the wellbeing and/or safety of a student.  
Our school’s Child Safety Officer plays an essential role in ensuring that St Columba’s School is a 
child safe school, with specific responsibility for responding to any complaints made by staff, 
volunteers, parents or students in relation to child safety.  The Principal, has been appointed as Child 
Safety Officer. 
 
 
Risk Management 
 

At St Columba’s School we are committed to proactively and systematically identifying and assessing 
risks to student safety across our whole school environment, and reducing or eliminating (where 
possible) all potential sources of harm. We document, implement, monitor and periodically review our 
risk management strategies for child safety and ensure that the strategies change as needed and as 
new risks arise.  
 
 

http://www.cecv.catholic.edu.au/Industrial-Relations/Policies-and-Guidelines/Child-Safety
http://www.cecv.catholic.edu.au/Industrial-Relations/Policies-and-Guidelines/Child-Safety
http://www.cecv.catholic.edu.au/Industrial-Relations/Policies-and-Guidelines/Child-Safety
http://www.cecv.catholic.edu.au/Industrial-Relations/Policies-and-Guidelines/Child-Safety
http://www.education.vic.gov.au/about/programs/health/protect
http://www.education.vic.gov.au/about/programs/health/protect
http://www.education.vic.gov.au/about/programs/health/protect
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We will enact this commitment through: 

● Child safety as a standing item on staff meeting agenda 
● Periodic review of the Child Safety Risk Register 
● Completing a risk assessment of all new activities 

 

Policy Review 

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

 
Date   Comment (e.g. major review, minor review) 
  
  
 

 
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. 
Safe Schools Hub 2014, National Safe Schools Framework Glossary, Australian Government 
Department of Education and Training. 
State of Victoria 2016, Child Safe Standards – Managing the Risk of Child Abuse in Schools: 
Ministerial Order No. 870, Education & Training Reform Act 2006, Victorian Government 
Gazette No. S2. 
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http://cevn.cecv.catholic.edu.au/WorkArea/DownloadAsset.aspx?id=8589940208
http://safeschoolshub.edu.au/resources-and-help/Glossary
http://www.gazette.vic.gov.au/gazette/Gazettes2016/GG2016S002.pdf
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Safeguarding Children and Young People  

Code of Conduct  
 

Central to the mission of St Columba’s School is an unequivocal commitment to fostering the 
dignity, self-esteem and integrity of children and young people and providing them with a safe, 
supportive and enriching environment to develop spiritually, physically, intellectually, 
emotionally and socially.  
 

Purpose 
This Code of Conduct has a specific focus on safeguarding children and young people at St                
Columba’s School against sexual, physical, psychological and emotional abuse or neglect. It is             
intended to complement other professional and/or occupational codes.  
 
All staff, volunteers, contractors, clergy and School Advisory Council members at St            
Columba’s School are expected to actively contribute to a school culture that respects the              
dignity of its members and affirms the Gospel values of love, care for others, compassion and                
justice. They are required to observe child safe principles and expectations for appropriate             
behaviour towards and in the company of children, as noted below. 
 

Acceptable Behaviours 
All school staff and clergy are responsible for supporting the safety of children by:  
 

● adhering to the school’s Child Safe Policy and upholding the school’s statement of 
commitment to child safety at all times  

● taking all reasonable steps to protect children from abuse 
● treating everyone in the school community with respect (modelling positive and respectful 

relationships and acting in a manner that sustains a safe, educational and pastoral 
environment) 

● listening and responding to the views and concerns of children, particularly if they are 
telling you that they or another child have been abused or that they are worried about their 
safety/the safety of another child 

● promoting the cultural safety, participation and empowerment of Aboriginal and Torres 
Strait Islander children (for example, by never questioning an Aboriginal and Torres Strait 
Islander child’s self-identification) 

● promoting the cultural safety, participation and empowerment of children with culturally 
and/or linguistically diverse backgrounds (for example, by having a zero tolerance policy 
towards discrimination) 

● promoting the safety, participation and empowerment of children with a disability (for 
example, during personal care activities) 

● ensuring as far as practicable that adults are not alone with a child unless consistent with 
their school role and responsibilities 

● understanding and complying with all reporting obligations as they relate to mandatory 
reporting and reporting under the Crimes Act 1958 (Vic.) 

● reporting any allegations of child abuse or child safety concerns to the school’s leadership, 
if appropriate 

● if an allegation of child abuse is made, follow the relevant school procedures for reporting 
allegations 
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Unacceptable Behaviours 
All school staff and clergy must not: 
 

● ignore or disregard any suspected or disclosed child abuse  
● develop any ‘special’ relationships with children that could be seen as favouritism (for 

example, the offering of gifts or special treatment for specific children)  
● exhibit behaviours with children which may be construed as unnecessarily physical (for 

example, inappropriate sitting on laps)  
● put children at risk of abuse (for example, by locking doors)  
● initiate unnecessary physical contact with children or do things of a personal nature that a 

child can do for themselves, such as toileting or changing clothes  
● engage in open discussions of a mature or adult nature in the presence of children  
● use inappropriate language in the presence of children  
● express personal views on cultures, race or sexuality in the presence of children  
● discriminate against any child, including because of age, gender, race, culture, 

vulnerability, sexuality, ethnicity or disability  
● have contact with students outside of school without the school leadership’s knowledge 

(for example, unauthorised after-hours tutoring, private instrumental/other lessons or sport 
coaching); accidental contact, such as seeing people in the street, is appropriate  

● initiate or respond to any online contact with an individual student, current or past until they 
reach the age of 18 (including by social media, email, instant messaging etc.) unless it is to 
assist a student with their learning 

● use a personal email account to communicate with students or families 
● exchange personal contact details with students  
● exchange personal contact details with parents or guardians unless there is reasonable 

cause to do so 
● photograph or video a child without the consent of the parent or guardians  
● work with children while under the influence of alcohol or illegal drugs  
● consume alcohol or illegal drugs at school or at school events in the presence of children 

 (Adapted from Source: VRQA) 
 
 
 
 
 
 
 
 

 

 

 

 

 

I, ______________________________________, confirm I have been provided with a copy of           

the above Code of Conduct and I understand this Code.  

 
 
Signed: ___________________________________ Date: __________ 
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St Columba’s School 

 

Responding to Child Abuse 
 

The Child Safe Standards require organisations that provide services for children to have             
processes for responding to and reporting suspected child abuse. This resource is designed to              
provide guidance on what to do if a child discloses an incident of abuse, or if a parent/carer                  
raises a concern or allegation of abuse which may have taken place in our school. 

For detailed information and assistance, please see the PROTECT protocol ‘Identifying and            
Responding to All Forms of Abuse in Victorian Schools’. This is the one-stop reference guide               
for all schools around identifying and responding to all forms of abuse in Victorian schools. The                
document is available at  

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

If a child discloses an incident of abuse to you 

• Try and separate them from the other children discreetly and listen to them carefully. 
• Let the child use their own words to explain what has occurred. 
• Reassure the child that you take what they are saying seriously, and it is not their fault and                  

that they are doing the right thing. 
• Explain to them that this information may need to be shared with others, such as with their                 

parent/carer, specific people in the school, or the police. 
• Do not make promises to the child such as promising not to tell anyone about the incident,                 

except that you will do your best to keep them safe. 
• Do not leave the child in a distressed state. If they seem at ease in your company, stay with                   

them. 
• Provide them with an incident report form to complete, or complete it together, if you think                

the child is able to do this (see attached ‘Child Safe Incident Report’). 
• As soon as possible after the disclosure, record the information using the child’s words and               

report the disclosure to the Principal and/or the school’s Child Safety Officer, police or child               
protection. 

• The PROTECT protocol requires that all schools notify their system authority when a report 
is made. If you make a report, either yourself, the Principal or the school’s Child Safety 
Officer must contact (phone or email) the CEOB Educational Consultant and notify that you 
have made a report, to which authority (Police, DHHS, Child First) and the basic nature of 
the report. Please do not breach confidentiality with these notifications by providing names 
or details. 

• Ensure the disclosure is recorded accurately, and that the record is stored securely.  

 

If a parent/carer says their child has been abused in our school or raises a concern 
 

• Explain that our school has processes to ensure all abuse allegations are taken very              
seriously. 

• Ask about the wellbeing of the child.  
• Allow the parent/carer to talk through the incident in their own words. 
• Advise the parent/carer that you will take notes during the discussion to capture all details. 
• Explain to them the information may need to be repeated to authorities or others, such as                

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


- 30 - 
the school principal or Child Safety Officer, the police or child protection.  

• Do not make promises at this early stage, except that you will do your best to keep the child                   
safe.  

• Provide them with an incident report form to complete, or complete it together (see attached               
‘Child Safe Incident Report’). 

• Ask them what action they would like to take and advise them of what the immediate next                 
steps will be. 

• Ensure the report is recorded accurately, and that the record is stored securely.  
• The PROTECT protocol requires that all schools notify their system authority when a report 

is made. If you make a report, either yourself, the Principal or the school’s Child Safety 
Officer must contact (phone or email) the CEOB Educational Consultant and notify that you 
have made a report, to which authority (Police, DHHS, Child First) and the basic nature of 
the report. Please do not breach confidentiality with these notifications by providing names 
or details. 
 

You need to be aware that some people from culturally and/or linguistically diverse             
backgrounds may face barriers in reporting allegations of abuse. For example, people from             
some cultures may experience anxiety when talking with police, and communicating in English             
may be a barrier for some. You need to be sensitive to these issues and meet people’s needs                  
where possible, such as having an interpreter present (who could be a friend or family               
member).  

If an allegation of abuse involves an Aboriginal child, you will need to ensure a culturally                
appropriate response. A way to help ensure this could include engaging with parents of              
Aboriginal children, local Aboriginal communities or an Aboriginal community controlled          
organisations to review policies and procedures. 

Some children with a disability may experience barriers disclosing an incident. For example,             
children with hearing or cognitive impairments may need support to help them explain the              
incident, including through sign language interpreters.  

 

If you believe a child is at immediate risk of abuse phone 000. 
Legal Responsibilities 

Every adult who reasonably believes that a child has been abused, whether in their              
organisation or not, has an obligation to report that belief to authorities.  

The failure to disclose criminal offence requires all adults (aged 18 and over) who hold a                
reasonable belief that a sexual offence has been committed in Victoria by an adult against a                
child under 16 to disclose that information to police (unless they have a reasonable excuse not                
to, for example because they fear for their safety or the safety of another).  

While failure to disclose only covers child sexual abuse, all adults should report other forms of                
child abuse to authorities. Failure to disclose does not change mandatory reporting            
responsibilities. 

Mandatory reporters (doctors, nurses, midwives, teachers (including early childhood         
teachers), principals and police) must report to child protection if they believe on reasonable              
grounds that a child is in need of protection from physical injury or sexual abuse.  

The failure to protect criminal offence (commenced on 1 July 2015) applies where there is a                
substantial risk that a child under the age of 16 under the care, supervision or authority of a                  
relevant organisation will become a victim of a sexual offence committed by an adult              
associated with that organisation. A person in a position of authority in the organisation will               
commit the offence if they know of the risk of abuse and have the power or responsibility to                  
reduce or remove the risk, but negligently failed to do so 
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Child Safe Incident Report 

This form can be provided to a child or their family if they disclose an allegation of abuse or                   
safety concern in our school. St Columba’s School staff can also use this resource to record                
any disclosures. Please note: all incident reports must be stored securely.  

Incident details 

Date of incident:  
Time of incident:  
Location of incident:  
Name(s) of child/children 
involved: 
Birthdate 
Address 
 
Siblings 
Contact details of 
parents 

 

Name(s) of 
staff/volunteer involved: 

 

If you believe a child is at immediate risk of abuse phone 000 

Does the child identify as Aboriginal or Torres Strait Islander?  
 (Mark with an ‘X’ as applicable) 

No             Yes, Aboriginal       Yes, Torres Strait Islander  
 
Please categorise the incident   (Mark with an ‘X’ as applicable) 
Physical violence  
Sexual offence  
Serious emotional or psychological abuse  
Serious neglect  

 
Description of Incident 

When did it take place?  
 
 

Who was involved?  
 
 

What did you see?  
 
 

Other information E.g. 
Child’s presentation at 
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school: 
Physical – eg signs of abuse 
such as visible bruising, 
neglect 
Emotional – eg withdrawn 

 
Parent/carer/child use: 

Date of incident:  
Time of incident:  
Location of incident:  

 
Name(s) of child/children 
involved: 

 
 

Name(s) of 
staff/volunteer involved: 

 
 

 
Office use: 

Date incident report received:  
Staff member managing incident:  
Follow-up date:  
Incident ref. number:  

 
Has the incident been reported? 

Child protection  
Police  
Another third party (please specify):  

 

Actions Undertaken 

Date Action Undertaken By Whom Outcome 
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St Columba's School 
 

Occupational Health & Safety Policy 
 
 
RATIONALE: 
 
At St Columba’s School, we believe that the health and safety of all students, parents and 
employees within the school community is vital to the successful functioning of our school and is 
the responsibility of the management and employees 

 
POLICY STATEMENT: 
 
The work environment at St Columba’s School will be maintained making every reasonable             
effort to prevent accidents, protect employees and students from injury and promote the health,              
safety and welfare of all employees and students.  
 
DEFINITIONS: 
 
Act- the Occupational Health and Safety Act 2004 
 
Health and Safety Representative (HSR) – a representative of St Columba’s school who has 
been elected, in accordance with section 54 of the Occupational Health and Safety Act 2004, by 
employees at the school. The term of appointment for a health and safety representative is 2 
years. 
 
Management Representative – the principal of St Columba’s School, or nominee. 
 
 
 
 
 
 

POLICY GUIDELINES POLICY INDICATORS 
 

Management will: 
● Maintain the workplace in a safe and 
healthy condition and identify any unsafe or 
unhealthy condition or behaviour 
● Provide and maintain safe equipment 
● Make and monitor arrangements for 
the safe use, handling, storage and transport 
of equipment and substances 
● Provide adequate facilities to protect 
the welfare of all employees, students and 
community 
● Provide information, training and 
supervision for all employees enabling them 
to work in a safe and healthy manner 
● Identify hazards, assess risk and 
implement control strategies to minimize risk 

 
To ensure the policy can be implemented 
the Management will, in collaboration with 
staff: 
● Conduct an audit of OH&S practices 
and procedures 
● Establish grievance procedures 
● Establish procedures for regular 
maintenance of: 
            Buildings 
            Grounds and playgrounds 
            Specialist facilities 
            Electrical equipment 
● Ensure regular Essential Services 
inspections 
● Delegate a member of Staff as the 
Occupational Health and Safety Officer  
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of injury to people and property 
● Delegate a member of staff to be 
responsible for the implementation and 
monitoring of safety procedures and 
encourage consultation in addressing issues 
● Have a duty to keep up to date with 
current guidelines on Occupational Health 
and Safety as decreed by Government 
bodies and ensure their implementation. 
● Put in place formal processes for 
reporting, recording and investigating 
potential or actual hazards in both the 
physical environment and work practices. 

 
 

Employees have a duty to: 
● Take care of their own health and 
safety and that of others in the workplace 
● Identify any unsafe or unhealthy 
condition or behaviour 
● Exercise caution within the 
workplace at all times 
● Keep up to date with current 
guidelines on Occupational Health and 
Safety as decreed by Government bodies 
and cooperate in their implementation. 
 
 

● Develop a process to identify 
hazards and control risk in relation to: 
            Manual handling 
            Slips, Trips and Falls 
            Noise 
            Hazardous substances 
            Stress 
            Return to Work 
            Employment of Contractors 
            Ergonomics 
            Radiation  
● Develop an “Emergency 
Management Plan” 
● Ensure regular evacuation drills 
● Organise relevant Professional 
Development for staff 

 
Employees will take an active role in: 
● Practices that demonstrate care for 
their own health and that of others 
● Identification of any unsafe or 
unhealthy condition or behaviour 
● Establishing/maintaining safe 
practices within the workplace 
● Participate in relevant professional 
development 
● Designing and implementing 
procedures for maintenance, hazard 
identification and risk control.  
 

 
 
 
 
REFLECTIVE MATERIALS: 
 
Pastoral Care of Students in Catholic Schools.  CECV 2008 
School Vision and Mission statements. 
VCSA Bulletins – Occupational Health and Safety 
Occupational Health and Safety Act 2004 
Codes of Practice (Worksafe) 
Occupational Health & Safety Manual – Catholic Education Office Ballarat 
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St Columba's School 
 

Staff Anti-Harassment & Anti-Bullying Policy 
 
 

RATIONALE: 
 
At St Columba’s School, the Leadership team and staff members are committed to ensuring a 
caring environment which promotes personal growth and positive self worth for all. It will not 
condone any form of harassment or bullying behaviour. The Staff anti –harassment and 
anti-bullying policy is to ensure the safety of all members of staff.  
 
 
DEFINITIONS: 
 
“Bullying is repeated oppression, psychological or physical, of a less powerful person by a more               
powerful person or group of persons” (1996, Ken Rigby). 
 
“Bullying involves a pattern of behaviour that incorporates five key elements. There is an              
intention to hurt, harm or make feel powerless and the recipient is distressed by what is                
happening. It involves an imbalance of power and can take many forms – physical verbal,               
gesture, extortion and exclusion. Pleasure is derived from the act and it is a repeated pattern of                 
behaviour over time” (2005, Therese Sheedy). 
 
“Harassment is when you are persistently troubled, tormented, annoyed or persecuted by            
repeated attacks, questions or problems because of your gender, your religious beliefs, you             
have a disability, your race, colour, age or marital status” 
 
 
POLICY STATEMENT: 
 
St Columba’s School will not tolerate any action that undermines a person’s right to feel safe.                
Every person at the school has this right and any person who harasses or bullies another is                 
denying them the right to feel safe. The Leadership of the school will implement appropriate               
strategies and processes to build and maintain a safe working environment.  
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POLICY GUIDELINES:       GUIDELINE INDICATORS: 
St Columba’s School will at all times proceed in 
accordance with Section 21 (1) of the Occupational 
Health and Safety Act 2004 (Victoria) which states 
that:  An employer must, so far as is reasonably 
practicable, provide & maintain for employees of 
the employer a working environment that is safe & 
without risks to health. 
(Health includes both physical & mental health) 
Employers have a number of duties under the act 
including providing adequate "supervision, 
instruction, information & training necessary for 
employees to do their work safely" (Vic Workcover 
Authority, 2001, p16): 
 
The School will: 
▪ Promote the right of all staff members to        
feel safe at school 
▪ Promote care, respect and co-operation,     
and value diversity. 
▪ Provide opportunities for staff to gain the       
knowledge, skills and dispositions needed for      
positive relationships. 
▪ Through whole staff participation, develop     
and implement pro-active policies, processes and      
programs that nurture a safe and supportive staff        
environment.  
▪ Recognise that quality leadership is an      
essential element that underpins the creation of a        
safe and supportive school environment and      
recognise the critical importance of pre-service and       
ongoing professional development in creating a      
safe and supportive school environment. 
▪ Regularly monitor and evaluate policies and      
programs so that evidence-based practice supports      
decisions and improvements.  
▪ Take action to protect staff members from       
and manage incidents of harassment, bullying,      
violence and abuse. 

To ensure implementation of the Anti- 
Harassment & Anti-Bullying Policy, St 
Columba’s school will: 

 
▪ Raise staff awareness to the fact that 
harassment and bullying may occur, but are 
not acceptable behaviours  
 
▪ Staff practices will:  
• Develop and build friendly 
environments within the staffroom and school 
• Develop an understanding of diversity 
• Introduce and develop inclusive 
practices  
• Develop and encourage respect of self 
and others 
• Support staff in repairing any harm that 
has occurred 
• Encourage staff to reflect upon and 
take responsibility for their actions 
• Model respect, positive relationships 
and positive conflict resolution strategies  
• Develop a whole staff approach to well 
being, focusing on behaviour management, 
conflict management.  
 
▪ Evaluate and monitor policies, 
programs and curriculum according to the 
school development plan. 
 
▪ Develop and implement a Grievance 
Resolution Procedure that encourages and 
allows for negotiation and conciliation. 
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ABSENCE FROM SCHOOL 
 
When children are absent from school a note must be made on the class roll using the 
system outlined below.  
 

If parents request work for children who will be absent due to extended holidays then class 
teachers should be given time to obtain such work (eg. 1 week) 
 
 
ATTENDANCE ROLL - PROCEDURES 

● Every classroom has a laminated roll inside a blue clipboard kept just inside the door. The                
roll needs to be marked with a whiteboard marker at 8.50am and 2.15pm every day. 

● Teachers need to record absences online as well via simon.scballarat.catholic.edu.au and           
then select attendance. Please use following codes to record reason for absence if             
known.  

S  Sick A Appointment 
FD Family Day UN Unknown (teacher doesn’t know) 
FH Family Holiday   

 
● Staff members are to bring to the attention of the Principal any student/s whose attendance               

is irregular or whose absences appear unwarranted. 
● The Principal will, after consulting with the class teacher, attendance records and the             

student, decide upon a strategy to be employed.  
 
 
ASSEMBLY 
 
Assemblies are held every second Friday afternoon in the Hall starting at 2.40pm.  Please 
ensure children are seated ready to start at 2.30pm. Parents and friends are invited to attend 
assemblies. Each Learning Community takes turns to prepare the prayer at the start of the 
assembly and share some of the learning that has taken place in their Learning Community.  A 
roster is located on Google Drive. The School Captains and Vice Captains lead the 
assemblies.  
 
 
ASSESSMENT AND EVALUATION 
 
Teachers are required to keep records of each student’s progress, tests and samples of work 
in an individual student file.  Student files are kept in a locked filing cabinet in each classroom 
and passed on to the next year’s classroom teacher.  Files of students leaving school are 
archived through the office.  (Please see Student Files section for further details) 
 
Assessment Profile  
Each student is to have an Assessment Profile sheet completed.  This is kept at the front of 
their student file.  A copy of the Assessment Profile proforma is located on Google Drive 
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When to record on Assessment Profile 
 

Prep Grade 1- 2  Grades 3 - 6 
 
Observation Survey Tm 1,4 
Letter ID Tm 1,2,4 
CAP Tm 1,4 
Text Level Tm 1,2,4 
ROL Tm 1,4 
Hearing & Recording Tm1,4 
MAI Tm 1,4 
Writing Analysis Tm 2,4 

 
Observation Survey Tm 1,4 
Letter ID Tm 1,4 (if needed) 
Text Level Tm 1,2,4 
ROL Tm 1,4 
Hearing & Recording Tm1,4 
(Gd 1 only) 
MAI Tm 1,4 
Writing Analysis Tm 2,4 
PAT R Tm 1,4 
PAT M Tm 1,4 

 
Fontas & Pinnell Level Tm 1,4 
PAT R  Tm 1,4 
PAT S  Tm 1,4 
PAT M Tm 1,4 
PAT V  Tm 1,4 
NAPLAN (Gd 3 & 5) 
Writing Analysis Tm 2,4 
MAI Tm 1,4 

 
Ongoing Assessments  (Prep to Gd 6) 
 
Running Records 
Writing Analysis 
Anecdotal Records 
Observation sheets 
 
AWARDS AND AGREEMENTS 
 
It is important that teachers keep themselves informed as to any changes to the Awards & 
Agreements of Victorian Catholic Schools and the Catholic Education Office.  A copy is kept in 
the office and also can be accessed online (www.vcsa.vic.edu.au/) 
 
BEHAVIOUR MANAGEMENT 
 
A productive learning environment is dependent on the quality of relationships that exist within 
that environment. Consistent school-wide approaches to student needs and behaviours are 
essential.  
 
In relation to specific behavioural issues staff are asked to refer to the Behaviour Management 
Policy.  Teachers are encouraged to deal with discipline matters promptly and with a view to a 
positive resolution for all parties. Restorative Practices are to be used where possible. 
Consequences should be clear and presented in a non-confrontational manner. The Principal 
should be informed of any recurring or serious incidents and must be consulted before any 
more serious sanctions are employed.  Parents should be kept informed of concerns regarding 
discipline. 
 
Two clipboards are kept in the Staff Room and are to be taken out on yard duty to record any 
incidents / unacceptable behaviour in the playground. The Principal will check the clipboards 
on a regular basis and follow up with any children named consistently.  If a student is not 
compliant with the requests of a staff member or engaging in dangerous or threatening 
behaviour he/she will be asked to report to the Principal.  At the end of duty the teacher will 
inform the student’s classroom teacher about a student’s behaviour if needed.  
 
If a child needs time out from a classroom, he/she must be sent to the area designated by 
agreement of staff.  A runner is always sent to confirm the action. 
 
At the beginning of every year each classroom teacher and students will discuss and formulate 

http://www.vcsa.vic.edu.au/
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expected classroom behaviours (classroom norms). 
 
 
CARE OF CLASSROOM 
 
All staff members and students are responsible for the care and organisation of their own 
classroom areas and furniture.  Children should be encouraged to take an active part in caring 
for their classroom and furniture.  
 
Teachers are to ensure that windows in classrooms are secure at the end of the school day. 
Equipment such as TVs and computers should be carefully maintained.  Lights, fans and 
heaters should be checked at the end of each day. 
 
 
CHILDREN LEAVING THE SCHOOL DURING THE DAY 
 
If a child has occasion to leave the school during school hours the person taking the child must 
sign their child out via Kiosk (laptop in the office). They will need to type in the surname then 
select the child, click leave school, whether they will be returning or not and select the reason 
for leaving. Children returning need to be signed back in the same way.  Classroom teachers 
are to be notified of students leaving school. 
 
 
CONSULTATIVE COMMITTEE 
 
This committee comprises the Leadership Team, nominated staff and the Parish Priest.  This 
group meets on a needs basis to discuss matters pertaining to the Committee:-  class sizes, 
face to face teaching time and positions of responsibility. 
 
 
CURRICULUM 
 
Victorian Curriculum has replaced AusVELS as the basis for curriculum planning and 
development in Victorian schools and as such, it will become our core resource in teaching the 
curriculum at St Columba’s.  
 
Victorian Curriculum is a Foundation to Year 10 curriculum which incorporates the Australian 
Curriculum F-10 for English, Mathematics, History and Science within the curriculum 
framework first developed for the Victorian Essential Learning Standards (VELS).  
 
Our school’s current Curriculum Plan is attached (see attachment 2). This document is             
intended to establish clear guidelines for the implementation of our school’s Classroom            
Programmes 
 
 
The Walker Learning Approach 
 
At St Columba’s we believe it is an essential element of a child’s education to engage all 
members of the community in a child’s learning.  We work to create an educational 
environment that is driven by the identified needs and interests of our students, drawing upon 
the Walker Learning approach.   
The Walker Learning Approach is based on developmentally appropriate practice. It seeks to 
ensure that children are highly motivated and are learning how to learn through a mixture of 
active investigations and formal instruction. The Walker Learning Approach is based on 
student empowerment, engagement and ownership and is supported by teacher direction and 
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instruction. 
 
For our Prep to Year 2 students this means that all students will be involved in active, 
hands-on experiences known as Investigations four times a week. The experiences of the 
children and the explicit teaching that takes place during Investigations are used as a 
springboard into the formal teaching of the day. 
 
Investigations require intentional rigorous planning and include: 
 
·      Tuning in – reflect and discuss current learning. This provides children an opportunity to 
use the language of learning and start the day tuned in to current learning intentions. The 
teacher has an emphasis on the day’s focus children and tunes them in to their investigation 
work for the day by discussing the area they would like to work in and what their plans are. 
The reporter and photographer will be allocated a task by the teacher, which will be carefully 
chosen to match the individuals learning needs and current learning intentions, making links 
with some learning that will happen later in the day. 
 
·      Investigation time – children will have approximately 45 minutes to engage in self-directed 
learning. They are free to decide on the area they would like to work at and there are often 
ongoing projects that the children return to work on. The teacher spends time scaffolding each 
focus child and the reporter and photographer in their learning. 
 
·      Reflection – The focus children, reporter and photographer report back to the class on 
their learning while the teacher draws out explicit links to Literacy, Numeracy or developmental 
learning intentions. This is the most important time for the children to see the connections 
between what they have been learning through Investigations with formal learning. 
 
Rosters are created to ensure all children are a focus child at least once a fortnight as well as 
an opportunity to take on the role of photographer and reporter. We encourage families to 
discuss these special moments with their children. 
 
In Years 3-6, students will continue to have their normal explicit teaching sessions for literacy 
and numeracy, in addition to a subject focus area such as science or history. Students are 
provided with some content on this subject and are then given the opportunity to link in with 
their own interests and talents to negotiate with their teacher, an Educational Research Project 
(ERP).  Part of the project involves an "Expo", organised by the students which provides an 
opportunity to showcase the learning that has taken place as well as present their various 
artefacts. 
 
In practice, the Walker Learning Approach uses a mix of active hands on project based work, 
alongside group clinic times, personal reflection times, projects, skill instruction and other 
learning experiences provide by the school throughout the day. 
 
DOCUMENTATION 
 
Teachers are required to have a Work Program, RE Program and current timetable.  The 
Principal can request to see these documents at any time.  Both programs should reflect a 
progression through from daily work, term planner, and yearly planner in line with Victorian 
Curriculum. Teacher’s Work Programs remain the property of the school. Please file a copy of 
your Work Program electronically in ‘Teachers’ (on server) in folder titled ‘Archive Teachers 
Record of Procedure’. 
 
Every classroom is required to display a current timetable. 
 
Documentation of student progress, Individual Learning Plans and Parent Support Group 
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(PSG) Meetings is essential. This is to be kept in each student’s individual file. 
 
DRESS EXPECTATIONS OF STAFF 
 
Teachers are expected to dress in keeping with the professional position they hold.  Denim 
jeans and thongs are not to be worn on days when students are at school.  
 
DUTY OF CARE 
 
The School’s Duty of Care 
The school must take reasonable steps to protect students and staff members and anyone that 
attends the school site from foreseeable risks of injury. The broad requirements of the school 
to fulfil its ‘duty of care’ are to provide adequate supervision within the school or on school 
activities as well as providing safe and suitable buildings, grounds and equipment. 
 
Teacher’s Duty of Care 
A teacher’s ‘duty of care’ is not confined to the geographical area of the school, or to school 
activities, or to those that occur outside the school where a student is acting on a teacher’s 
instructions.  The duty also applies to situations both before and after school where students 
can be assumed to be under the teacher’s care.  

 
Teachers may fail in their ‘Duty of Care’ by: 

● Arriving late to scheduled timetabled yard duty responsibilities 
● Failing to act appropriately to protect a student who claims to be bullied 
● Believing that a child is being abused but failing to report the matter appropriately 
● Being late to supervise the line up of students after the bell has sounded 
● Leaving students unattended in the classroom 
● Failing to instruct a student who is not wearing a hat to play in the shade 
● Ignoring dangerous play 
● Leaving the school during time release without approval 
● Inadequate supervision on a school excursion 

 
Staff members are also cautioned against giving advice on matters that they are not 
professionally competent to give (negligent advice).  Advice is to be limited to areas within a 
teacher’s own professional competence. 
 
EMERGENCY MANAGEMENT 
 
Each member of staff is required to familiarise themselves with the Schools’ Emergency 
Management Plan.  Posters of this plan are located on the wall inside each room, with full 
written copies of the plan in the staff room and office.  In an emergency, follow the procedures 
outlined in the section ‘What to do in an Emergency’.  
Emergency Management training is held during Term 1 each year and is facilitated by 
Dynamiq. 
 
 
ETHOS 
 
As you are aware St Columba’s School is a Catholic school, which promotes values according 
to a Catholic ethos, and it is anticipated that all teachers will respect and uphold that ethos. 
Acceptance of this ethos implies support of Catholic Education and that you undertake not to 
counter those values and philosophy by word or action. 
Each staff member should be very familiar with our Vision and Mission Statement. 
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EXCURSIONS 
 
Teachers are expected to familiarise themselves with the School Excursion Policy.  
Before organising an excursion a teacher would be expected to:- 

● Consult with the Principal regarding the suitability of the excursion and considered date 
● Notify parents in the newsletter and via the school app if within the city limits  
● Notify parents of the details of the excursion if outside the city limits through the 

school’s Excursion Permission form.  
● Request for the Risk and Compliance Officer to complete online Student Activity 

Locator (SAL) at least 2 weeks before the excursion (available via the Emergency 
Management page on CEVN) 

● Notify the School Advisory Committee of dates early in the year (for camps only). 
● Arrange for parental assistance if assistance is required for supervision and give ample 

notification. Parent helpers are required to have completed a Working With Children 
Check, signed Code of Conduct and completed the Online Module.  It is not 
recommended that pre-school children /babies be taken on excursions with parents 

 
 
 
FIRST AID/ACCIDENTS/ILLNESS 
 
A suitably experienced person should attend to children in need of first aid.  
If a child is sent home early, the class teacher will be notified.  First Aid equipment is  
kept in the area outside the BoardRoom. Teachers need to record serious accidents on the 
CEVN website under the Industrial Relations tab (see Principal for assistance). If the  
accident is serious the Principal needs to be informed. 
 
If children need to take medication at school, parents are to take the medication to  
the school office. A form is to be completed by the parent indicating instructions for 
administering. 
 
Children are not to fetch first aid items (including ice packs) themselves. 
  
Staff will have the opportunity to gain / update Level II First Aid / CPR, Asthma and 
Anaphylactic training on a regular basis. 
 
First Aid Kits are located in the cupboards outside the Board Room and need to be taken on 
any excursions or camps.  It is the responsibility of the office staff to restock the first aid kits. 
Please notify the office staff if any supplies have been used from the kit or if you find any items 
out of date.  
 
 
HOMEWORK 
 
Staff are expected to familiarise themselves with the school’s Homework Policy.  
 
 
INDIVIDUAL LEARNING PLANS PROCEDURES & RESPONSIBILITIES 

 
Class Teacher 
The class teacher is responsible for:-  
▪ preparing Individual Learning Plans (ILP) on all children needing them 
      (for students receiving integration funding, ILP’s should be based on their integration  
      submission) 
▪ updating ILP’s on a termly basis, including new short term goals 
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▪ giving a copy of all ILP’s to the Special Needs Coordinator by the end of March each                 
year 
▪ giving a copy of ILP’s to the Learning Support Officer (LSO) working with the student               
and highlighting the specific goals that the LSO will be responsible for  
▪ giving support and direction to the LSO, providing resources and materials 
▪ using the St Columba’s School ILP proforma (based on CEOB proforma) 
▪ ensuring the completed ILP is kept in the individual student’s file and is passed onto               
the new class teacher at the end of each year  
 
Special Needs Coordinator 
The Special Needs Coordinator is responsible for:- 
▪ providing support, direction and resources to classroom teachers and LSO’s in relation            
to special needs of students 
▪ organising/ coordinating regular meetings with LSO’s 
 
Learning Support Officer 
The LSO is responsible for:- 
▪ using the student’s ILP to plan / prepare for time in the classroom if NOT directed                
specifically by the classroom teacher 
▪ documenting what has been worked on and achieved each term.  
▪ stapling documentation to each student’s ILP so the class teacher is able to revise and               
update goals  
▪ attending meetings with the Special Needs Coordinator 
 
 
LEARNING SUPPORT OFFICERS 
 
Any person holding the position of a Learning Support Officer (LSO) at St Columba’s is not 
responsible for any class.  LSO’s are able to work with groups of up to 12 students on their 
own. The Special Needs Co-ordinator is responsible for the timetabling of LSO’s.   With the 
support of the Special Needs Co-ordinator, classroom teachers are responsible for ensuring 
effective communication of program requirements and progress with Learning Support 
Officers. 
 
LIBRARY 
 
Each child is asked to have a Library bag for borrowing resources from the library.  A  
scanning system is used for cataloguing and recording borrowing.  Correct procedure  
is to be followed when borrowing from the Library.  (If in doubt, please see the Librarian)  
 
 
MAINTENANCE 
 

If anything is in need of repair or replacement in the classroom or playground it should be 
reported to the Principal directly or added to the Maintenance book in the office so that steps 
can be taken to rectify it.  
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MANDATORY REPORTING 
 
1. Forming a belief 

A requirement of the Children, Youth and Families Act 2005 (Vic.) is that when a               
mandatory reporter forms a reasonable belief that a child is in need of protection from physical                
injury or sexual abuse, he/she must make a report to Child Protection as soon as practicable. 
It should be noted that although it is not mandatory to report suspected incidents of emotional                
abuse or neglect, mandatory reporters should make a referral to Child FIRST where they have               
a significant concern for a child’s wellbeing, or a report to Child Protection where they form a                 
reasonable belief that a child is in need of protection. 

If a mandatory reporter suspects that a child is in need of protection it is essential that                 
he/she document any concerns and observations in a confidential file. This process of             
documentation may occur over a period of time. 

 
1.1 Discussing concerns 

It is recommended that the mandatory reporter’s concerns and observations          
regarding the suspected physical injury or sexual abuse of a child are discussed with the               
Principal. The confidentiality of these discussions must be maintained. 

A mandatory reporter may make a referral to Child FIRST or a report to Child               
Protection without the prior knowledge of the principal. However, it is good practice for the               
mandatory reporter to inform the principal of his/her action as soon as practicable. 

 

2 Report to relevant agencies 
 

2.1 Department of Human Services Child Protection 
The mandatory reporter may form the belief that it is necessary to make a report to Child                 

Protection. In this case, the teacher is required to make a report as soon as practicable to the                  
Child Protection Office phone 131278 (24 hours, 7 days a week) 

The mandatory reporter may continue to suspect that a child is in need of protection. In this                 
case, the mandatory reporter should continue to record any further observations made and             
make a report on each occasion where they form a belief, on reasonable grounds, that a child                 
is or is likely to be at risk of physical or sexual abuse. 
 

2.2 Contact with Child FIRST 
A registered school teacher or principal in Victoria can seek advice from or make a referral                

to Child FIRST if they have a significant concern for the wellbeing of a child and where the                  
immediate safety of the child is not compromised. The teacher or principal should share              
relevant information with Child FIRST to help them complete their assessment of the referral.              
Contact should be made with the Child FIRST office 1800 195 114 for information and advice.  

A mandated reporter may wish to keep their identity confidential when they make a referral               
to Child FIRST or a report to Child Protection, or when they share information with these                
agencies. A Child First or Child Protection worker cannot disclose the identity of the person               
making a referral or report without their consent. 
 

2.3 Allegations of misconduct against lay employees in Catholic schools and          
Catholic education offices 

If the alleged perpetrator is a staff member, principal or any other person employed by               
the school, contact should be made in the first instance with the Assistant Director, Religious               
Education and Pastoral Care, Catholic Education Office Ballarat.  
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MOVEMENT 
 
Children should be made aware of the expectations for safe movement around the school. It is 
expected that movement in corridors will be quiet and careful at all times. Children should not 
run in or out of doorways, in corridors or in crowded situations such as class line up. No child 
is to move out of the school grounds without permission from the supervising adult. Children 
must ask the staff member on yard duty before entering the building during recess or lunch 
breaks, with the exception of the toilets.  
Time should be taken to familiarise all students with correct safety practices and expectations 
for safe movement. 
 
 
NEWSLETTER 
 
Every second Wednesday a school newsletter will be emailed home.  If a teacher wishes to 
include any particular item in the newsletter it needs to be emailed through to Cathy in the 
office  by 5.00pm Tuesday.  
 
ORDER OF THE DAY 
 
8.45am First Bell 
 
8.50am Second Bell – children are to be settled in classrooms ready for 

the day  
 
10.50 – 11.20 First Break 
 
11.20 -11.30 Children eat lunch supervised by the class teacher 
 
1.30 – 2.15 Second break 
 
3.15pm Dismissal  
 
 
PARENTAL INVOLVEMENT 
 
The amount and type of parental involvement in the classroom is left to individual teacher’s 
discretion.  Parental involvement is strongly encouraged. Parent helpers need to sign in at the 
office on arrival and place also a Visitors Tag around their neck. They should have completed 
the online module, signed a code of conduct and given the office a copy of their Working with 
Children Card. 
 
 
POLICIES & PROCEDURES 
 
Teachers are expected to be aware of and to follow the current policies and procedures of St. 
Columba’s.  
Copies of all school policies and procedures are available from the Principal  
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PROFESSIONAL DEVELOPMENT/INSERVICE 
 
Professional development activities are a valuable part of the teacher’s Professional 
Development.  Teachers would generally be encouraged to participate in whatever is possible 
and relevant with the School Improvement Plan.  Teachers are expected to keep their own 
Professional Folio and keep it up to date.  
Teachers are responsible for registering online for CEO Professional Development activities. 
Registration for most events closes one month prior to the event taking place. 
 
 
PURCHASING PROCEDURE 
 
The school has accounts with the following local businesses: 
Officeworks IGA 
Spotlight Bunnings 
Radmac (Art supplies) Stems Flowers 
Wilsons Fruit & Veg 
 
If you wish to purchase products from these stores, please see Chris or Kathy for a ‘purchase 
order’.  The order form needs to be completed, signed by either Chris, Shaun or Kim and taken 
with you to the store. 
 
Officemax is our preferred company for all classroom stationery.  If you wish to purchase 
supplies from Officemax, a purchase order needs to be completed and is then faxed through to 
Officemax. Delivery is usually within 24-48 hours. 
 
If you need to purchase products from any other business (eg online) the preferred option is 
that you use the school credit card (see Chris). Please ensure that you provide Chris with a 
receipt for the goods purchased. 
 
If you are unable to use the school credit card, please purchase the goods yourself, provide 
Chris with a receipt of your purchases and you will be reimbursed for the cost.  Please ensure 
the receipt is given to Chris within a few weeks of purchasing.  (Cost will only be reimbursed if 
handed to the office in the same financial year). 
 
REPORTING TO PARENTS 
 
Parent/Teacher interviews are held twice a year.  One meeting is held early first term (meet 
and greet) and another before the mid year reports (3 Way Conference with Parent, Teacher 
and Student).  Written reports are distributed electronically via the Parent Access Module 
(PAM) mid year and at the end of the year.  Teachers are encouraged to request to see 
parents at school at any time during the year should the child’s behaviour or academic 
progress be a cause for concern.  Regular updates of specific progress are extremely 
valuable. It would be advisable to discuss particular problems with the Principal before 
contacting parents.  A record of parent/teacher meetings is encouraged. 
 
 
SACRAMENTAL PROGRAM 
 
Whilst all classes are involved in the active preparation of children in regard to the 
Sacraments, a specific focus is directed to Reconciliation, Confirmation and Eucharist at the 
recommended grade levels.  The Parish Sacramental Program offers the Sacraments of 
Confirmation to Grade 3 students and First Eucharist and Reconciliation to students in Grade 
4. Senior Reconciliation is offered to students in Grade 5, while Junior Reconciliation is part of 
Eucharist Preparation.  
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SALARY PACKAGING 
 
Salary Packaging is a way for you to structure your gross salary and involves foregoing a part 
of your cash salary to pay for allowable benefits from pre-tax salary.  Benefit items generally 
attract a lower tax rate and includes: Motor Vehicles (Novated Leases), Notebook computers, 
Printers, Personal Digital Assistants, School Fees (in-house) and Full FBT items.  
Selectus have been appointed by the Catholic Education Office to administer benefits obtained 
through salary packaging.  For more information contact Selectus on 1300 306 919 or visit 
their website www.selectus.com.au. (Click ‘Client Login’ and enter Type – Employee, 
Username – CEO VIC, Password – selectus) 
 
SCHOOL CLOSURE /PUPIL FREE DAYS 
 
All Pupil Free /Closure Days are notified to parents through the school newsletter and the 
Skoolbag App.  The school would generally give a months notice. 
 
PUPIL FREE DAYS 

● First and last day of the school year 
● Two days at the beginning of term 1 are allocated to individual Literacy testing. 
● Four days during the year. However, if the School Improvement Plan is to be 

successful it may be necessary to allow extra day/s. 
● Days are arranged by Staff/CEO personnel.  
● CEO notification is required for Pupil Free Days 

 
SCHOOL CLOSURE DAYS 

● Public Holidays 
● Ballarat Show Day 

 
SPORT 
 
When a child commences school at St Columba’s he/she is appointed a sport team – Clonard 
(red), Argyle (blue), Iona (gold) and Donegal (green). 
An annual Athletics Sports Carnival is held, usually during first term or early second term.  
 
Children are expected to wear their sport uniform on their Learning Group’s sport day. 
 
STAFF BIRTHDAY ROSTER 
 
A birthday roster for staff is drawn up and displayed on the staff notice board.  
Each month a number of staff are rostered to provide morning tea to celebrate any staff  
who celebrate a birthday within that month.  
 
STAFF COMMUNICATION 
 
A ‘staff memo/planning sheet’ outlining weekly events and issues is emailed to all staff through 
Google Drive on Monday morning and is also available from the Television in the staffroom. 
Daily events and issues are written on the staffroom whiteboard by 8.30am each morning. 
 
STAFF MEETINGS 
Staff meetings are held every Tuesday from 3.30pm until 5.00pm in a designate classroom. 
Every Wednesday a Professional Learning Team (PLT) meeting is held from 3.30 till 5.00.  
Full time teaching staff are expected to attend both staff meeting and PLT meetings. 
Attendance of part time teachers is negotiated with the Principal.  ALL staff members are 
welcome to attend both staff meetings and PLT meetings.  The agenda for the meetings is 
always included in the weekly staff memo and is also available on Google Drive.  

http://www.selectus.com.au/
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Occasionally a staff meeting will be held for all St Columba’s School staff. These meetings will 
be advertised well in advance.  
 
Meetings will start promptly at 3.30pm.  An announcement will be made over the P.A. system 
just prior to 3.30, reminding staff that the meeting is due to start.  
 
Minutes of Staff Meetings are emailed to all staff.  The staff member rostered on ‘staff prayer’ 
for the week is responsible for taking the weekly minutes.  It is the responsibility of staff 
members who are absent to read the minutes and follow up on any items contained in the 
minutes.  
 
STAFF SOCIAL EVENTS 
Staff social events are organised each term by the ‘social committee’.  Events are discussed at 
staff meetings and details of the event are displayed on the whiteboard in the staff room.  
 
STAFF SOCIAL CLUB 
Staff members are asked to contribute $10 per fortnight (full time staff) to pay for gifts/hampers 
(leaving staff, birth of baby, special birthdays etc) and the staff Christmas function. Money is 
deducted from staff members fortnightly pay. Part time staff members will be charged a 
pro-rata rate.  
 
STAFF TEA MONEY 
Staff members are asked to contribute approximately $2 per week towards kitchen supplies 
(tea, coffee, milo, sugar, gladwrap etc.)  Money is deducted from staff member’s pay each 
semester.  Part time staff members will be charged a pro-rata rate. 
 
AccessEAP (Employee Assistance Program) provides a free confidential ‘counselling’ service 
for work-related or personal concerns for all staff employed in Catholic schools in the Ballarat 
Diocese.  Call 1800818728 or visit accesseap.com.au  
AccessEAP can assist with decision making, goal setting, stress & anxiety, depression, 
relationships, parenting, workplace concerns, financial & legal concerns, work/life 
effectiveness and communication skills.  
 
STUDENT FILES 
Teachers are asked to keep a file on each student in their classroom filing cabinet (locked).  At 
the end of each year, the file is passed onto the next teacher.  
This assessment file contains all relevant information regarding the student as listed below: 
 
Classroom Data 
-Updated A3 Assessment Profile Sheet - This is kept in the front of the file 
 
For each year (in individual pocket) 
-Individual student profile for PAT  R, M, S & V (Level appropriate - (S&V Gr 3-6 only)) 
-Observation Survey records 
-Running Record - Instructional  
-Fountas & Pinnell - Instructional  
-Fountas and Pinnell summary sheet 
-Current MAI recording sheet (highlight starting points) 
 
Additional Records 
-Copy of Semester 1 & 2 student reports including Religious Education 
-Copy of any Parent/Teacher meeting notes including P/T interviews 
-Assessed Individual Learning Plans 
-External reports - Speech,Psych etc 
-NAPLAN & external testing - ILP 
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STYLE GUIDE 
Use of the St Columba’s Style Guide ensures consistency across all communications. Included 
in the Style Guide is an updated logo, brand colours, acceptable fonts (Helvetica or Arial) and 
templates of stationary (letterhead, newsletter, diary cover etc).  It is important that staff use 
the Style Guide in all communications.  A folder titled ‘Style Guide Documents’ is located on 
the school server. 
  
  
SUN SMART  
St Columba’s is a ‘Sun Smart’ School.  Students and teachers are expected to wear sun smart 
hats while outside during Terms 1 and 4.  Students without a hat must sit in the shade on the 
seats outside the Foundation area. 
 
SUSTAINABILITY  
St Columba’s is part of the Victorian Catholic Sustainable Schools Project and is working 
towards being accredited as a ‘Sustainable School’.  Sustainable practices operating include, 
the recycling of paper waste, composting of food scraps and the use of rainwater to flush 
toilets and water gardens.  
Each Learning Group is asked to nominate two students to act as Environmental 
Representatives.  The Environmental Representatives meet on a regular basis to look at ways 
that St Columba’s can implement sustainable practices.  
 
 
SUPERVISION 
Children are to be supervised in the classroom at all times by a staff member. 
Whilst all teachers have a common responsibility for the care and well being of each child at St 
Columba’s, each teacher has specific responsibilities that need to be carried out for the 
smooth running of the school. 
  
Specific supervision duties: see roster on staff notice board.  
 
Playground Duty: Each staff member is rostered to do a certain amount of playground duty 
each week.  It is up to the staff member to ensure that they are on duty promptly and perform 
the duty in a responsible manner. Staff members are expected to wear a ‘fluro vest’ while on 
duty so they are easily visible to students at all times.  Vests are kept in the staff room.  The 
supervising staff member takes a clipboard with them while on duty in the playground.  The 
clipboard is used to record incidents / inappropriate behaviour. 
 
Extreme Weather Procedures: 
On days that the weather is “extreme” 
● Raining 
● Over 40 degrees 
● Too cold/windy 
children are to remain indoors under Staff supervision.  Prior to a  
break, an announcement will be made over the PA to inform of the  
decision. In each Learning Community, teachers are to organise to  
share duty – one teacher between two classrooms.  Other staff are  
rostered on to assist if needed.  
 
Rain Procedure: In the event of rain, the staff on duty make a decision as to whether the rain                   
is likely to clear within 5 minutes or not. If they decide the rain will continue, they send a                   
message to the office for an announcement to be made over the PA for children and teachers                 
to return to classrooms. If it is likely that the rain will clear, they obtain the bell from staff room                    
and ring bell. This denotes to children to make their way under cover (either outside art room                 
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or the undercover area near playground). Children are expected to wait quietly until the rain               
clears and they can resume playing. Teachers are asked to make their class aware of this                
procedure.  
 
 
TEACHER ABSENCE 
 
If a teacher is unexpectedly absent from school they are expected to phone the Deputy 
Principal (0417595886) before 7.30am so that a replacement can be arranged.  Work 
programs and timetables should be available and left easily accessible for the replacement 
teacher. 
 
 
 
TEACHER RESOURCES (Books, Teaching aids) 
Room and the Library along with a computer and photocopier available for staff use.  
 
 
TELEPHONE CALLS 
 
Calls for teachers in class time will be noted and a message given to the teacher  
at the end of that time block. Mobile phones are not to be used during class time. 
 
 
TIMES FOR TEACHERS 
 
Teachers are expected to be at school by 8.30am and to leave no earlier than 3.45 pm. This is 
a minimum requirement. To enable effective school operation, team planning and the provision 
of quality education there is an expectation that teachers will work beyond these Award 
requirements. 
 
STAFF MEETINGS: Tuesdays  3.30 – 5.00pm  
PLT MEETINGS: Wednesdays  3.30 – 5.00pm 
PLANNING MEETINGS: Timetabled during class time 
 
 
CURRICULUM/SCHOOL DEVELOPMENT: As required and agreed upon 
CONSULTATIVE COMMITTEE MEETINGS: As needed 
 
 
VISITORS TO SCHOOL 
 
When teachers are expecting a visitor during school hours or arrange for visitors to visit the 
classroom, the Principal should be informed. They will be required to sign in at the office on 
arrival and should have a current Working with Childrens Card or VIT and sign a code of 
conduct which is available at the office. 
 
 
WORKCOVER 
 
Staff are expected to familiarise themselves with the school’s Workcover Occupational 
Rehabilitation Policy and Risk Management Program.  Any safety hazards noticed around the 
school should be reported immediately to the Staff Health and Safety Officer (Shane Bruty).  
It is an expectation that staff will report ANY injury sustained at work, no matter how small, to 
the Principal.  This is necessary in the event that a claim is made through Workcover.  
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Standards Of Professional Practice 
 

Teachers in Victoria are committed to the learning and wellbeing of the students they teach 
and make a significant contribution to the communities in which they work. They respect the 
individuality, capacity and backgrounds of their students and maintain high expectations for 
student learning. 

Teachers are committed to the continuous development of their professional knowledge and 
practice. They work collaboratively, using research and evidence derived from theory and 
practice, to improve education and build effective communities of learners. 

Teachers share an essential and privileged responsibility with parents and communities to 
care for all young people, and to discover and develop their potential to learn independently 
and critically throughout their lives. Victorian teachers make a difference 

 
PROFESSIONAL KNOWLEDGE 
 

1 Teachers know how 
students learn and how 
to teach them 
effectively. 

2 Teachers know the 
content they teach. 

3 Teachers know their 
students. 

● Teachers draw on the body 
of knowledge about 
learning and contemporary 
research into teaching and 
learning to support their 
practice; 

● Teachers know the 
importance of prior 
knowledge and language 
for learning, and the impact 
of discussion, group 
interaction and reflection in 
the learning process; 

● Teachers know how to 
engage students in active 
learning;  

● Teachers know how 
classroom and program 
design, use of materials 
and resources and the 
structure of activities impact 
on learning. 

● Teachers have a sound, 
critical understanding of the 
content, processes and 
skills they teach; 

● Teachers can articulate the 
key features and relevance 
of their content to their 
students and others, and 
can demonstrate how it is 
applied; 

● Teachers know the 
methodologies, resources 
and technologies which 
support learning of the 
content, processes and 
skills they teach;  

● Teachers are familiar with 
curriculum statements, 
policies, materials and 
programs associated with 
the content they teach. 

 

● Teachers know the learning 
strengths and weaknesses 
of their students and are 
aware of the factors that 
influence their learning; 

● Teachers are aware of the 
social, cultural, and 
religious backgrounds of the 
students they teach, and 
treat students equitably; 

● Teachers develop an 
understanding and respect 
for their students as 
individuals, and are 
sensitive to their social 
needs and the way they 
interact with others; 

● Teachers know the 
importance of working with 
and communicating 
regularly with students’ 
families to support their 
learning. 
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PROFESSIONAL PRACTICE 
 

4 Teachers plan and 
assess for effective 
learning. 

5 Teachers create and 
maintain safe and 
challenging learning 
environments. 

6 Teachers use a range of 
teaching strategies and 
resources to engage 
students in effective 
learning. 

● Teachers use their knowledge 
of students, content and 
pedagogy to establish clear 
and achievable learning goals 
for their students; 

● Teachers plan for the use of a 
range of activities, resources 
and materials to provide 
meaningful learning 
opportunities for all their 
students; 

● Teachers monitor student 
engagement in learning and 
maintain records of their 
learning progress; 

● Teachers select assessment 
strategies to evaluate student 
learning, to provide feedback 
to students and their 
parents/guardians and to 
inform further planning of 
teaching and learning. 

● Teachers develop a positive 
learning environment where 
respect for individuals is 
fostered and where learning 
is the focus; 

● Teachers provide a learning 
environment that engages 
and challenges their 
students and encourages 
them to take responsibility 
for their own learning; 

● Teachers use and manage 
the materials, resources and 
physical space of their 
classroom to create a 
stimulating and safe 
environment for learning; 

● Teachers establish and 
maintain clear and 
consistent expectations for 
students as learners and for 
their behaviour in the 
classroom. 

● Teachers communicate 
effectively with students to 
make their learning 
programs explicit, to build 
rapport, and to support their 
learning; 

● Teachers provide and 
manage opportunities for 
students to explore ideas 
and develop knowledge and 
skills, through discussion 
and group activities; 

● Teachers use and manage a 
range of teaching and 
learning strategies, 
technologies, activities and 
resources; 

● Teachers provide meaningful 
feedback to students and 
their parents/guardians 
about their developing 
knowledge and skills. 

 
PROFESSIONAL ENGAGEMENT 
 

7 Teachers reflect on, 
evaluate and improve 
their professional 
knowledge and practice. 

8 Teachers are active 
members of their 
profession. 

 

● Teachers regularly reflect on 
and critically evaluate their 
professional knowledge and 
the effectiveness of their 
teaching; 

● Teachers work collaboratively 
with other members of the 
profession and engage in 
discussion of contemporary 
issues and research to 
improve professional 
practice; 

● Teachers identify their own 
professional learning needs 
and plan for and engage in 
professional development 
activities; 

● Teachers develop 
organisational and 
administrative skills to 
manage their non-teaching 
duties effectively. 

● Teachers contribute to the 
development of school 
communities that support the 
learning and wellbeing of both 
students and fellow teachers; 

● Teachers work effectively with 
other professionals, 
parents/guardians and 
members of the broader 
community to provide effective 
learning for students; 

● Teachers promote learning, 
the value of education and the 
profession of teaching in the 
wider community; 

● Teachers understand and fulfil 
their legal  responsibilities and 
share responsibility for the 
integrity of their profession. 
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This document is intended to establish clear guidelines for the implementation of our             
school’s Classroom Programmes 
 
 
CURRICULUM FOUNDATION: 
We will implement the Awakenings Religious Education Curriculum and the strands, domains and 
dimensions of the Victorian Essential Learning Standards or AusVELS as directed by our School 
Curriculum Policy 

 

STUDENT GROUPINGS (LEARNING GROUPS): 
1. When organising children into learning groups, a prime consideration must be to provide             
the optimum learning environment 

2. In the interests of long-term planning and resourcing, it is preferable to implement an              
organisational structure that can be maintained despite fluctuations in numbers at different year             
levels. 

3. When assigning children to learning groups, all aspects of the children's development must             
be considered: academic, social, emotional, physical and spiritual. 

4. The first three years of formal schooling are vital years, particularly in the area of literacy                
and numeracy and the development of basic skills. Special consideration must be given to              
providing adequate resourcing and support for classes covering these year levels. 

5. Student groupings should allow for maximum flexibility in the placement of children who are              
related to each other as well as those with learning and behavioural needs.  

6. Learning groups are determined by the principal working in consultation with the teaching             
staff  

7. The final decision on class organisation and the placement of children in classes rests with               
the principal. 

 

In response to these considerations, students will be organised into the following class groupings:  

 

2 x Foundation learning groups 

4 x 1/2 learning groups 

4 x 3/4 learning groups  

4 x 5/6 learning groups 
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LEARNING & SUPPORT PROGRAMS: 
The following programmes will be implemented to support overall curriculum delivery. 

 
● Funded Integration Support 
● Peaceful Kids 
● Reading Recovery 
● EMU  
● Mini-Lit & Multi-Lit 
● Literacy Restaurant 
 

 

PROGRAMME IMPLEMENTATION: 

 
1. The whole school staff, working in teams, shares the responsibility for the overall             
development and implementation of all programmes to be presented in our school. 

2. Teachers are to use the resources endorsed by the school as listed in the              
Programme Plans  

3. Unit Planners are to include identification of relevant strands, domains, dimensions           
and outcomes, assessment markers and strategies, classroom activities, resources and a           
unit evaluation. 

4. All programmes are to be based on “focused teaching” that responds to students’             
prior learning. 

5. Staff are encouraged to take part in on-going professional development.  

6. All programmes are to be presented according to the time allocations outlined in             
this document 

7. Staff are encouraged to make use of local resources, people and places when             
presenting programmes. 

 
RECORDS OF PROCEDURE: 
 
1. Our school understands and accepts that the keeping of records of classroom planning and              
operation is an essential part of professional teaching practice. 
 
2. Each teacher is required to maintain an on-going written record / journal (Work Program/             
Record of Procedure) that includes: 
 
● a clear outline of pre-planning 

● a record of actual practice 

● record of student assessment 

● a statement of program evaluation 

3. These records of procedure are to be considered the property of the school. During the year of                 
operation, they are to be left in the charge of teachers. At the end of each year, they are to be                     
stored such that they are accessible to the subsequent teachers of the children concerned and to                
others with legal right of access. 
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4. The principal or his/her delegate should sight and endorse each record of procedure at              
least twice a year. 

 
5. Teachers are encouraged to share with each other, ideas about format and content so that               
the task of maintaining the records of procedure becomes an automatic and efficient exercise. 

 
6. Record of Procedure (Work Programs) will include the following: 

 
● annual/ term overviews 

● units of work planners 

● weekly overview (inc. updated timetable) 

● daily work outline 

● student assessment procedures, activities and outcomes 

● Individual learning plans, as appropriate 

● program and teaching self-evaluation 

● learning group list 

 

CLASSROOM TIMETABLES: 
Each classroom teacher is responsible for drawing up and displaying an up to date weekly               
timetable that accurately reflects the time allocations outlined in this Curriculum Plan 

STAFFING ARRANGEMENTS: 
The following special staffing arrangements have been put in place to support and enhance the 
implementation of the school’s curriculum.  

Positions of Leadership (POL) – Religious Education Coordinators, Learning & teaching Leaders 
(Jnr, Mid/Snr), Special Needs Coordinator, Literacy & Numeracy Resource person, ICT Leader, 
Wellbeing Leader, Tier 3 Intervention Coordinator 

The Arts teachers (including visual and performing arts) 

PE / Sport teachers 

LOTE (Japanese) teacher 
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2019 Staff Group 
 
Co-Principals Shaun Mohr/Kim Butler 

Religious Education Leaders Torie Waight/Shane Bruty/Kim Butler 

Learning and Teaching Leader (P-2) Julie Cooper 

Learning and Teaching Leader (3-6) Susan Vowles 

Additional Needs Coordinator Megan Walton 

Wellbeing Coordinator Julie Cooper 

Literacy & Numeracy Administrator Cleta Forrest 

Tier 3 Coordinator Megan Walton 

ICT Leader Shane Bruty 

Librarian & Library Technician Assistant Sarah Gale & Jayne Fuller 

Specialist Arts teachers Maree Cooper / Ruth Hackwill 

Specialist PE/Sport teachers Wayne Lynch 

LOTE (Japanese) teacher Erica Hare 

Intervention Danni Stephens / Maryanne McKenzie / Louisa Godbold 

Tier 2 Support Julie Cooper / Susan Vowles 

Union Representatives Anne Petrie / Megan Walton 

Occupational Health & Safety Rep Shane Bruty  

School Social Worker Narelle White

 

 

Classroom Teachers 

LG 14  Prep Anne Petrie 
LG 13 Prep Michelle McMahon/Whitney Bruty 
LG 12 1/2 Emily Mullane 
LG 11 1//2 Torie Waight 
LG 10 1/2 Tim Gilbert 
LG 9 1/2 Megan Bourke 
LG 8 3/4 Alison Thorpe 
LG 7 3/4 Sarah Jones 
LG 6 3/4 Lucy Quanchi 
LG 5 3/4 Nicky Russell  
LG 4 5/6 Cleta Forrest 
LG 3 5/6 Lucy Quinlan 
LG 2 5/6 Shane Bruty 
LG 1 5/6 Kelly Leoncini  
 

 
Special Needs Coordinator    Megan Walton Intervention Julie Cooper & Danni 

Stephens 

Learning Support Officers 
Maryanne McKenzie Kim Taylor Cathy Harris Tony Davis 
Louisa Godbold Kelly Stevens Raelene Cushion Marge Crosier 
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Library Sarah Gale / Jayne Fuller 
 
Admin Officers Chris Jenkins Kathy Haintz Cathy Coffey 
Cleaners Tracey Rosentreter     Ari Kemppainen 
Gardener Melissa Smith Maintenance Peter Anderson 
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STAFF HANDBOOK: ACCIDENTS AND INCIDENTS REGISTER 
 

Rationale 
In addition to their professional obligations, principals and teachers have a legal duty to take 
reasonable steps to protect students in their charge from risks of injury that are reasonable 
foreseeable. 
 
Procedure 
It is the school’s responsibility to maintain a record of all accidents and incidents. 
 
The accidents and incidents register (appendix A) includes the following details for each 
incident: 

● name and year level of the student involved 
● date and time of the accident/incident 
● exact location of where the accident/incident occurred 
● how the accident/incident occurred 
● nature of the injury/illness 
● names of any witnesses to the accident/incident, and 
● date of notification of the accident/incident 

 
Notification forms are on the school intranet and hard copy forms available from the office. The 
completed notification is to be signed by the Principal or Health and Safety Officer. The form is 
filed in the accidents and incidents register that is located in the office. 
 
A school Injury/Incident Report form will be completed online with 48 hours of the incident 
occurring by the Principal or Health and Safety Officer for all incidents and near misses. A 
separate form is completed by each injured /ill person or someone acting on their behalf 
(Appendix A). 
 
If the workplace incident results in death, serious injury or exposes a person to an immediate 
health and safety risk Worksafe must be called - 132360, and then be notified in writing with 48 
hours. 
 
Catholic Church Insurances should be notified of any serious injuries or incidents. 
 
Related Policy and Documents 

● St Columba’s Student Care and Health Policy 
● St Columba’s Occupational Health and Safety Policy 

 
 
Statement Updated:      2018 
Statement Review:        2021 
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Appendix A 
 

Incident Notification Form 
 

School Name/Location 
 
BRIEF ACCOUNT OF INJURY 

Details of Incident: 
 
 
 
 

 

Accident Date:                                                         Accident Time: 
 
ACTIVITY (GENERAL & DETAILED) 

1. Chemical Use 
2. Manual Handling, 

Lifting 
3. Sports/Physical 

Education 
(Athletics, 
Basketball, Cricket, 
Football-All Codes, 
Skating, Baseball, 
Gymnastics, Ball 
Games not 
specified, Other 
Sports) 

4.  Vehicle Use (Car, 
Bicycle, Bus, Other) 
 
5.  Machinery Use (Hand 
Tools, Portable Power 
Tools, Other Machines) 
 
6.  Using Office Equipment 
 
7.  Curriculum Area (Arts, 
Technology studies, PE, 
Other) 
 

8.  Fighting/Assault 
 
9.  Play General 
 
10.  Walking 
 
11.  Running, Jumping, 
Skipping 
 
12.  Accidental Contact by 
other Person 
 
13.  Other (Specify) 

 
ACCIDENT DESCRIPTION 

1. Slip 
2. Trip 
3. Fall 
4. Overexertion 

 5.  Mental Street 
 6.  Collision 
 7.  Crushing 
 8.  Hit by Moving Object 

 9. Other (Specify) 

 
ACCIDENT SITE (Indicate Where it Happened 

1. Sports 
Ground/Venue 

2. Playground General 
3. Playground 

Equipment 
4. Classroom General 
5. Chairs 

 6. Doors/Windows 
 7.  Stairs/Steps 
 8.  Paths/Walkway 
 9.  Office/Administration 
10.  Travel to/from School 

 11. Camp/Excursions 
 12. Other (Specify) 

STAFF ON DUTY 
Name/s 
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Number of Staff on Duty: 
 
INJURED PERSON 

Type: Student   Staff   Family  Others-   NAME: 
 
Date of Birth: Age: Gender: 

 
Address: Telephone:Type: Student  Staff  

 
If Applicable Date ceasing work: WorkCover Claim Lodged: Yes / No 

 
INITIAL ASSISTANCE BY PERSON 
Type: Student  Staff  Family  Others Name: 

 
SEVERITY OF INJURY 
INJURY: 1. First Aid (returned to class) 

2. First Aid (sent home) 
3. Doctor or Dental Treatment  

4. Hospital (Outpatient) 
Treatment  
5. Hospital (Inpatient) treatment 
6. Fatal 

 
DOCTOR TREATED PATIENT FOR (If applicable) 
TREATMENT: 1. Amputation of any part of the body 

2. Serious Head Injury 
3. Serious Eye Injury 
4. Separation of skin from underlying 

tissue (eg Degloving/Scalping) 
5. Electric Shock 
6. Spinal Injury 

7. The loss of a bodily 
function 
8. Serious lacerations 
(serious means “of 
Grave Aspect” or 
“Critical”) 
9. Injury due to 
exposure to a 
substance 
(eg Gas Inhalation, 
Acid Exposure 
10. Other (specify) 

 
NATURE OF INJURY 
NATURE: 1. Fracture  

2. Dislocation 
3. Strains/Sprains 
4. Lacerations/Cuts 
5. Burns/Scalds 

6. Crushing/Amputations 
7. Bruises/Knocks 
8. Dental Injuries 
9.Other (Specify) 
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LOCATION OF INJURY 
 
LOCATION 1. Head (Skull, FAce, Jaws, Ears) 

2. Eyes 
3. Neck 
4. Trunk (Chest, Abdomen, 

Buttocks, pelvis, Spine) 
5. Arm Shoulder, Elbow, 

Forearm, Wrist, Hand, Fingers 

6. Leg (Hip, thigh, Knee, 
Ankle, Foot, Toes) 
7. Internal 
8. Multiple Locations 
9. Ear 

 
WITNESS DETAILS (Provide attachment if multiple witnesses) 
 
Name: Type: Student  Staff  Family  Others 

Address: Phone No: 

Witness Statement:  

  
 
PREVENTIVE ACTION PROPOSED/TAKEN (For staff members or severe accidents) 
 

1. No Preventative Action 
Taken/Intended 

2. Referred to the School’s 
Safety/OHS or Risk Management 
Officer 

3. Referred to the Schools Health & 
Safety Representative 

4. Review of Curriculum 
5. Review/Reinforce/Reiterate 

Procedures 
6. Review Systems 
7. Review the Environment 

8. Review Personal Protective 
Clothing/Item 
9. Review Equipment/Machinery 
Modifications 
10. Review Equipment/Machinery 
Maintenance 
11. Review/Reinforce/Reiterate Student 
Instructions 
12. Review Training Provisions 

Staff Initial: Principal initial: 
 
School’s Insurer Contacted:     Yes  /  No 

 
 
Date:______/_____/_______  
 
Signature of Principal/Health & Safety Leader____________________________________ 


