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GLENDAL PRIMARY SCHOOL 

BULLYING (INCLUDING CYBER-BULLYING) AND 

ANTI HARASSMENT POLICY AND PROCEDURES 

 

Policy Statement 

Glendal Primary School is committed to providing a safe and caring environment and culture which 

enables positive relationships to be formed amongst all students and staff and which encourages self-

esteem, cooperation, personal growth and a positive attitude to learning and teaching.  A clear policy 

on bullying (including cyber bullying) and harassment will inform the community that bullying and 

harassment in any of its forms will not be tolerated. 

Aims: 

 To reinforce within the school community that no form of bullying is acceptable. 

 Everyone within the school community is alerted to signs and evidence of bullying and has a 

responsibility to report it to staff whether as observer or victim. 

 To ensure that all reported incidents of bullying are followed up and that support is given to both 

victim and perpetrator. 

 To seek parental and peer-group support and co-operation at all times. 

What are bullying, cyber bullying and harassment? 

Bullying is repeated oppression, physical or psychological, of a less powerful person by a more 

powerful person or group.  

Cyber-bullying consists of covert, psychological bullying, conveyed through the electronic mediums 

such as cell-phones, web-logs and web-sites, on-line chat rooms, ‘MUD’ rooms (multi-user domains 

where individuals take on different characters) and Xangas (on-line personal profiles where some 

adolescents create lists of people they do not like).  It is verbal (over the telephone or mobile phone), or 

written (flaming, threats, racial, sexual or homophobic harassment) using the various mediums 

available. 

Harassment is any verbal, physical or sexual conduct (including gestures) which is uninvited, 

unwelcome or offensive to a person. 

Our school will actively promote a positive and welcoming personal environment for all members of 

the school community.  When people are bullied or harassed some effects might be anger, 

embarrassment, fear and humiliation, loss of self-confidence and reduced function and potential.  

Bullying and harassment will be addressed, individual differences will be respected and students and 

staff will be enabled and supported in their pursuit of learning and teaching. 

Guidelines 

A school-wide approach will be taken to deal with bullying (including cyber bullying) and harassment 

in a consistent and systematic way. 

All new students and staff will be informed of the anti-harassment policy and practices at the 

commencement of their time at the school. 

All complaints of harassment will be heard in confidence and taken seriously. 
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Our school will organise preventative curriculum programs that promote resilience, life and social 

skills, assertiveness, conflict resolution and problem solving. 

Staff programs will occur periodically to keep staff informed of current issues/strategies for dealing 

with these issues. 

There will be disciplinary consequences, covering a range of strategies, for those in breach of the Anti-

Bullying (including cyber bullying) and Anti- Harassment Policy, guidelines and procedures (see 

Appendix A). 

Program 

Constructive strategies to deal with harassment will include: education in coping strategies; 

assertiveness training; problem solving and social skills; counselling and behaviour modification.  

These strategies will be employed in preference to punitive sanctions and negative consequences. 

The Anti-Bullying and Anti-Harassment Policy of the school will be widely promoted to students, 

staff, parents/carers and the local community. 

A summary of the policy will be included in the Student Enrolment Package while new staff will 

receive extensive documentation as part of the school’s induction process. 

The school leadership team and the teachers will work together to ensure the safety of all school 

members in situations of bullying (including cyber bullying) and harassment, by thoroughly 

investigating all complaints while respecting the need for confidentiality, notifying parents/carers and 

planning interventions. 

If a teacher feels a student is at serious and imminent risk from bullying (including cyber bullying) and 

harassment, then it is their professional duty to pass on the information to an appropriate person in 

order to ensure appropriate support for the student.  It is important that teachers document fully their 

interaction with the student and to verify the actions taken. 

Student documented programs will be organised to raise student awareness about bullying (including 

cyber bullying) and harassment, to provide a forum for discussion of matters and to aid development of 

attitudes.  Some matters will be dealt with formally in the curriculum and in peer support programs, 

leadership programs, extra-curricular programs and occasional activities run by outside experts and 

workers.  The curriculum will include anti-bullying messages and strategies in line with current DET 

materials e.g. ‘The Friendly Schools’ and ‘No Blame Approach to Bullying’ programs. 

Professional development will be provided for staff relating to bullying (including cyber bullying) and 

harassment and proven strategies to address these issues in classrooms will be shared with all staff. 

The school will provide specialist resources such as books, videos, kits and off site in-service activities 

to assist staff in responding appropriately to bullying (including cyber bullying) and harassment issues. 

Disciplinary consequences for bullying (including cyber bullying) and harassment will comply with the 

school’s Welfare and Discipline Policy.  The principal or their nominee will provide disciplinary 

consequences including suspension in accordance with Department of Education and Early Childhood 

Development (DET) guidelines. 
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Links and Appendices (including processes related to this policy) 

Links which are connected with this policy are: 

 DET’s Effective Schools are Engaging Schools: Student Engagement Policy Guidelines 

 DET’s Safe Schools are Effective School’s 

 DET’s Student Engagement Policy Guidelines 

 The school’s Internet Use Policy (re cyber-bullying) 

 DET’s Respectful Schools       

Appendices which are connected with this policy are: 

 Appendix A: Anti-Bullying (including cyber-bullying) and Anti-Harassment Procedures 

 Appendix B: Reporting on Incident of Bullying / Harassment – Template  

 Appendix C: Formal Referral of Student who has bullied / harassed other to Student Welfare 

Coordinator – Template  

Evaluation 

This policy will be reviewed annually or more often if necessary due to changes in regulations or 

circumstances. 

 

http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/segpolicy.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/SafeSchoolsStrategy.pdf
http://www.education.vic.gov.au/school/teachers/health/Pages/respectfulsch.aspx#mainContent
http://www.education.vic.gov.au/school/teachers/health/Pages/respectfulsch.aspx#mainContent
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Appendix A 

Anti-Bullying (including cyber-bullying) and  

Anti-Harassment Procedures 

What are Bullying, Cyber Bullying and Harassment? 

Bullying 

Definition of Bullying 

Bullying is when someone, or a group of people, who have more power at the time, deliberately upset or hurt 

another person, their property, reputation or social acceptance on more than one occasion.  

Types of Bullying 

There are three broad categories of bullying: 

1. Direct physical bullying – e.g. hitting, tripping, and pushing or damaging property.  

2. Direct verbal bullying – e.g. name calling, insults, homophobic or racist remarks, verbal abuse.  

3. Indirect bullying – this form of bullying is harder to recognise and often carried out behind the 

bullied student’s back. It is designed to harm someone’s social reputation and/or cause humiliation.  

Indirect bullying includes:  

 lying and spreading rumours  

 playing nasty jokes to embarrass and humiliate  

 mimicking  

 encouraging others to socially exclude someone  

 damaging someone’s social reputation and social acceptance  

 cyber-bullying, which involves the use of electronic means to humiliate and distress 

What Bullying is Not 

Many distressing behaviours are not examples of bullying even though they are unpleasant and often require 

teacher intervention and management. There are three socially unpleasant situations that are often confused 

with bullying:  

Mutual Conflict  

In mutual conflict situations, there is an argument or disagreement between students but not an imbalance of 

power. Both parties are upset and usually both want a resolution to the problem. However, unresolved 

mutual conflict sometimes develops into a bullying situation with one person becoming targeted repeatedly 

for ‘retaliation’ in a one-sided way.  

Social Rejection or Dislike  

Unless the social rejection is directed towards someone specific and involves deliberate and repeated 

attempts to cause distress, exclude or create dislike by others, it is not bullying.  

Single-episode acts of nastiness or meanness, or random acts of aggression or intimidation  

Single episodes of nastiness or physical aggression are not the same as bullying. If a student is verbally 

abused or pushed on one occasion they are not being bullied.  

Nastiness or physical aggression that is directed towards many different students is not the same as bullying. 

Cyber-bullying  
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Consists of covert, psychological bullying, conveyed through the electronic mediums such as cell-phones, 

web-logs and web-sites, on-line chat rooms, ‘MUD’ rooms (multi-user domains where individuals take on 

different characters) and Xangas (on-line personal profiles where some adolescents create lists of people they 

do not like).  It is verbal (over the telephone or mobile phone), or written (flaming, threats, racial, sexual or 

homophobic harassment) using the various mediums available.  

Harassment 

Is any verbal, physical or sexual conduct (including gestures) which is uninvited, unwelcome or offensive to 

a person. 

Why do we have a Policy on these? 

To provide a safe and friendly college environment for students and staff and to encourage care, courtesy and 

respect for others. All persons have a legal right to protection from harassment under the Commonwealth Sex 

Discrimination Act and the Victorian Equal Opportunity Act.   

What are the effects of Bullying and Harassment? 

 poor health - anxiety, depression 

 lower self esteem 

 reduced study performance 

 missed classes, social withdrawal 

 reduced career prospects 

Am I bullying or harassing someone? 

If you are not sure about your behaviour you can: 

 check it out by asking if it is offensive or inappropriate 

 stop it 

 apologise 

 take it seriously if someone says they are feeling uncomfortable 

 talk it over with an adviser or somebody who has an understanding of the issues 

 What are some of the feelings victims of bullying or harassment may experience? 

 “I will ignore it and it will go away.” 

If anything it will make things worse - you will give the impression that you agree with the situation. 

 “I don’t want to cause trouble.” 

Most causes of harassment are sorted out quite simply. By speaking up, action can be taken to 

address the problem. 

 “Am I to blame?” 

Victims of harassment or bullying sometimes feel that it is their fault. Victims are made to feel guilty 

by the offender and often blame themselves. It is your right to have a safe environment free from 

harassment or bullying. 

 “Am I imagining things?” 

Often our hunches are correct. Rather than put up with nagging doubts, talk to someone about your 

feelings. 
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 Bullying or harassment can often make people feel: 

 embarrassed or ashamed 

 offended or humiliated 

 intimidated or frightened 

 uncomfortable 

What should you do if you see another person being bullied or harassed? 

Tell the person that you witnessed the incident and advise them to report it to an appropriate person. 

However, if your friend is harassing another person, let them know that their behaviour is unacceptable.  

Bystanders who do nothing to stop bullying may be contributing to the problem by providing an audience for 

the bully. 

  Bullying can involve 

 grabbing, aggressive staring, hitting, pinching kicking, pushing and  shoving 

 publicly excluding a person from your group 

 knocking a person’s books or belongings out of their hands or off their desk 

 teasing a person because of their looks 

  Cyber-bullying can involve 

 Flaming – online fights using electronic messages with angry or vulgar messages 

 Harassment – repeatedly sending nasty, mean and insulting messages 

 Denigration – posting or sending gossip or rumours about a person to damage his/her reputation 

or friendships 

 Outing – sharing someone’s secrets or embarrassing information or images online 

 Exclusion – intentionally and cruelly excluding someone from an online group 

 Cyber-stalking – repeated, intense harassment and denigration that includes threats or creates 

significant fear 

 Harassment is usually directed at a person because of their gender, race, creed or abilities – it can be 

subtle or explicit 

Subtle (the most common) they include:  

 offensive staring and leering 

 unwanted comments about physical appearance and sexual preference 

 racist or smutty comments or jokes 

 questions about another’s sexual activity 

 persistent comments about a person’s private life or family 

 physical contact e.g. purposely brushing up against another’s body 

 offensive name calling 

Explicit (obvious) they include:  

 grabbing, aggressive hitting, pinching and shoving, etc 

 unwelcome patting, touching, embracing 

 repeated requests for dates, especially after refusal 

 offensive gestures, jokes, comments, letters, phone calls or e-mail 

 sexually and/or racially provocative remarks 

 displays of sexually graphic material – pornography 

 requests for sexual favours 

 extreme forms of sexual harassment will lead to criminal prosecution 
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What do you do if you are being bullied or harassed? 

 tell the person you don’t like what they are doing and you want them to stop 

 discuss the matter with a Coordinator, Student Welfare Coordinator or peer mediator, peer 

support leader or a teacher that you feel comfortable with 

 the school will take your concerns seriously - all complaints will be treated confidentially 

 How will your complaint be dealt with? 

Your concerns will be taken seriously.  All complaints will be treated confidentially.   

School procedures for responding to a student who bullies or harasses others are set out below. 

Level 1 

If the bullying or harassment incident is minor or first time occurrence, teachers may elect to use one or more 

anti-bullying practices: 

 stopping the bullying/re-statement of rules and consequences 

 restorative questioning 

 think time detention 

 private conference 

 shared control discussion 

If the student does not take control over his/her behaviour, an Incident Report Form should be completed and 

submitted to the student welfare coordinator or principal/assistant principal. 

Level 2 

If the bullying or harassment continues, or in instances of severe bullying or harassing, a referral should be 

made to the Student Welfare Coordinator.  

Here, the Student Welfare Coordinator (or another who has responsibility for student welfare) may: 

 meet with the student to develop a behaviour contract 

 provide discussion/mentoring of different social and emotional learning competencies including 

structured learning activities 

 conduct a restorative conference separately with the perpetrator and “target” 

Level 3 

For ‘at risk’ students (many risk factors, few protective factors) whose bullying or harassing behaviour is 

severe and for other non-at risk students whose bullying or harassing and other aggressive behaviour is 

resistant to change, an individual ‘strength building’ plan should be developed by the student welfare 

coordinator in consultation with student, parents/carers and teachers. Individual strength-building plans and 

associated interventions help connect the student to positive people, programs and actions in the community, 

school and home as well as develop the student’s inner social and emotional strengths (skills, values). 

Level 4 

Students whose severe bullying or harassing behaviour resists school efforts and represents a significant 

threat to the safety and wellbeing should be referred to outside agencies for evaluation.  Student Welfare 

Coordinators will need to be familiar with those community agencies and organisations that can offer more 

intensive services to the student and student’s family. 

Note: The school may choose, if bullying or harassment persists or the initial incident is of such 

magnitude, that parents/carers will be contacted and consequences implemented consistent with the 

school’s Student Code of Conduct.  Furthermore, the principal may commence formal disciplinary action 
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in line with ‘Effective Schools are Engaging Schools - Student Engagement Policy Guidelines’ (DET) at 

any stage in the process depending on contextual information relating to the severity of the bullying 

(including-cyber bullying) and harassment. 
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Appendix B 

Reporting on Incident of Bullying / Harassment – Template 

Staff member recording incident:  ______________________________________________________________  

Date: ____ / ___ / ___  

Name of student(s) who appears to have instigated bullying 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

Year/Class:  _______________________  

Name(s) of target(s)  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

Name(s) of witnesses 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

Did you observe the incident?    YES    NO  

If ‘NO’ who reported the incident to you? ________________________________________________________  

Brief description of incident (what was allegedly said or done to the student who appears to have been bullied? 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

What form(s) of bullying took place? Verbal  Physical  Indirect  Cyber  

 Other  Please detail: ______________________________  

Was the incident of bullying: Mild  Severe  

Describe how you responded (Did you use a school anti-bullying practice?) 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  
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Describe how student responded to your intervention 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

Where / when / time incident took place: 

Location: _________________________________________________________________________________  

When: before school  recess  lunch  in class  after school  

Time:  ______  : ____ am/pm  

Date incident took place: _____ / ___ / ___  

Additional comments: 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  
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Appendix C 

Formal Referral of Student who has bullied / harassed other to Student Welfare Coordinator – Template 

(This form may be completed by a classroom teacher, year level coordinator, school administrator or Student 

Welfare/Wellbeing Coordinator) 

Staff member recording incident:  ______________________________________________________________  

Date: ____ / ___ / ___  Position:  ____________________________________________________  

Name of student being referred:  _______________________________________________________________  

Year/Class:  _______________________  

History of incident(s) of bullying (dates, description) 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

Have parents/guardian been notified?    YES    NO  

If ‘NO’ why not? ___________________________________________________________________________  

 _________________________________________________________________________________________  

Have they attended a conference?    YES    NO  

If ‘NO’ why not? ___________________________________________________________________________  

 _________________________________________________________________________________________  

Are they willing to participate?     YES    NO  

If ‘NO’ why not? ___________________________________________________________________________  

 _________________________________________________________________________________________  

What appears to be the reason for the student’s bullying behaviour (family, peer, school, personal, other)? 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  
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 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

What practices have been tried? 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

Impact 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

What has been the student’s attitude towards student(s) who have been targets? (e.g., any concern or remorse 

expressed)? 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

A brief description of academic performance of student over past year or more. 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

Distinguishing ‘at risk’ factors of student (e.g. limited English: economic disadvantage of family; ADHD) 

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  

 _________________________________________________________________________________________  
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GLENDAL PRIMARY SCHOOL 

FIRST AID POLICY 

 

Rationale 

First aid is defined as emergency treatment and life support provided to employees, students and visitors 

who suffer injury or illness while at work or school. 

 

 Glendal Primary School and the DET approach towards health and safety is primarily one of 

prevention. 

 Adequate training and resources are to be provided to effectively deliver first aid in the event of 

sudden illness or injury to students or employees. 

 Effective first aid should be available to all students or employees who need it. 

 First aid is to be a part of a comprehensive health education program for students as outlined in the 

Victorian Essential Learning Standards. 

 

Guidelines 

 
This policy should be read in conjunction with the Victorian Government Schools Reference Guide. The 

reference guide is located at the following link:  

http://www.education.vic.gov.au/management/governance/referenceguide/default.htm 

The first aid program is designed to: 

 ensure that the school has the necessary resources and training to provide effective initial treatment in 

the event of sudden illness or injury to students or staff 

 encourage preventative measures which include the development of procedures to minimise 

emergency situations and to promote safety awareness 

 provide all staff with an awareness of safety issues and first aid skills within the context of a 

comprehensive health education. 

 

 

Implementation 

 One staff member, or appointed nurse or first aid officer should be in charge of the organisation 

of all first aid and the maintenance and care of the first aid supplies.  This person will have first 

aid qualifications.  

 Staff should be given the opportunity to acquire and/or maintain currently recognised first aid 

qualifications.  

 All teachers with first aid qualifications should be identified and available for consultation on 

specific cases.  

 The person on yard duty should treat minor injuries.  For serious injuries, first aid is to be 

brought to the child and a senior member of staff and the school nurse/first aid officer is to be 

called to assist.   

 In extremely urgent cases, an ambulance will be called.  If a child or adult cannot make their 

own unassisted way to the school office an ambulance should be called. 

 In cases where an ambulance is called the parents or guardians, or if they are uncontactable then 

a listed contact person, should be notified immediately   

 No child should be kept in the sick bay for longer than necessary.  Office personnel should be 

made aware of the placement of any children in the sick bay and the warning light turned on.  

 It is vital that class teachers of any children admitted to the sick bay are informed and any action 

taken discussed with the teacher as appropriate.  

 If a child is badly injured, or too ill to resume normal class activities, the parent/s or nominated 

guardian should be asked to collect the child from school.  Seriously injured children should be 

supervised at all times.  If unable to contact parents/guardians, medical aid should be sought.  

http://www.education.vic.gov.au/management/governance/referenceguide/default.htm


 

137 

 

 Parents should be informed of any injuries by phone or letter/note.   

 All head injuries, including teeth, should be reported to first aid persons, and parents should be 

contacted.  

 All cases of injury or illness should be recorded in the accident register and all cases of serious 

injury should be recorded on the injury report form. 

 Surgical rubber gloves shall be used in attending to any bleeding injuries. 

 When requested in writing by parents unable to administer medication, teachers may assist 

students in the taking of medication.  The request  must be accompanied by a written 

instructions. 

 The school should maintain current pupil emergency records. 

 It is essential that all bedding be laundered on a regular basis. 

 Teachers taking children on excursions/camps must also carry a portable first aid kit.  

 
Evaluation 

 This policy will be reviewed as part of the school’s review cycle.. 
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GLENDAL PRIMARY SCHOOL 

HEAD LICE MANAGEMENT  POLICY 
 

Rationale 

While parents have primary responsibility for the detection and treatment of head lice, schools also  

have a role in the management of head lice infections and in providing support for parents and  

students. 

 

Guidelines 

 The Head Lice Policy follows the DET guidelines as documented in the 

http://www.education.vic.gov.au/healthwellbeing/health/headlice/default.htm and Health (Infectious 

Diseases) Regulations 2001. 

 Head lice (pediculosis) are tiny insects that live on the human scalp where they feed and breed.  

Probably between 2-3% of primary school children are infested at any one time.  While they do not 

carry or transmit disease, they are a cause of head itch and scratching, which may lead to infection and 

swollen lymph glands; therefore, they need to be controlled. 

 Head lice can infect any person and as such, the control of head lice is a student wellbeing issue as 

well as a matter of Occupational Health And Safety.   

 The Principal has a duty of care for the wellbeing and safety of all students and a responsibility for the 

Occupational Heath And Safety of staff. 

 Head lice cannot fly, hop or jump.  They spread from person to person by head to head contact, and 

may also be spread by the sharing of personal items such as combs, brushes and hats. 

 Most school will have some students with head lice at any given time and it will be important to 

minimise anxiety caused by the presence of head lice. 

 While it is parents who have the primary responsibility for the detection and treatment of head lice on 

their children, the school will assist by offering up-to-date information, by offering a screening 

process, and by alerting parents to the presence of lice when detected. 

 The school’s comprehensive management plan incorporates practices and strategies to respond and 

control infestations promptly, to ensure that effective processes for treating head lice are well known 

and consistently followed and to provide parents with comprehensive advice about the use of safe 

treatment practices which do not place children’s health at risk. 

 

Implementation 

 The Head Lice Management Plan incorporates the following; 

o Parents will be encouraged in the school information book and periodically in the school 

newsletters to regularly (preferably once per week) inspect their child/ren’s hair for lice or lice 

eggs and the need to commence treatment if lice are found.  

o Parents will be urged to notify the school if head lice are detected and advise when treatment 

has commenced. 

o The school nurse or Assistant Principal will act as head lice resource/support personnel and will 

be available to provide support and information to parents. 

o At the commencement of each year and during the year as necessary, up-to-date information on 

the detection, treatment and control of head lice will be distributed to parents and staff.  

o Parents and staff will be advised of the Health Department website 
http://www.health.vic.gov.au/headlice/ 

o The school nurse is able to conduct head lice screening checks of staff on request and on 

children with parent permission. 

o Parents will be asked to a sign a permission form allowing their children to be screened by the 

school nurse for the presence of head lice.   

o Only children whose parents have signed and returned the permission form will be checked. 

o To help reduce stigma and maintain confidentiality following head lice inspections, all children 

screened will be provided with a confidential proforma letter indicating to parents the results of 

the screening as well as advice on the latest information regarding head lice. 

o The proforma will also be given to the children in the relevant class whose parents have not 

given permission for a screening check, to advise them of the presence of head lice in the class, 

to recommend that they check their children’s hair at home and commence treatment if eggs or 

live lice are found.  

o The proforma letter of notification to parents of those students found to have head lice will 

http://www.education.vic.gov.au/healthwellbeing/health/headlice/default.htm
http://www.health.vic.gov.au/headlice/
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incorporate a detachable slip at the bottom, asking parents to indicate the treatment used and 

when it commenced. 

o In the case of parents who do not provide written permission for head lice check, if live lice are 

observed on their children’s hair, the parents will be advised of the presence of live lice. 

o Consistent with Health (Infectious Diseases) Regulations 2001, the Principal will ensure that the 

parents of any child found to have live lice are informed that they are to refrain from sending 

their children to school with untreated head lice. 

o Children detected with live head lice are to be excluded from attending school until appropriate 

treatment has commenced and live lice have been removed. 

o The Principal has the discretion to withdraw a child infected with live lice from direct contact 

with other children. 

o The presence of eggs in the hair is not cause for exclusion.  

o The Principal will ensure that parents of children detected with live lice are provided with 

information about head lice treatment and prevention. 

o Parents will be advised that one treatment is not sufficient to manage the problem and that 

removal of the eggs attached to the hair shafts is critical in the control of head lice infestations.  

o If a child re-attends school with live lice, the school may again exclude the child until the live 

insects have been removed.  

o The Principal will ensure that information relating to the prevention and eradication of head lice 

appears throughout the year in the school newsletter, particularly at times of heavy outbreaks. 

 

Evaluation 

The Head Lice Policy will be evaluated and reviewed by Curriculum Committee in consultation with the 

School Nurse. 

 



 

140 

 

GLENDAL PRIMARY SCHOOL 

INTEGRATION POLICY 
 

Rationale 

The Program for Students with Disabilities (PSD) provides additional support within the Student Resource 

Package for eligible students with disabilities in regular and specialist schools.  

The program aims to: 

provide the most appropriate education for each student in the least restrictive 

setting 

cater for the intellectual, physical, creative, emotional and social development 

of all students 

encourage students’ positive self-esteem and self-confidence 

ensure the maximum useful association between students with disabilities and 

others, to the mutual advantage of both.  
 

Guidelines 

The school will implement the integration program in line with the DET Guidelines found at the following 

website: http://www.education.vic.gov.au/healthwellbeing/wellbeing/disability/handbook/default.htm  

 

Implementation 

 A Student Support Group will be set up for each integrated child to identify the educational and   

social objectives for the student.  The support and resources to assist in implementing the educational 

program available from both within the school and outside the school will be considered. 

 The Student Support Group will provide ongoing support for teachers, parents and the student in 

program development, implementation and review. 

 Class teachers will continually observe and record children’s work and behaviour to ensure that the 

child is getting educational opportunities appropriate to their level of understanding. 

 Assistance should be enlisted from appropriate agencies such as Student Services and School 

Medical Services such as; 

o  Social Workers     

o  Guidance Officer 

o  School Nurse 

o  Para-Medical Services 

o  Visiting Teacher Service, deaf and speech. 

 Support Services should provide ongoing information to relevant staff, regarding testing and 

individualised programs for these children.  

 A student profile will be maintained from Prep to Year Six and contain relevant medical and 

special services reports, S.S.G. meeting minutes and written reports.  

 The Student Support Group is responsible for the monitoring of programs and planning future 

goal settings.  

 

 

Evaluation 

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

http://www.education.vic.gov.au/healthwellbeing/wellbeing/disability/handbook/default.htm
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GLENDAL PRIMARY SCHOOL 

MEDICATION  POLICY 

 
Rationale 

Glendal Primary School Medication Policy has been developed to ensure that the administration of 

medication is in accordance with DET policy and the requirements of each individual student. 

Under the provisions of the Occupational Health and Safety Act 2004 as well as the Disability 

Discrimination Act 1992 (and the Disability Standards for Education 2005) and according to the 

Department’s duty of care obligation to students (VGSG  4.6.1.2 and 6.16.1), schools are required to ensure 

students feel safe and supported at school. This includes supporting and responding to the health care needs 

of students. 

Guidelines 

 

The school will follow the guidelines outlined in the VGSRG. 

This policy should be read in conjunction with the school’s other policies relating to student health and 

wellbeing, especially the First Aid Policy and Severe Allergic Reactions Policy. 

 

Implementation 

 All medication must be clearly labelled, with the child’s name, the name of the medication, the 

dosage, the frequency of administration and storage details e.g. must be stored in fridge.  (We 

cannot accept any medication that is not identified in this way.) 

 Instructions for administration and/or any changes in medication must be in writing and signed 

by prescribing doctor or parent, giving permission for staff to administer. 

 Staff will keep all medication in the school office security room.  If medications need to be kept 

in the fridge, they will not be accessible to children. 

 Any phone messages regarding emergency “changes” in medication should be directed to the 

Principal/Assistant Principal and later confirmed in writing. 

 The school Office Manager, Integration Aide or school nurse/first aid officer responsible for the 

administration of medication and Assistant Principal will have a list of all students in the school 

who receive medication and will ensure that it is administered as prescribed.  

 Two staff are to be trained in medication administration.  All medication is recorded in 

individual registers.  Dosage to be checked by staff, who sign that the medication is 

administered as prescribed.  The record will show student, date, time and medication 

administered as per the Royal Children’s Hospital guidelines. 

 We encourage the use of dosette-type containers for regular multiple medications.  Children will 

be issued with a dosette container initially.  If this is lost/mislaid, parents will need to supply a 

replacement. 

 Parents will need to sign a form agreeing to the above policy if they wish the school to 

administer medication on a regular basis. 

 It is helpful to know what medication is being taken at home, (that is not necessarily taken at 

school) because this can affect a student’s behaviour at school.  This is also important in case of 

emergency when staff need to know what medications are being taken. 

 It is school policy to provide current first aid training regularly to staff. 

 All medication is to be handed to Integration Aide/Teacher/Designated adult in charge of 

medication at 9.00 a.m. each Monday.  Empty dosette dispensers will be sent home each Friday 

afternoon for re-filling. 

Evaluation 

 This policy will be reviewed as part of the school’s review cycle. 
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GLENDAL PRIMARY SCHOOL 

MOBILE PHONE  POLICY 

 
Rationale 

The mobile phone is an effective and quick means of communication.  Where unforeseen events occur, mobile 

phones provide students and their families with a ready means of communication.  There is a need, however, 

to set clear guidelines and limit their use during the school day, in particular, to avoid unnecessary 

interference with teaching and learning and to protect the privacy and wellbeing of others. 

 

Guidelines 

In normal circumstances, parents or caregivers wishing to leave messages for their children should do so by 

telephoning the school.  Staff endeavour to ensure that messages are passed on as soon as possible.   

 

Teachers and office staff also assist students who need to contact family or other persons in an emergency. 

 

Implementation 

 If a parent/guardian believes it is necessary for their child to bring a mobile phone to school, the 

parent or guardian needs to make prior arrangements with the school.  The mobile phone will need to 

be signed in at the office upon arrival at school.  It will be available to be signed out again, after  3:30 

p.m. Mobile phones need to be clearly named and they will be stored in a secure area of the school 

office. 

 Students are not permitted to use a mobile phone at all during the day.  If a student needs to make a 

telephone call during school hours, they must ask permission from the class teacher and a school 

telephone will be used if deemed appropriate.  Any student mobile phone seen or heard during school 

hours, and not left at the office on arrival, will be confiscated.  The school will keep the mobile phone 

in a secure place and notify the parent(s), who must collect it. 

 Students are also not permitted to bring or use mobile phones during school excursions, camps and 

extra-curricular activities.   In the case of school camps involving overnight stays, the School does not 

allow students attending to carry mobile phones.  (Staff carry mobile phones for emergency purposes.) 

 Mobile phones that are found in the school should be handed to the school office. 

 The school accepts no responsibility for replacing lost, stolen or damaged mobile phones.  

 The school accepts no responsibility for students who lose or have their mobile phones stolen 

while travelling to or from school. 

 It is strongly advised that students use passwords/pin numbers to ensure that unauthorised phone 

calls cannot be made on their phones.  

 

Evaluation 

This policy will be reviewed as part of the school’s review cycle.. 
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GLENDAL PRIMARY SCHOOL 

SEVERE ALLERGIC REACTIONS (ANAPHYLAXIS) POLICY 

 
Rationale 

Anaphylaxis is a severe, rapidly progressive allergic reaction that is potentially life threatening. The most 

common allergens in school aged children are peanuts, eggs, tree nuts (eg cashews), cow’s milk, fish and 

shellfish, wheat, soy, sesame, latex, certain insect stings and medication. 

 

The key to prevention of anaphylaxis in schools is knowledge of those students who have been diagnosed at 

risk, awareness of triggers (allergens) and prevention of exposure to these triggers. Partnerships between 

schools and parents are important in ensuring that certain foods or items are kept away from the student while 

at school. 

 

Adrenaline given through an EpiPen auto injector to the muscle of the outer mid -thigh is the most effective 

first aid treatment for anaphylaxis. 

 

Guidelines 

The school will fully comply with Ministerial Order 706 and the associated Guidelines published and 

amended by the Department from time to time.  The school will: 

 provide as far as practicable, a safe and supportive environment in which students at risk of anaphylaxis 

can participate equally in all aspects of the student’s schooling. 

 raise awareness about anaphylaxis and the school’s anaphylaxis policy in the school community. 

 engage with parents/caretakers of students at risk of anaphylaxis in assessing risks, developing risk 

minimisation strategies and management strategies for the student. 

 ensure that  each staff member is adequately trained and has adequate knowledge about allergies, 

anaphylaxis and the school’s policy and procedures in responding to an anaphylactic reaction. 

 

Implementation: 

The Principal with the School Nurse will establish a school management plan in consultation with the 

student’s Parents, for any student who has been diagnosed by a Medical Practitioner as being at risk of 

anaphylaxis.  This plan will include implementation strategies and processes to ensure a safe and supportive 

environment for students at risk of anaphylaxis.  The Individual Anaphylaxis Management Plan will be in 

place as soon as practicable after the student enrols, and where possible before their first day of school. 

Note: The red and blue ‘Australasian Society Clinical Immunology Allergy (ASCIA) Action Plan for 

Anaphylaxis’ is the recognised form for emergency procedure plans that is provided by Medical Practitioners 

to Parents when a child is diagnosed as being at risk of anaphylaxis. 

 

The Individual Anaphylaxis Management Plan will set out the following: 

 information about the student’s medical condition that relates to allergy and the potential for 

anaphylactic reaction, including the type of allergy/allergies the student has (based on a written 

diagnosis from a Medical Practitioner); 

 strategies to minimise the risk of exposure to known and notified allergens while the student is under 

the care or supervision of School Staff, for in-school and out-of-school settings including in the 

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

School; 

 the name of the person(s) responsible for implementing the strategies; 

 information on where the student's medication will be stored; 

 the student's emergency contact details; and 
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 an ASCIA Action Plan. 

 

The school will: 

 Actively seek information to identify students with severe life threatening allergies at enrolment 

 Conduct a risk assessment of the potential for accidental exposure to allergens while the student is in 

the care of the school 

 Meet with parents/ carers to develop an Anaphylaxis Plan for the student. This includes documenting 

practical strategies for in school and out of school settings to minimise the risk of exposure to 

allergens, and nominating staff who are responsible for their implementation. 

 Request that Parents provide an Australasian Society Clinical Immunology Allergy (ASCIA) Action 

Plan that has been signed by the student’s medical practitioner and has an up-to-date photograph of 

the student 

 Ensure that parents provide the student’s Epipen and that it is not out of date 

 Ensure that staff obtain training in how to recognise and respond to an anaphylactic reaction, 

including administering an EpiPen 

 Develop a communication plan to raise student, staff and parent awareness about severe allergies and 

the school’s policies 

 Provide appropriate and mandated training and information to all staff so that they are aware of, and 

can manage, students who are at risk of anaphylaxis, the student’s allergies, the school’s management 

strategies and first aid procedures (Ministerial Order 706 and the associated Guidelines) 

 Ensure that there are procedures in place for informing casual relief teachers of students at risk of 

anaphylaxis and the steps required for prevention and emergency response 

 Discuss with our external canteen  provider the implications of anaphylaxis and food handling 

practices 

 Allocate time during staff meeting time to discuss, practise and review the school’s management 

strategies for students at risk of anaphylaxis. Practice using the EpiPen regularly 

 Encourage ongoing communication between parents/ carers and staff about the current status of the 

student’s allergies, the school’s policies and their implementation 

 Review the student’s Anaphylaxis Management Plan annually or if the student’s circumstances 

change, in consultation with the parents 

 Provide ongoing education to staff and the wider community through pamphlets, newsletter articles 

and posters. 

 

 

School Staff 

School staff who are responsible for the care of students at risk of anaphylaxis have a duty to take steps to 

protect students from risks of injury that are reasonably foreseeable. 

 

 Staff should:  

 

 Know the identity of students who are at risk of anaphylaxis  

 Understand the causes, symptoms, and treatment of anaphylaxis 

 Obtain training in how to recognise and respond to an anaphylactic reaction, including administering 

an EpiPen® 

 Know the school’s first aid emergency procedures and what your role is in relation to responding to 

an anaphylactic reaction 

 Keep a copy of the student’s ASCIA Action Plan (or know where to find one quickly) and follow it in 

the event of an allergic reaction. 

 Store the student’s EpiPen® in a known place within the Health Centre. Remember that the EpiPen® 

is designed so that anyone can administer it in an emergency.  

 Ensure that the student takes his/her EpiPen to excursions and camps with them. 

 Know and follow the prevention strategies in the student’s Anaphylaxis Management Plan.  
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 Plan ahead for special class activities or special occasions such as excursions, incursions, sport days, 

camps and parties. Work with parents/carers to provide appropriate food for the student.  

 Avoid the use of food treats in class or as rewards, as these may contain hidden allergens.  Work with 

parents/carers to provide appropriate treats for the student.  

 Be aware of the possibility of hidden allergens in foods and of traces of allergens when using items 

such as egg or milk cartons in art or cooking classes.  

 Be careful of the risk of cross-contamination when preparing, handling and displaying food.  

 Make sure that tables and surfaces are wiped down regularly and that students wash their hands after 

handling food.  

 Raise student awareness about severe allergies and the importance of their role in fostering a school 

environment that is safe and supportive for their peers. 

 

The School Nurse will: 

 

 Take a lead role in supporting principals and teachers to implement prevention and 

management strategies for the school.  

 Keep an up to date register of students at risk of anaphylaxis.  

 Ensure that students’ emergency contact details are up to date.  

 Obtain training in how to recognise and respond to an anaphylactic reaction, including 

administering an EpiPen®.  

 Check that the EpiPen® is not cloudy or out of date regularly, e.g. at the beginning or end of 

each term.  

 Inform parents/carers a month prior in writing if the EpiPen® needs to be replaced.  

 Ensure that the EpiPen® is stored correctly (at room temperature and away from light) in an 

unlocked, easily accessible place, and that it is appropriately labelled.  

 Provide color photographs of students at risk of anaphylaxis on a card to be kept in Yard 

Duty bags and to be sent to the office in the case of an emergency. 

 Provide or arrange post-incident support (e.g. counselling) to students and staff, if 

appropriate.  

 Work with staff to conduct regular reviews of prevention and management strategies.  

 Work with staff to develop strategies to raise school staff, student and community awareness 

about severe allergies. 

 
 

 

Parents/ Carers will: 

 

 Inform the school, either at enrolment or diagnosis, of the student’s allergies, and whether the student 

has been diagnosed as being at risk of anaphylaxis.  

 Obtain information from the student’s medical practitioner about their condition and any medications 

to be administered. Inform school staff of all relevant information and concerns relating to the health 

of the student.  

 Meet with the school to develop the student’s Anaphylaxis Management Plan.  

 Provide an ASCIA Action Plan, or copies of the plan to the school that is signed by the student’s 

medical practitioner and has an up to date photograph.  

 Provide the EpiPen® and any other medications to the school.  

 Replace the EpiPen® before it expires.  

 Assist school staff in planning and preparation for the student prior to school camps, field trips, 

incursions, excursions or special events such as class parties or sport days.  

 Supply alternative food options for the student when needed.  

 Inform staff of any changes to the student’s emergency contact details.  
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 Participate in reviews of the student’s Anaphylaxis Management Plan, e.g. when there is a change to 

the student’s condition or at an annual review. 

 

Risk Minimisation and Prevention Strategies 

Statistics show that peanuts and nuts are the most common trigger for an anaphylactic reaction and fatality due 

to food anaphylaxis. To minimise the risk of a first time reaction to peanuts and nuts, the use of peanuts, nuts, 

peanut butter or other peanut or nut products during in-school and out-of-school activities. It is recommended 

that school activities don’t place pressure on student to try foods, whether they contain a known allergen or 

not. More information about peanut and nut banning can be found in the ASCIA Guidelines for Prevention of 

Food Anaphylactic Reactions in Schools, available from the ASCIA website at: www.allergy.org.au 

Risk minimisation and prevention strategies should be considered for all relevant in-school and out-of-school 

settings which include (but are not limited to) the following: 

 during classroom activities (including class rotations, specialist and elective classes); 

 between classes and other breaks; 

 in canteens; 

 during recess and lunchtimes; 

 before and after school; and 

 special events including incursions, sports, cultural days, fetes or class parties, excursions and camps. 

 
School Staff are reminded that they have a duty of care to take reasonable steps to protect a student in their 

care from risks of injury that are reasonably foreseeable. The development and implementation of appropriate 

prevention strategies to minimise the risk of incidents of anaphylaxis is an important step to be undertaken by 

School Staff when trying to satisfy this duty of care. 

Set out below are a range of specific strategies which, as a minimum, should be considered by School Staff, 

for the purpose of developing prevention strategies for in-school and out-of-school settings. It is 

recommended that School Staff determine which strategies are appropriate after consideration of factors such 

as the age of the student, the facilities and activities available at the School, and the general School 

environment. Where relevant, it would be prudent to record the reason why a decision was made to exclude a 

particular strategy listed in these Guidelines. 

The selected prevention strategies must be specified in the School Anaphylaxis Management Policy. This 

includes any other strategies developed by the School Staff but which are not contained in these Guidelines. 

 

In-school settings 
It is recommended that School Staff determine which strategies set out below for various in-school settings 

are appropriate after consideration of factors such as the age of the student, the facilities and activities 

available at the School, and the general School environment. Not all strategies will be relevant for each 

School. 

Classrooms 

1. Keep a copy of the student's Individual Anaphylaxis Management Plan in the classroom. Be sure the 

ASCIA Action Plan is easily accessible even if the Adrenaline Autoinjector is kept in another 

location. 

2. Liaise with Parents about food-related activities ahead of time. 

3. Use non-food treats where possible, but if food treats are used in class it is recommended that Parents 

of students with food allergy provide a treat box with alternative treats. Treat boxes should be clearly 

labelled and only handled by the student. 

4. Never give food from outside sources to a student who is at risk of anaphylaxis. 

http://www.allergy.org.au/
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5. Treats for the other students in the class should not contain the substance to which the student is 

allergic. It is recommended to use non-food treats where possible. 

6. Products labelled 'may contain traces of nuts' should not be served to students allergic to nuts. 

Products labelled ‘may contain milk or egg’ should not be served to students with milk or egg allergy 

and so forth. 

7. Be aware of the possibility of hidden allergens in food and other substances used in cooking, food 

technology, science and art classes (e.g. egg or milk cartons, empty peanut butter jars). 

8. Ensure all cooking utensils, preparation dishes, plates, and knives and forks etc are washed and 

cleaned thoroughly after preparation of food and cooking. 

9. Have regular discussions with students about the importance of washing hands, eating their own food 

and not sharing food. 

10. A designated staff member should inform casual relief teachers, specialist teachers and volunteers of 

the names of any students at risk of anaphylaxis, the location of each student’s Individual 

Anaphylaxis Management Plan and Adrenaline Autoinjector, the School’s Anaphylaxis Management 

Policy, and each individual person’s responsibility in managing an incident. ie seeking a trained staff 

member. 

 

 

Yard 

1. If a School has a student who is at risk of anaphylaxis, sufficient School Staff on yard duty must be 

trained in the administration of the Adrenaline Autoinjector (i.e. EpiPen®/ Anapen®) to be able to 

respond quickly to an anaphylactic reaction if needed. 

2. The Adrenaline Autoinjector and each student’s Individual Anaphylaxis Management Plan are easily 

accessible from the yard, and staff should be aware of their exact location. (Remember that an 

anaphylactic reaction can occur in as little as a few minutes). 

3. Schools must have a Communication Plan in place so the student’s medical information and 

medication can be retrieved quickly if a reaction occurs in the yard. This may include options of all 

yard duty staff carrying emergency cards in yard-duty bags, walkie talkies or yard-duty mobile 

phones. All staff on yard duty must be aware of the School’s Emergency Response Procedures and 

how to notify the general office/first aid team of an anaphylactic reaction in the yard. 

4. Yard duty staff must also be able to identify, by face, those students at risk of anaphylaxis. 

5. Students with anaphylactic responses to insects should be encouraged to stay away from water or 

flowering plants. School Staff should liaise with Parents to encourage students to wear light or dark 

rather than bright colours, as well as closed shoes and long-sleeved garments when outdoors. 

6. Keep lawns and clover mowed and outdoor bins covered. 

7. Students should keep drinks and food covered while outdoors. 

 

Special events (e.g. sporting events, incursions, class parties, etc.) 

1. If a School has a student at risk of anaphylaxis, sufficient School Staff supervising the special event 

must be trained in the administration of an Adrenaline Autoinjector to be able to respond quickly to 

an anaphylactic reaction if required. 

2. School Staff should avoid using food in activities or games, including as rewards. 
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3. For special occasions, School Staff should consult Parents in advance to either develop an alternative 

food menu or request the Parents to send a meal for the student. 

4. Parents of other students should be informed in advance about foods that may cause allergic reactions 

in students at risk of anaphylaxis and request that they avoid providing students with treats whilst 

they are at School or at a special School event. 

5. Party balloons should not be used if any student is allergic to latex. 

Out-of-school settings 

It is recommended that School Staff determine which strategies set out below for various out-of-school 

settings are appropriate after consideration of factors such as the age of the student, the facilities and activities 

available at the School, and the general School environment. Not all strategies will be relevant for each 

School.  

Travel to and from School by bus 

1. School Staff should consult with Parents of students at risk of anaphylaxis and the bus service 

provider to ensure that appropriate risk minimisation and prevention strategies and processes are in 

place to address an anaphylactic reaction should it occur on the way to and from School on the bus. 

This includes the availability and administration of an Adrenaline Autoinjector. The Adrenaline 

Autoinjector and ASCIA Action Plan for Anaphylaxis must be with the student even if this child is 

deemed too young to carry an Adrenaline Autoinjector on their person at School. 

 

Field trips/excursions/sporting events 

1. If a School has a student at risk of anaphylaxis, sufficient School Staff supervising the special event 

must be trained in the administration of an Adrenaline Autoinjector and be able to respond quickly to 

an anaphylactic reaction if required. 

2. A School Staff member or team of School Staff trained in the recognition of anaphylaxis and the 

administration of the Adrenaline Autoinjector must accompany any student at risk of anaphylaxis on 

field trips or excursions.  

3. School Staff should avoid using food in activities or games, including as rewards. 

4. The Adrenaline Autoinjector and a copy of the Individual Anaphylaxis Management Plan for each 

student at risk of anaphylaxis should be easily accessible and School Staff must be aware of their 

exact location. 

5. For each field trip, excursion etc, a risk assessment should be undertaken for each individual student 

attending who is at risk of anaphylaxis. The risks may vary according to the number of anaphylactic 

students attending, the nature of the excursion/sporting event, size of venue, distance from medical 

assistance, the structure of excursion and corresponding staff-student ratio. 

All School Staff members present during the field trip or excursion need to be aware of the identity of 

any students attending who are at risk of anaphylaxis and be able to identify them by face.  

6. The School should consult Parents of anaphylactic students in advance to discuss issues that may 

arise; to develop an alternative food menu; or request the Parents provide a meal (if required). 

7. Parents may wish to accompany their child on field trips and/or excursions. This should be discussed 

with Parents as another strategy for supporting the student who is at risk of anaphylaxis. 

8. Prior to the excursion taking place School Staff should consult with the student's Parents and Medical 

Practitioner (if necessary) to review the student’s Individual Anaphylaxis Management Plan to ensure 

that it is up to date and relevant to the particular excursion activity. 
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Camps and remote settings 

1. Prior to engaging a camp owner/operator’s services the School should make enquiries as to whether it 

can provide food that is safe for anaphylactic students.  If a camp owner/operator cannot provide this 

confirmation to the School, then the School should consider using an alternative service provider. 

2. The camp cook should be able to demonstrate satisfactory training in  food allergen management and 

its implications on food-handling practices, including knowledge of the major food allergens 

triggering anaphylaxis, cross-contamination issues specific to food allergy, label reading, etc. 

3. Schools must not sign any written disclaimer or statement from a camp owner/operator that indicates 

that the owner/operator is unable to provide food which is safe for students at risk of anaphylaxis. 

Schools have a duty of care to protect students in their care from reasonably foreseeable injury and 

this duty cannot be delegated to any third party. 

4. Schools should conduct a risk assessment and develop a risk management strategy for students at risk 

of anaphylaxis. This should be developed in consultation with Parents of students at risk of 

anaphylaxis and camp owners/operators prior to the camp dates. 

5. School Staff should consult with Parents of students at risk of anaphylaxis and the camp 

owner/operator to ensure that appropriate risk minimisation and prevention strategies and processes 

are in place to address an anaphylactic reaction should it occur. If these procedures are deemed to be 

inadequate, further discussions, planning and implementation will need to be undertaken. 

6. If the School has concerns about whether the food provided on a camp will be safe for students at risk 

of anaphylaxis, we should also consider alternative means for providing food for those students. 

7. Use of substances containing allergens should be avoided where possible. 

8. Products that ‘may contain’ traces of nuts may be served at camps, but not to students who are known 

to be allergic to nuts. 

9. The student's Adrenaline Autoinjector, Individual Anaphylaxis Management Plan, including the 

ASCIA Action Plan for Anaphylaxis and a mobile phone must be taken on camp.  If mobile phone 

access is not available, an alternative method of communication in an emergency must be considered, 

e.g. a satellite phone. 

10. Prior to the camp taking place School Staff will consult with the student's Parents to review the 

students Individual Anaphylaxis Management Plan to ensure that it is up to date and relevant to the 

circumstances of the particular camp. 

11. School Staff participating in the camp should be clear about their roles and responsibilities in the 

event of an anaphylactic reaction. Check the emergency response procedures that the camp provider 

has in place.  Ensure that these are sufficient in the event of an anaphylactic reaction and ensure all 

School Staff participating in the camp are clear about their roles and responsibilities. 

12. Contact local emergency services and hospitals well prior to the camp.  Advise full medical 

conditions of students at risk, location of camp and location of any off camp activities.  Ensure 

contact details of emergency services are distributed to all School Staff as part of the emergency 

response procedures developed for the camp. 

13. Schools should consider taking an Adrenaline Autoinjector for General Use on a school camp, even if 

there is no student at risk of anaphylaxis, as a back up device in the event of an emergency. 

14. The school will purchase at least two Adrenaline Autoinjectors for General Use to be kept in the 

Health Centre and include this as part of the Emergency Response Procedures. 
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15. The Adrenaline Autoinjector should remain in the Health Centre and School Staff must be aware of 

its location at all times. 

16. The Adrenaline Autoinjector should be carried in the school first aid kit; however, the school will 

consider allowing students, particularly adolescents, to carry their Adrenaline Autoinjector on camp. 

Remember that all School Staff members still have a duty of care towards the student even if they do 

carry their own Adrenaline Autoinjector.  

17. Students with anaphylactic responses to insects should always wear closed shoes and long-sleeved 

garments when outdoors and should be encouraged to stay away from water or flowering plants. 

18. Cooking and art and craft games should not involve the use of known allergens. 

19. Consider the potential exposure to allergens when consuming food on buses and in cabins. 

 

 

Overseas travel 

1. Review and consider the strategies listed under “Field Trips/Excursions/Sporting Events” and 

“Camps and Remote Settings”. Where an excursion or camp is occurring overseas, Schools should 

involve Parents in discussions regarding risk management well in advance.  

2. Investigate the potential risks at all stages of the overseas travel such as: 

 travel to and from the airport/port; 

 travel to and from Australia (via aeroplane, ship etc); 

 various accommodation venues; 

 all towns and other locations to be visited; 

 sourcing safe foods at all of these locations; and 

 risks of cross contamination, including - 

o exposure to the foods of the other students; 

o hidden allergens in foods;  

o whether the table and surfaces that the student may use will be adequate cleaned to prevent a 

reaction; and  

o whether the other students will wash their hands when handling food. 

3. Assess where each of these risks can be managed using minimisation strategies such as the following: 

 translation of the student’s Individual Anaphylaxis Management Plan and ASCIA Action 

Plan; 

 sourcing of safe foods at all stages; 

 obtaining the names, address and contact details of the nearest hospital and Medical 

Practitioners at each location that may be visited; 

 obtaining emergency contact details; and 

 sourcing the ability to purchase additional autoinjectors. 

4. Record details of travel insurance, including contact details for the insurer. Determine how any costs 

associated with medication, treatment and/or alteration to the travel plans as a result of an 

anaphylactic reaction can be paid. 
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5. The school will plan for appropriate supervision of students at risk of anaphylaxis at all times, 

including that: 

 there are sufficient School Staff attending the excursion who have been trained in accordance with 

Chapter 12; 

 there is an appropriate level of supervision of anaphylactic students throughout the trip, particularly 

at times when they are taking mediation and eating food; 

 there will be capacity for adequate supervision of any affected student(s) requiring medical 

treatment, and that adequate supervision of other students will be available; and 

 staff/student ratios should be maintained during the trip, including in the event of an emergency 

where the students may need to be separated. 

6. The School will re-assess its Emergency Response Procedures, and if necessary adapt it to the 

particular circumstances of the overseas trip. Keep a record of relevant information such as the 

following: 

 dates of travel; 

 name of airline, and relevant contact details; 

 itinerary detailing the proposed destinations, flight information and the duration of the stay in each 

location;  

 hotel addresses and telephone numbers; 

 proposed means of travel within the overseas country; 

 list of students and each of their medical conditions, medication and other treatment (if any); 

 emergency contact details of hospitals, ambulances, and Medical Practitioners in each location;  

 details of travel insurance  

 plans to respond to any foreseeable emergency including who will be responsible for the 

implementation of each part of the plans;  

 possession of a mobile phone or other communication device that would enable the School Staff to 

contact emergency services in the overseas country if assistance is required. 

 

Work experience 

1. As far as possible, the School will involve Parents, the student and the employer in discussions 

regarding risk management prior to a student at risk of anaphylaxis attending work experience. Staff 

must be shown the ASCIA Action Plan for Anaphylaxis and how to use the Adrenaline Autoinjector 

in case the work experience student shows signs of an allergic reaction whilst at work experience. 

It is important to note that it is not recommended that banning of food or other products is used as a 

risk minimisation and prevention strategy. The reasons for this are as follows: 

 it can create complacency among staff and students; 

 it does not eliminate the presence of hidden allergens; and 

 it is difficult to "ban" all triggers (allergens) because these are not necessarily limited to 

peanuts and nuts. Triggers and common allergens can also include eggs, dairy, soy, wheat, 

sesame, seeds, fish and shellfish. 

 

Purchasing Adrenaline Autoinjectors 

 The school will purchase additional Adrenaline Autoinjector(s) for General Use, and as a 

back up to Adrenaline Autoinjectors supplied by Parents of students who have been 

diagnosed as being at risk of anaphylaxis. 
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 The school will purchase at least 2 Adrenaline Autoinjectors of each size for General Use  

Adrenaline Autoinjectors available in Australia are EpiPen® and Anapen®300; children 

under 20 kilograms are prescribed a smaller dosage of adrenaline, through an EpiPen®Jr or 

Anapen®150; and 

 Adrenaline Autoinjectors are designed so that anyone can use them in an emergency. 

 Communication Plan 

 The Communication Plan is designed to ensure that information is provided to all School Staff, students and 

Parents about anaphylaxis and the School's Anaphylaxis Management Policy. 

The school community will be provided with information via the school’s website, the school 

newsletter and specific notices sent home to families 

School staff will be provided with information regularly at staff meetings and via email, class 

information folders and the weekly school memo.  Training of all staff will occur twice each year. 

Volunteers and Casual Replacement teachers and staff will be provided with information via the 

CRT manual and the school office. 

Extracurricular programs provided by educational agencies, eg Chess, Kelly sports, Chinese and 

drama will be informed via the school office and will be informed of at risk children in their class 

and of our school procedures. 
 

Staff Training and Briefing Requirements 

School Staff must: 

 successfully complete an Anaphylaxis Management Training Course every three years; and 

 participate in a briefing, to occur twice each calendar year, with the first briefing to be held at the 

beginning of the school year, on: 

o the School's Anaphylaxis Management Policy; 

o causes, symptoms and treatment of anaphylaxis; 

o the identities of students diagnosed with a medical condition that relates to allergy and the  

potential for anaphylactic reaction  and where their medication is located; 

o how to use an Adrenaline Autoinjector, including hands on practise with a trainer 

Adrenaline Autoinjector; 

o the School's general first aid and emergency response procedures; and 

o the location of, and access to, Adrenaline Autoinjectors that have been provided by Parents 

or purchased by the School for general use. 

The briefing must be conducted by a member of the School Staff who has current anaphylaxis training. For 

the purposes of these Guidelines, and the Order, this means that the member of the School Staff has 

successfully completed an Anaphylaxis Management Training Course in the previous 12 months.  

 

 

Evaluation 

This policy will be reviewed annually. 
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GLENDAL PRIMARY SCHOOL 

ASTHMA POLICY 
 

Rationale 

Asthma is a chronic Health condition affecting approximately 10% of Australian children and teenagers.  

Asthma is one of the most common reasons for child admissions to hospital and missed days of school.   

Asthma exacerbations can commonly occur while attending schools at particular times of the year. 

In order to meet the duty of care obligations specified by the school Policy and Advisory guide and to ensure 

the health and wellbeing of all students attending, Glendal Primary School recognises the importance of staff 

education and the implementation of an asthma policy.   The school recognises the importance of 

involvement and engagement with parents and carers of students and the ability of students to self-manage 

their asthma where appropriate. 

Reference: “Australian Centre for Asthma Monitoring (2011), “Asthma in Australia: with a focus chapter on 

chronic obstructive pulmonary disease”, Australian Institute of Health and Welfare, Canberra 2011” 

 

Guidelines 

The Asthma  Policy will be communicated to the school community: 

 To ensure the school community are aware of their obligations and the best practice management of 

asthma in the school setting 

 To provide the necessary information to effectively manage students asthma while attending school. 

Implementation 

A school management plan, detailing implementing strategies and processes, will be developed to ensure a 

safe and supportive environment for students with asthma.  This will include: 

 Providing regular asthma education and first aid and asthma training for staff  

 Identifying students with asthma during the enrolment process and providing parents and carers with 

an Asthma Action Plan to be completed by the child’s medical practitioner 

 Where possible, ensuring that all students with asthma have a current Asthma action plan which is 

updated at least annually  

 Ensuring  that a School Camp and Excursion Medical update form is completed for off-site activities 

 Where possible, ensuring that the parents and careers of students with asthma provide reliever 

medication and a spacer (and a face mask if required) at all times that their child attends school 

 Implementing an asthma first aid procedure consistent with current national recommendations 

 Ensuring adequate provision and maintenance of asthma emergency kits for the school which 

contain reliever medication, two spacer devices, instructions outlining the first aid procedure and a 

record form with provision for expiry date checks and replacement of used spacers 

 Facilitating communication between management, staff, parents, carers and students regarding the 

schools asthma management policy and strategies 

 Promptly communicating to parents and carers any concerns regarding asthma and students 

attending the school  

 Identifying  and minimising where possible triggers of asthma symptoms for students attending the 

school  

 Ensuring the students with asthma are not discriminated against in any way  

 Ensuring that students with asthma can participate in the school’s activities safely and to their best 

potential 

 STAFF WILL: 

o Ensure that they are aware of the school’s asthma management policy 

o Ensure that they are aware of the asthma first aid procedure 

o Ensure that they are aware of students with asthma and where their mediation and personal 

spacers are stored 

o Ensure they attend asthma education and training when required 
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o Ensure that are aware of where to access Asthma Action Plans, School Camp and Excursion 

Medical Update forms and emergency asthma kits 

o Identify and minimise, where possible, asthma triggers for students attending the school 

o Ensure that students are not discriminated against in any way 

o Ensure that students with asthma can participate in the school’s activities safely and to their 

best potential  

o Promptly communicate to the principal, school nurse, parents and carers any concerns 

regarding asthma and students enrolled at the school 

 PARENTS AND CARERS WILL: 

o Inform the school if their child has asthma on enrolment or diagnosis 

o Read the school’s asthma management policy 

o Provide a signed Asthma Action Plan with a current colour photo to the school updated 

yearly or more frequently if their child’s condition changes 

o Provide a School Camp or Excursion Medical Update Form as required or when requested 

by the school 

o Provide the school with their child’s reliever medication along with a spacer (required for 

puffer medication) for all times the child is attending the school  

o In conjunction with the school assess the child’s ability to self-manage prior to their reliever 

medication and spacer being discharged from the Health Centre 

o Promptly communicate all medical and health information relevant to their child to the 

school nurse, principal and staff of the school 

o Communicate any changes to their child’s asthma or any concerns about the current health 

of their child 

 STUDENTS WILL: 

o Immediately inform staff if they experience asthma symptoms 

o Be willing to be assessed concerning their ability to self-manage their asthma at school 

o Inform the school nurse or staff if they have self-administered any asthma medication  

o Have their asthma medication and spacer with them at all times if they are self-managing 

asthma symptoms 

 

 ASTHMA EMERGENCY KITS: 

o Will be available in strategic areas of the school, Health Centre, Hall, Resource room 

o Will contain asthma first aid instructions, reliever medication, two spacer devices, a form for 

recording medication administration and contact procedures 

 

Evaluation 

The policy will be reviewed regularly in line with the Policy review process 
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GLENDAL PRIMARY SCHOOL 

SUNSMART POLICY 

 

Rationale 
Glendal Primary School Sunsmart policy has been developed to ensure that all children attending this school 

are protected from skin damage caused by the harmful ultra-violet rays of the sun.  It is to be implemented 

throughout the year but with particular emphasis in Terms One and Four. 

 

Guidelines 
As part of general Sunsmart strategies, our school: 

 promotes the wearing of school or similar hats for outdoor activities as compulsory in Terms 

One and Four 

 encourages students to use their own sunscreen 

 expects children not wearing hats during Terms One and Four, to play under the shade as 

determined by the Principal 

 encourages staff and parents to act as role models by practising Sunsmart behaviours 

 schedules outdoor activities to take place before 11 a.m. and after 3 p.m. during Terms One and 

Four, wherever possible 

 organises outdoor activities to be held in areas of shade during Terms One and Four wherever 

possible. 

 

  

Implementation 

 Children will be expected to wear hats, which protect the face, neck and ears whenever they are 

outside, e.g. recess, lunch, excursions, sport and camps.   

 Children will be encouraged to use available areas of shade for outdoor activities during Terms 

One and Four. 

 Programs on skin cancer prevention will be included in the curriculum, e.g. within Health units 

of work. 

 Sunsmart behaviour will be regularly reinforced in a positive way through newsletters, parent 

meetings, and student and teacher activities. 

 A tree-planting program will continue to increase shaded areas around playground and courts. 

 Interschool sport will be scheduled before 11:00 a.m. in Term One.  

 The school will provide sails over play equipment areas. 

 

 

Evaluation 

 This policy will be reviewed as part of the school’s review cycle.. 
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GLENDAL PRIMARY SCHOOL 

STUDENT WELLBEING POLICY 
 

Rationale 

Student Wellbeing requires the provision of an environment that promotes the physical, social and emotional 

wellbeing of each child and encourages children to develop increasing leVictorian Curriculum of self-

responsibility for learning, safety and effective relationships with peers and teachers.  

 The school will: 

 ensure that each child achieves the maximum benefit from the school experience in a secure and 

pleasant environment 

 facilitate the development of each child’s confidence, courtesy, reliability and tolerance  

 develop in each child the ability to be responsible for his/her own actions 

 ensure that each child’s rights are protected  

 ensure that there is a total school approach to discipline.  

 

Guidelines 

 In order to provide a safe and secure environment free from harassment, parameters of pupil 

behaviour and welfare should be defined and understood by the total school community.  

 Positive behaviour should be reinforced and children should be encouraged to take 

responsibility for their own behaviour. 

 A set of appropriate consequences should apply when students do not adhere to the expected 

code of conduct. 

 Implementation of the policy will be the responsibility of all staff. 

 Mandatory Reporting of suspected child abuse is the obligation of all teachers.  

 

Implementation 

 The Occupational Health and Safety Committee will be responsible for regular safety checks of the 

school grounds.  Each year, the elected convenor of Buildings and Grounds is to coordinate checks 

so that safety can be maintained.  

 Children will be taught about safe and appropriate ways to play and behave. 

 Children will be taught; 

o about cooperation 

o strategies for conflict resolution 

o respect for and tolerance of others 

o responsibility for themselves and for their actions 

o sport ethics. 

 

 Classroom teachers will receive support from other team members in providing a successful 

student welfare program.  

 Staff will regularly review the School’s Behavioural Policy, especially the specific details of 

implementation in the classroom and the school ground. 

 Staff will encourage a “family” environment throughout the school so that the natural learning 

of social skills can take place. 

 Staff will explain and implement clear steps of action if parents or teachers have any concern 

about any aspect of a student’s welfare.  

 A transition program for students entering and leaving Glendal Primary School will be 

maintained, regularly reviewed and further developed.  

 S.R.C., staff, and where appropriate, parents will be involved in the formulation of a consistent 

approach throughout the school.  

 Parents will be informed of the school’s approach to pupil welfare and discipline.  It will be 

expected that they will actively support its implementation.  
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 Staff will involve the pupils in formulating a code of conduct applicable to both the classroom 

and school ground with emphasis on the encouragement and reinforcement of positive 

behaviour.  

 Staff and pupils will determine the consequences of unacceptable behaviour.  These should 

follow naturally from the rules that have been developed during group consultation. 

 Staff should be given opportunities to attend Professional Development on pupil welfare and 

discipline. 

 The Assistant Principal will provide support for the staff and oversee the implementation of the 

policy. 

 School procedures will be followed. 

 

Evaluation 

 This policy will be reviewed as part of the school’s review cycle. 
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GLENDAL PRIMARY SCHOOL 

STUDENT ENGAGEMENT POLICY 
 

Rationale 

This policy should be read with reference to: the Department of Education and Early Childhood Development 

(DET) guidelines; in particular the Effective Schools are Engaging Schools Student Engagement Policy 

Guidelines, the Victorian Teaching Profession Code of Conduct at 

http://www.vit.vic.edu.au/content.asp?Document_ID=25, the Disability Standards for Education 2005, the 

school’s policy manual, in particular the Student Wellbeing, Cultural Diversity and the Attendance Policies, 

and the school’s legal responsibilities.  The following legislation is also relevant: the Equal Opportunity Act 

1995; the Charter of Human Rights and Responsibilities Act 2006; the Disability Discrimination Act 1992 and 

the Education and Training Reform Act 2006. 

 

This Student Engagement Policy articulates the Glendal Primary School community’s shared expectations in 

the areas of student engagement, attendance and behaviour. The policy supports the rights and articulates the 

expectations of every member of the school community to engage in and promote a safe and inclusive 

educational environment. 

Our school is committed to providing a safe, secure and stimulating learning environment for all students.  

Students can reach their full educational potential only when they are happy, healthy and safe, and when there 

is a positive school culture to engage and support them in their learning. Student wellbeing and student 

learning outcomes are inextricably linked, and we aim to promote an understanding of this link in both the 

school environment and in the classroom.  

It is fundamental to acknowledge that each teacher is a vital source of support and a determinant in the success 

of their students. The teachers at this school will work collectively to ensure that students feel valued and 

cared for, have meaningful opportunities to contribute to the school and can effectively engage with their 

learning. This school recognises the need to be engaging and inclusive, recognising and responding to the 

diverse needs of our students, accommodating different learning profiles and rates of learning and intervening 

early to identify and respond to individual student needs. 

Our school strives to be a learning community where students and teachers can relate well to each other, and 

where different ideas and viewpoints are valued and respected. 

 The school will focus on establishing positive and respectful relationships, particularly between 

teachers and students, and establishing a learning community that provides multiple and diverse 

opportunities for students to experience success. 

 The school will collaboratively develop and implement a fair and respectful whole-school behaviour 

management approach. 

 The school will encourage and provide multiple opportunities for parents/carers and members of the 

broader community to play an active part in the life of the school and the education of their children. 

 The school’s curriculum will include pro-social values and behaviour to enable students to acquire 

knowledge and skills, value diversity and build a culture of learning, community and engagement. 

 The school will promote active student participation and provide students with a sense of ownership 

of their environment. 

 The school will support families to engage in their child’s learning and build their capacity as active 

learners. 

 The school will establish social/emotional and educational support for vulnerable students and 

monitor and evaluate progress. 

 The school will have processes in place to identify and respond to individual students who require 

additional assistance and support. 

 The school will build strong links with the local community to gain access to an extended network of 

community members, professionals and educators who can provide expertise and experience that can 

build the capacity of our school and our teachers to respond to the needs of the students. 

http://www.vit.vic.edu.au/content.asp?Document_ID=25
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Guidelines 

 

Element 1:  SCHOOL PROFILE STATEMENT  

Glendal Primary School, which was opened in 1971 and recently has been largely rebuilt, is situated on 2.5 

hectares of land in Glen Waverley, an eastern residential suburb of Melbourne approximately 20 km from the 

central business district.   Whilst many of the 860 students live in the neighbourhood area, a large percentage 

travel from many other suburbs to attend the school with some families travelling up to 30 minutes each day 

to get here. 

Glendal is a very multicultural school with 50% of our families speaking one of 32 languages other than 

English at home, the majority being a Chinese language.  The school’s Student Family Occupation index 

(SFO), a measure of family socio-economic status, is 0.2463 

 

Element 2:  WHOLE SCHOOL PREVENTION STATEMENT 

 

Glendal Primary School is a community where we work together to help everyone become better lifelong 

learners. We care about each other, value our differences and treat each other with respect. Our whole school 

student wellbeing program is based on the You Can Do It, Program Achieve.  It incorporates a suite of 

additional programs based on our values, a philosophy of prevention and early intervention, thinking skills 

(Habits of the Mind) and social emotional learning (Emotional Intelligence development). It rests upon the 

KidsMatter framework.  Our two week Learning Community program, implemented across the school at the 

start of Term 1 each year, is a vital part of setting up a classroom culture of respect, co-operation and positive 

relationships.  We provide a child-centred, developmentally appropriate, learning environment that recognises, 

fosters and promotes the intellectual, social, emotional and physical development of each child. We 

understand that many children have unique wellbeing and learning needs and we are committed to addressing 

these needs. 

 

The school aims to provide a positive, stimulating, secure, safe, happy and caring environment conducive to 

optimal learning, where mutual cooperation and respect is evident. 

 

The school introduced an Emotional Intelligence (E.I.) program commencing with the leadership team and 

then the staff with support and professional development provided by Swinburne University, Brain Sciences 

Unit. The aim was to further develop teacher awareness, teacher empathy and to promote social, emotional 

and physical wellbeing for both students and staff.  

 

Our Student Wellbeing focus aims to empower individuals and teams to enable a sense of connectedness, 

purpose and zest for life.  We seek to help build self- confidence, self -esteem and resilience in order for our 

students to approach future life experiences, opportunities and challenges with self-assurance and energy. 

 

We emphasise that the discipline of students must be based on principles of procedural fairness and must not 

permit corporal punishment. 

We have a clear Anti-Bullying Policy and support the DET strategy 'Safe Schools are Effective Schools'.  This 

highlights that every student has the right to feel safe from bullying at school.  Bullying is when someone, or a 

group of people, upset or create a risk to another person's health and safety - either psychologically or 

physically - or their property, reputation or social acceptance on more than one occasion. 

 

Cyber bullying is bullying that is carried out through an internet service, such as email, chat room, discussion 

group or instant messaging.  It can also include bullying through mobile phone technologies such as short 

messaging service (SMS). Examples of cyber bullying include teasing, spreading rumours online, sending 

unwanted messages or defamation.  

All forms of bullying, whether it be  physical, verbal or cyber are not tolerated at any level in Glendal Primary 

School. 

 

The key Values that encapsulate the essence of Glendal’s culture include: 

 Respect  Co-operation           Persistence  Tolerance  Optimism 
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Primary Prevention 

Student Wellbeing Prevention provides a range of programs that specifically teach and foster: 

 Positive Habits of the Mind (Self Talk) 

 Shared Community Values 

 Social and Emotional Competencies and 

 Cooperative Learning Strategies 

 

Our Primary Prevention programs include the following: 

o Program Achieve: You Can Do It 

The ‘You Can Do It’ program identifies the five key foundations and the twelve Habits of the Mind 

that underpin success. 

 

o Values Education 

The “Healthy Relationships” program teaches human values, sets boundaries for behaviour and 

creates a learning environment whereby full participation of the child is optimised. 

 

o Friends 

The Friends program teaches a thinking process which may assist in dealing with situations that may 

cause anxiety. 

 

o Friendly Kids, Friendly Classrooms 

The Friendly Kids, Friendly Classrooms program identifies twenty-one skills which support and 

scaffold successful classroom and playground interactions, which can be incorporated into individual 

learning plans. 

 

o Kimochi’s 

Using the Kimochi toys and their Kimochi feeling pillows, students can get in touch with their 

emotions in a fun and comfortable way through puppetry and play. 

 

 Early Intervention 
We believe that a successful behaviour management approach is far more than a single program or product.  It 

is an ongoing process involving every member of the school community. 

 

Glendal’s Student Code of Conduct highlights the values of the school community and the behaviours it 

expects will be demonstrated.  It links very closely to our preventative approach through empowering children 

to recognize and accept responsibility for how they choose to behave. 

 

Our focus is on expectations rather than rules, consequences rather than punishments and problem solving 

rather than conflict.  Our dialogue with children is characterised by expressions such as getting along, 

cooperation and respect. 

 

At the beginning of the year, as part of our “Creating Our Learning Community” project, each class will 

establish their class values and expectations of each other within the context of the Student Code of Conduct, 

Cyber Safety and the principles of Assertive Discipline and Restorative Practice.  While developing their class 

values, a class management plan will also be developed in which consequences will be discussed.  There is a 

focus on identifying and acknowledging appropriate behaviour, rewarding it in a variety of ways including 

stickers, tickets, reward points and whole class rewards such as a special activity at the end of the term.  The 

foundation of identifying and acknowledging appropriate behaviour is verbal praise and recognition.  In 

addition to on-going praise and acknowledgement at an individual level, within the classroom and playground, 

each week teachers select students to receive ‘Student of the Week’ awards.  These awards are presented at 

our school assembly and are a source of great pride and celebration. 
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While our focus is on promoting appropriate behaviour, consequences may be provided when children choose 

to behave in inappropriate ways.  In most circumstances, this will usually involve the inappropriate behaviour 

being identified and the child given an opportunity to modify their behaviour.  If a child chooses not to 

respond to this warning, further consequences will be imposed such as withdrawal to a quiet area within the 

classroom or into another nearby classroom.  In more serious circumstances, a child will be required to 

participate in Re-Think Time with the Assistant Principal during half of lunchtime.  Parents will be advised if 

their child is to attend Re-Think Time. 

 

During Re-Think Time, the child is given the opportunity to discuss: 

 the reason they are attending Re-Think 

 ways to solve a similar problem in the future 

 the values that they need to practise. 

 

Our approach to student management in the playground is similar to that in the classroom, with the same 

expectations and values being promoted.  Teachers supervising in the playground acknowledge appropriate 

behaviour. If a child chooses to behave inappropriately in the playground a similar process to the classroom 

will be followed.  The inappropriate behaviour will be identified and the child given the opportunity to modify 

the behaviour.  If the child chooses not to respond to this warning, the child may be required to walk with the 

supervising teacher for a period of time.  In more serious circumstances, the child may be required to attend 

Re-Think Time. 

 

Student Management is most effective when parents, children and teachers work together to establish the 

values and expectations of the school community and appropriate behaviour in the classroom and the 

playground.  In some circumstances, parents will be invited to join with their child’s teacher to develop an 

individual learning plan to assist their child develop appropriate behaviour patterns in the classroom or the 

playground.  An individual learning plan will identify the skills to be developed and will outline strategies to 

be used at school and, if appropriate, at home.  We place great importance on this partnership and value the 

support of parents and children. 

At Glendal, we have an active commitment to promoting children’s personal wellbeing and feeling of safety 

and security as vital precursors to successful learning. 

The school promotes the philosophy of prompt and timely arrival at school and regular school attendance, eg: 

‘It’s Not Okay To Be Away’ and ‘Every Day Counts’.  Going to school every day is important for a student’s 

education.  Absence from school means that learning opportunities are reduced and this can ultimately lead to 

poor student achievement.  Where this happens, the impact may be felt long after the student has left school. 

We have encouraged the parents to notify the school if their child is going to be absent. Teachers or office 

staff contact the parents if a child is absent for more than 2 days.   The importance of regular attendance at 

school is promoted in the school newsletter. 
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Element 3:  RIGHTS AND RESPONSIBILITIES 

Every member of the school community has a right to fully participate in an educational environment that is 

safe, supportive and inclusive. Everyone deserves to be treated with respect and dignity. 

 

 

Rights 

 

Responsibilities 

All students have the 

rights to a safe and 

secure work and play 

environment 

 We play safely in the yard 

 We obey the school rules 

 We care for the equipment and facilities we use 

 We wear sun hats at the appropriate times 

 We help other children in the yard, especially those who are unhappy 

or by themselves  

 We play cooperatively in groups and teams 

 

It is mutually 

advantageous if students 

interact with their peers, 

the staff and the wider 

school community in a 

courteous, trustworthy 

and respectful manner 

 

 We treat teachers, parents and other students with respect 

 We are courteous and polite by using our manners 

 We are friendly to all the visitors to the school  

 We make sure everyone has a say 

 We include others in our work and games 

 

All students have the 

right to learn in an 

atmosphere of order and 

cooperation 

 We negotiate the class rules with the teachers  

 We work within the class rules and encourage all classmates to work 

within the class rules 

 We help others achieve their goals as well as ours 

 We allow other people to work without interruption 

 We listen to the ideas of others  

 We work cooperatively in groups and teams 

 We give everybody a fair go 

 

Students are empowered 

to assess their own 

behaviour and to develop 

strategies to act in a 

responsible manner 

 We work with the year 6 leaders to help make the school yard a 

friendly place 

 We support the school’s ‘You Can Do It’ program and the school’s 

values  

 We are responsible for our own behaviour 

 We are good role models for other children 

 We think for ourselves and encourage others to do the same 

 We are proud of our achievements and our school 

 

 

Students with Disabilities and Impairments  

All students, including students with a disability, should be treated with dignity and enjoy the benefits of 

education in a supportive environment, which values and encourages participation by all students, including 

the students with a disability.  

Glendal has a small number of students enrolled under the PSD program with a larger number of students with 

special needs. All these students have access to an engaging, age-appropriate curriculum supported by an 

individual positive Support Plan, regular Student Support Group meetings, Para-professionals (Speech / O.T. / 

Guidance Officer) passionate and caring Education Support Officers and highly skilled and understanding 

teachers.  
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The ABLES guide provides information and curriculum support for teachers to enhance their knowledge and 

understanding of disability; create a welcoming, inclusive school community; and foster a culture of openness 

and discussion around disability.  

 

Bullying and Cyberbullying 

Glendal Primary School is working toward being an eSmart School. eSmart is an initiative of the Alannah and 

Madeline Foundation, is a behaviour-change initiative designed to improve cybersafety and deal with 

cyberbullying and bullying. Through eSmart we use an online template to record and monitor all incidents of 

bullying and inappropriate cyber behaviour.  The curriculum will include anti-bullying messages and 

strategies in line with current DET materials e.g. ‘The Friendly Schools’ and ‘No Blame Approach to 

Bullying’ programs. Constructive strategies to deal with harassment will include: education in coping 

strategies; assertiveness training; problem solving and social skills; counselling and behaviour modification. 

These strategies will be employed in preference to punitive sanctions and negative consequences. 

The Alannah and Madeline Foundation's ‘Better Buddies’ Framework is another initiative designed to create 

friendly and caring primary school communities where bullying is reduced. By participating in the Better 

Buddies program, children in their first and last year of attendance at Glendal Primary School buddy up and 

learn the values: caring for others, friendliness, respect, valuing difference, including others and 

responsibility. All children in the school learn these values through formal and informal activities, including 

their interactions with the mascot Buddy Bear, our giant, fun-loving and caring purple bear.  

Staff supervise the yard duty areas, interacting with students, looking for “hot spots” and diffusing situations 

when they arise. This approach and Glendal Primary School’s commitment to the Restorative Practices 

process creates a supportive, responsive school community and reduces bullying opportunities 

Links which are connected with this policy are: 

 DET’s Effective Schools are Engaging Schools: Student Engagement Policy  Guidelines 

 DET’s Safe Schools are Effective School’s 

 DET’s Student Engagement Policy Guidelines 

 Anti-Bullying Policy 

 Sunsmart Policy 

 Anaphylaxis Policy 

 Internet User’s Agreement 

 Information & Communications Technology Policy 

 Privacy Policy 

 Use of Children’s Work & Photographs for Public Display 

 Drug Education Policy 

 Mobile Phone Policy 

 First Aid Policy 

 Head Lice Policy 

The school’s Internet Use Policy (re cyber-bullying) 

 

 

 

 

 

 

http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/segpolicy.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/SafeSchoolsStrategy.pdf
http://www.education.vic.gov.au/school/teachers/health/Pages/respectfulsch.aspx#mainContent
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Element 4:  SHARED EXPECTATIONS 

Effective schools share high expectations for the whole-school community. Shared expectations are: 

• jointly negotiated, owned and implemented by all members of the school community, including 

students 

• clear and specific 

• focused on positive and pro-social behaviours 

• focused on prevention and early intervention 

• supported by relevant procedures 

• consistent, fair and reasonable 

• linked to appropriate actions and consequences. 

 

Schools – Principals, Teachers and School Staff 

We have a responsibility to provide an educational environment that ensures that all students are valued and 

cared for, feel they are part of the school, and can engage effectively in their learning and experience success. 

 

School expectations include: 

 

o Promoting the School values of Respect, Co-operation, Persistence,  Tolerance and Optimism 

o Providing a  safe and secure work and play environment; 

o Treating one another in a courteous, trustworthy and respectful way 

o Learning in an atmosphere of order and cooperation 

o Accepting responsibility for personal behaviour and choosing to behave in a professional and 

appropriate manner. 

o Inclusive teaching practices which acknowledge and celebrate the diversity of the wide range 

of cultural backgrounds, interests, talents and abilities of students and recognise, value and 

build on students’ backgrounds and experiences 

o Staff to model culturally inclusive behaviour, and manage any behaviour that appears racist, 

discriminatory, prejudiced or culturally biased. 

o Celebrating multiculturalism in our school community, in a variety of ways including artists 

from various cultural and linguistic backgrounds, holding special days, and incorporation 

within the curriculum 

o Acknowledgment of, respect for and the celebration of culturally significant events 

o Providing accessible educational provision for all students 

o Encouraging positive Parent/carer partnerships and liaison 

o Encouraging community partnerships 

o The provision of appropriate student services 

o The development and provision of appropriate, relevant and challenging curriculum that gives 

students the opportunity to experience success in their learning. 

o The development of shared expectations of teachers, (Victorian Teaching Profession Code of 

Conduct)  

 

N.B. ~ it is the responsibility of teachers to uphold the values and principles of the VIT Code 

of Conduct and Code of Ethics and Teachings Standards of Professional Practice.  

(www.vit.vic.edu.au) 

 

 

Students 

As students progress through school we recognise that they need to be encouraged and supported to take 

greater responsibility for their own learning and participation as members of the whole school community. 

This involves developing as individual learners who increasingly manage their own learning and growth by 

setting goals and managing resources to achieve these goals.  

 

Students should, with support, be expected by their parents/carers and their school to participate fully in the 

school’s educational program and to attend regularly. Students should also be expected to display positive 

http://www.vit.vic.edu.au/
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behaviours that demonstrate respect for themselves, their peers, their teachers and all other members of the 

school community.  

 

Demonstration of respect for the rights of others, including the right to learn, will contribute to an engaging 

educational experience for themselves and other students. Students’ engagement, attendance and behavioural 

expectations should be framed using positive language to support and encourage safe and inclusive behaviour. 

Actively teaching students whole school engagement, attendance and behavioural expectations creates a 

highly predictable environment that allows students to understand what is expected of them and what they can 

expect from each other.  

 

Parents/carers 

Parents/carers can be expected to promote positive educational outcomes for their children by taking an active 

interest in their child’s educational progress. Parental cooperation with the school, including regular and 

constructive communication with school staff regarding their child’s learning and wellbeing, will actively 

support their child’s engagement in the school environment. Parents/carers can also be expected to support the 

school in maintaining a safe and respectful learning environment for all students. 

 

Implementation 

 

Element 5:  SCHOOL ACTIONS AND CONSEQUENCES 

Student engagement, regular attendance and appropriate behaviours are encouraged through the 

implementation of whole-school strategies supported by targeted and individualised support when required.  

Actions and consequences are developed in consultation with and agreed on by representatives from the 

whole-school community, including students. This fosters a cohesive and consistent response to poor 

attendance and inappropriate behaviour.  

 

These actions and consequences are incremental (a staged response) and are applied fairly and consistently. 

Applying fair and consistent discipline and attendance policies that are collectively agreed on and fairly 

enforced increases the likelihood that student connection to school is maintained. Equal emphasis is placed on 

issuing positive consequences for meeting high expectations as there is on negative consequences. 

 

Actions and consequences have an educational role and aim to foster positive relationships and retain the 

dignity of the student. Actions and consequences that isolate a student from learning are avoided where 

possible.  

 

Student engagement, regular attendance and positive behaviours are supported most effectively through 

relationship based whole-school and classroom practices, including: 

• establishing predictable, fair and democratic classrooms and school environments 

• ensuring student participation in the development of classroom and whole school expectations 

• providing personalised learning programs 

• consistently acknowledging all students 

• empowering students by creating multiple opportunities enabling them to take responsibility and be 

involved in decision-making 

• providing physical environments conducive to positive behaviours and effective engagement in 

learning 

• implementing school-wide positive and educative behaviour support strategies. 

 

Inappropriate behaviours, including irregular attendance, are responded to through a staged response that has a 

prevention and early intervention, data based focus, including: 

• understanding the student 

• ensuring a clear understanding of expectations by both students and teachers 

• providing consistent school and classroom environments 

• scaffolding the student’s learning program. 
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Broader support strategies include: 

• involving and supporting the parents/ carers 

• involving the Assistant Principal/student wellbeing coordinator and possibly the school nurse 

• tutoring/peer tutoring 

• mentoring and/or counselling 

• convening student support group meetings – the student support group is an important component of 

the staged response for students facing difficulty with engagement, attendance or behaviour 

• developing individualised flexible learning, behaviour or attendance plans 

• providing broader educational programs 

• involving community support agencies. 

 

Discipline Procedures – Suspension and Expulsion 

Students are better prepared for learning when they are healthy, safe and happy; therefore, student welfare is 

the responsibility of all staff working in a whole school context. Student learning cannot be separated from 

welfare. 

At Glendal Primary School there is a focus on the dignity of the child with the building of relationships, a 

sense of belonging and connectedness to school, fostering student empowerment and building student 

resilience. 

Student engagement and appropriate behaviours are encouraged through the implementation of whole school 

strategies supported by targeted and individualised support. Strategies and practices which reward and 

reinforce student achievement and positive behaviour are embedded across the school. 

Our school policy recognises the four leVictorian Curriculum of activity described in the “Framework for 

Student Support Services” in Victorian Government Schools and will implement procedures to develop the 

resilient child through Primary Prevention, Early Intervention, Intervention and Postvention. The emphasis 

will be on primary prevention and early intervention as the most effective means of enhancing the resilience 

of young people. 

Glendal Primary School acknowledges children who meet shared expectations through recognition and 

encouragement as listed under Consequences. When students do meet our shared expectations, a staged 

response is implemented as described under Consequences below. This is to be implemented using the 

restorative approach as described in the Whole School Prevention Statement.  Corporal punishment is not 

permitted. The restorative approach is used to address student behaviour to: 

 Re-establish significant relationships 

 Ensure consequences for misbehaviour are relevant and meaningful 

 Foster and develop individual responsibility and empathy 

 Students are encouraged to accept responsibility for their actions, and to participate fully and 

positively in their educational experience. 

Consequences for Appropriate Behaviour 

 Student of the Week award 

 Celebration assemblies 

 Recognition through newsletter 
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 Leadership opportunities  

 Local newspaper coverage 

 Classroom merit awards 

 Verbal praise 

 Stickers 

 House Points 

 

Consequences for Inappropriate Behaviour 

A student should only be excluded from school in situations where all other measures have been implemented 

without success or where an immediate suspension is the only appropriate course of action in response to the 

student’s behaviour or where the wellbeing or safety of another student or staff member is at risk. 

Inappropriate behaviours, including irregular attendance, will be responded to through a staged response that 

has a prevention and early intervention, data based focus: 

 

 Talking to the student and referring them to the shared expectations 

 Discussing appropriate behaviours in the classroom through Circle Time or class meeting 

 Monitoring and keeping anecdotal records of misbehaviour 

 Contact with parents 

 Implement restorative practices 

 Developing individualised flexible learning, behaviour or attendance plans 

 Action to make it right agreed to (may include community service) 

 Counselling; referral to social worker; psychologist 

 Withdrawal of privileges 

 Withdraw student temporarily from class 

 Formal in-school suspension 

 Hold Student Support group meetings 

 Referral to community agencies – ChildFirst; CAMHS 

 Negotiate alternative pathways or settings for the student; or as a matter of last resort, suspension or 

expulsion (Ministerial Order 184, Procedures for Suspension and Expulsion –has reduced the 

maximum length of suspension from 10 to 5 school days. In addition, the number of school days a 

student can be suspended in a school year has been reduced from 20 to 15 days) 

 Corporal Punishment is not permitted. 
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Attendance 

Student attendance is the responsibility of everyone in the community. At Glendal Primary School we monitor, 

communicate and implement strategies to improve regular school attendance through: 

1. Articulating high expectations to all members of the school community 

 Clear written and verbal statements made regularly to parents/carers and students about school and 

community attendance expectations. Promotion of awareness that absence results in quantifiable lost 

learning time and opportunities – using It’s Not Okay To Be Away materials 

 Whole-school modelling of punctuality 

 

2. Adopting consistent, rigorous procedures to monitor and record student  absence 

 

 Following up student absences promptly and consistently 

 

3. Providing early identification of and supportive intervention for students at risk of non-

attendance 

 Individual Student Learning Plans, including attendance and punctuality goals  

 Formal procedures for supporting the learning of a student absent for an extended period  

 Understanding of the causal factors of absence, and the need for targeted interventions 

 Positive and flexible support and follow-up with students on their return to school, including the use 

of Return to School Plans and modification of learning outcomes where required 

 Referring of individual students and parents/carers to community agencies for additional support 

 

4. Creating safe, supportive learning environments where all students experience success through 

active participation and engagement in purposeful learning 

 

 Implementation of effective and supportive transition programs, including student transitions between 

different learning areas and leVictorian Curriculum within the school 

 Class and home group structures and environments that enable opportunities for increased 

connectedness to individual teachers and peers 

 Structures and activities encouraging parents/carers’ involvement in the life of the school 

 Collaborative and cooperative programs with other schools, community groups and agencies. 

Element 5 of the Student Engagement Guidelines provides support materials that include proformas and 

brochures. See Appendix. 
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Related School Policies 

 Anti-Bullying Policy 

 Sunsmart Policy 

 Anaphylaxis Policy 

 Internet User’s Agreement 

 Information & Communications Technology Policy 

 Privacy Policy 

 Use of Children’s Work & Photographs for Public Display 

 Drug Education Policy 

 Mobile Phone Policy 

 First Aid Policy 

 Head Lice Policy 

 Yard Duty Policy 

 

 

 

 

 

APPENDIX 

 

Templates & Proformas 

 

Appendix 1: Individual Learning Plan Template  

Appendix 2: Staged Response checklist  

Appendix 6: Student Absence Learning Plan template  

Appendix 7: Attendance Improvement Plan or Return to School Plan template  

Appendix 9: Student Attendance Checklist  

Appendix 13: Notice of Suspension proforma  

Appendix 15: Notice of Expulsion proforma  

Appendix 16: Expulsion Report proforma  

Appendix 18: Expulsion Appeal proforma  

Appendix 19: Expulsion Review Panel Report  

- Parent/Carer Fact Sheet  

- Student Fact Sheet  

- Procedures for expulsion   

 

 

 

 

 

 

http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/seg1individlearnplan.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/seg2stagedresponse.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/seg6absencelearning.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/seg7attendimprovplan.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/seg9studentattend.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/SEGApp13suspensionnew.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/seg15noticeofexpuls.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/seg16expulsreport.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/seg18expulsionappeal.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/seg19expulsrevpanel.doc
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/Parent_Fact_Sheet.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/Student_Fact_Sheet.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/SEGProcedures_for_Expulsion.pdf
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Reform Act 

2006 

http://www.education.vic.gov.au/about/directions/reviewleg.htm  

Calmer 

Classrooms 

http://www.ocsc.vic.gov.au/downloads/calmer_classrooms.pdf 

 

Kids Matter 
http://www.kidsmatter.edu.au/resources/programs-guide/ 

 

VIT Teacher 

Code of 

Conduct 

http://www.vit.vic.edu.au/files/documents/1543_Code-of-Conduct-June-2008.pdf  

 

http://www.education.vic.gov.au/management/schoolimprovement/accountability/default.htm
http://www.education.vic.gov.au/management/schoolimprovement/accountability/default.htm
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/segpolicy.pdf
http://www.education.vic.gov.au/healthwellbeing/wellbeing/disability/handbook/legislation.htm
http://www.education.vic.gov.au/healthwellbeing/wellbeing/disability/handbook/legislation.htm
http://www.officefordisability.vic.gov.au/bar_none_kit_for_schools.htm
http://www.education.vic.gov.au/healthwellbeing/safety/bullying/default.htm
http://www.education.vic.gov.au/healthwellbeing/safety/bullying/cyber/default.htm
http://www.education.vic.gov.au/management/elearningsupportservices/www/default.htm
http://www.education.vic.gov.au/management/elearningsupportservices/www/default.htm
http://www.education.vic.gov.au/studentlearning/programs/multicultural/tchhrcharter.htm
http://www.education.vic.gov.au/studentlearning/programs/multicultural/tchhrcharter.htm
http://www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/
http://www.det.vic.gov.au/hrweb/divequity/eeo/eeoact.htm
http://www.education.vic.gov.au/about/directions/reviewleg.htm
http://www.ocsc.vic.gov.au/downloads/calmer_classrooms.pdf
http://www.kidsmatter.edu.au/resources/programs-guide/
http://www.vit.vic.edu.au/files/documents/1543_Code-of-Conduct-June-2008.pdf
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GLENDAL RPIMARY SCHOOL 

BEHAVIOURAL MANAGEMENT PROCEDURES 
 
 

 

Effective schools are engaging schools which create a positive school culture. The primary focus is to provide 

a safe and supportive learning environment. Students can only learn effectively in environments in which they 

feel safe and supported, and where teachers have high expectations for their learning. Well run and democratic 

classrooms are central to the establishment of safe school environments.  

Overview-  
1. Student Behaviour –School  Context   

Glendal Primary School actively seeks to engage with parents and the community to ensure a positive and 

inclusive school culture in which every student has the opportunity to succeed. The school works 

collaboratively with students and parents/ carers to establish fair and respectful behaviour policies and 

practices, based on the school’s values, expected social competencies and positive peer relationships. There 

are also intervention strategies in place to address inappropriate behaviours which can negatively impact on 

the learning environment of the self and others. 

The School appreciates its diverse student and parent population, and has measures in place to ensure all 

students enjoy the same level of access to the school’s curriculum and co-curricular programs. Our teaching 

and learning philosophy is important in engaging all students in their academic learning. Our Differentiated 

Curriculum, provision of support staff and EAL classes provide students with additional classroom support to 

ensure student literacy and numeracy needs are being addressed. Our Student Wellbeing  and mentoring 

programs (including the Buddy Program) are tailored to address students’ personal and social learning at 

various stages of their Primary  education. Our Disability and Impairment program provides vital assistance 

and support to students in and out of the classroom. Student leadership capacity is fostered through the 

Student Representative Council, the house system, the role of the school , JEM, Music, Sport , eSmart  and  

Art Captains and our Buddy Program. 

The employment of multicultural aides is important in communicating effectively with our multicultural 

families.  The School also uses interpreters where appropriate to assist parents/ carers to engage in the 

learning and progress of their child. This also enhances our capacity for effective decision making due to the 

greater diversity of perspectives and inputs.  

Student wellbeing (social, emotional and cognitive engagement) is addressed in a number of ways. At risk 

students are supported by our Wellbeing Team which includes the DET Psychologist, DET Speech 

Pathologist, DET Social Worker, the school Student Well-Being  coordinator(Assistant Principal),and the  

Health Nurse . External agencies such as Dept. Human Services, Child First,  G P’s, Paediatrician’s, OT’s, 

CYMHS,  Wesley Mission the Salvation Army, and C work with students and families on a more targeted and 

individualised level. 

When relationships break down between members of the school community, we use “Restorative Practices” to 

restore and rebuild these. Staged responses are implemented in addressing ongoing behavioural issues, and 

suspension from school is viewed as a last resort. 

The school places an emphasis on 100% attendance, and has in place attendance targets. Attendance is 

monitored throughout the day, and student absences are followed by the administration team in conjunction 

with the AP. Attendance conferences are an important mechanism through which teachers and parents can 

work together to combat absenteeism and truancy. (Refer to our Attendance Policy). 

The School values parent / carer input into its operations and curriculum offerings and seeks feedback through 

the Parent Opinion survey, and from parent representatives on School Council.  

 
2. Rights and Responsibilities 

 

Behaviour unchallenged is behaviour condoned 

Responsibilities of the Classroom Teacher: 
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 Involve and engage all students, set high expectations, seek feedback from students and “give 

out two messages to every child –‘you can succeed’ and ‘I will help you do that’. 

 To be familiar with the School Behaviour Policy and be consistent in its implementation. 

 Become practised in using Assertive Discipline and Restorative practices. 

 When breaches of the school Behaviour Policy occur, classroom teachers must follow protocol. 

Classroom teacher must provide written documentation including strategies taken to deal with 

the problem for these reasons before the matter is referred on to Assistant Principal. 

 In extreme circumstances the threat is to be referred immediately to the Principal Class. 

 

Responsibilities of the  

A. Promotion of Positive Behaviours: 

 Establish consistent school wide and classroom expectations, and classroom consequences for 

problem behaviour, involving the reinforcement of positive social behaviours and the use of 

restorative practices to improve student behaviour management outcomes. Assist individual teachers 

in implementing positive behaviour support and restorative practices. 

 Document incidents relating to the management of student behaviours to inform decision making. 

When concerns arise about a student’s on -going behaviour or when a student is displaying chronic 

patters of problem behaviour, implement a targeted response to address the problem. This may 

involve the establishment of a student support group involving parents/carers/wellbeing coordinator. 

 

B. Attendance: 

 Articulate high expectations of attendance to all members of the school community 

 Follow up absences on a daily basis and keep all staff,   the Office Administration and 

Principal Class informed on student management issues. 

 Organise Attendance Conferences and ensure the Attendance Plan proforma is completed. 

 Participate in transition team meetings to ensure the transfer of significant information re the 

students’ attendance patterns. 

 

 

 

 

 

 

Responsibilities of the Assistant Principal 

Engagement and Well-Being 

The Assistant Principal’s (role of Well-Being) is responsible for:  

 developing, implementing and evaluating the School’s Student Engagement Policy Guidelines 

 developing prevention and early intervention programs and strategies that contribute to a positive 

school culture. 

 develop a whole school approach to student attendance and  student wellbeing  and to participate in 

attendance/ wellbeing  conferences with students, support services and parent/carer. 

 To liaise and work with the  Transitions coordinator/s in supporting “Students at risk”. 

 To promote and assist all teachers in the use of restorative practices. 

 Induct new staff on the School’s Student Engagement guidelines and selected supporting  programs. 

 Supporting classroom teachers in the overall management of student behaviours. 

 Monitoring the attendance strategy and Behaviour Policy.  
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 The Assistant Principal may also be the Principal’s representative at Student Support Group meetings 

during pre and post suspension conferences. 

 

 

Responsibilities of the Principal 

The Principal is responsible for student expulsions, and to ensure the Procedures for Expulsion are adhered to. 

School Action and Consequences 

Student engagement, regular attendance and positive behaviours will be supported through relationship based 

whole-school classroom practices, including targeted and individualised support when required. Whole school 

practices include: 

 Establishing predictable, fair and democratic classrooms and school environments 

 Ensuring student participation in the development of classroom and whole school expectations 

 Providing personalised learning programs where appropriate for individual students 

 Consistently acknowledging all students 

 Empowering students by creating multiple opportunities to take responsibility and be involved in 

decision –making 

 Providing physical environments conducive to positive behaviours and effective engagement in  

learning 

 

Inappropriate behaviours, including irregular attendance, will be supported through a staged response, 

including: 

 Understanding the student’s background and needs 

 Ensuring a clear understanding of expectations by both students and teachers 

 Providing consistent school and classroom environments 

 Scaffolding the student’s learning program 

 Engaging in “Restorative Practices” 

 

 

Broader support strategies will include: 

 Involving and supporting the parent/carer 

 Involving the  Student Engagement, Wellbeing Coordinator  and  Disability and Impairment 

Coordinator , the Pathways and Transition Coordinator , and the DET guidance officer where 

appropriate 

 Mentoring and /or counselling 

 Convening student support group meetings 

 If appropriate assisting staff in the development of  individualised learning, behaviour or attendance 

plans 

 Providing  an opportunity for specific students to have the option to attend broader educational 

programs ( e.g. camps) 

 Involving community support agencies 

 Contact with the Regional Office 

 

Rules Classroom Teacher Responsibility Principal Class 

Overall behaviour 

 Students must obey all 

reasonable requests of 

staff. 

 Students must never 

physically or verbally 

abuse others. 

 Students must always 

treat others with 

respect. 

Follow the “5 Steps to Classroom 

Control”: 

1. Remain calm 

2. Warn with rights based 

warning “Your behaviour 

is disturbing others, please 

stop”. 

3. Reassert “I understand and 

we can discuss this later. 

Right now please… 

Implement a staged response: 

 Speak with the student 

prior to actioning 

 AP/Prin to ring and inform 

parent of misbehaviour / 

may need to organize a 

meeting 

 Behaviour sheet 

 Attendance sheet 

 Restorative chat with 
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 Students must respect 

the rights of others to 

learn. No student has 

the right to impact on 

the learning of others. 

 Students must respect 

the property of others. 

 Students must work to 

the best of their ability. 

 

 

4. Give choice “You have a 

choice. If you will not 

comply you will have to 

meet with me at 

recess/lunchtime, etc 

5. Follow through with 

graded consequences: 

a. Move student to 

another seat / isolated 

area of the classroom 

b. Organise for 

conference (restorative 

chat) 

c. Remove to another 

classroom for time out 

d. Organise 

conference/restorative 

chat to include Year 

level coordinator /AP 

Continued misbehaviour warrants: 

a. Incident Report to A.P. 

b. Contact with parent after 

consultation with Assist 

Prin/Prin 

affected parties 

 Behaviour Plans 

 Student Contract 

 RE think session 

 Student support conference 

 In house suspension 

 Recommendation to 

externally suspend and 

referral to Principal. 

 

 

 

 

 

 

 

 

Attendance and punctuality 

 Students must be on 

time to all classes 

 Students who are late 

must report to the 

general office to get a 

late pass. 

 

 

 Students who need to 

leave school early must 

be signed out at the 

general office by an  

authorised person and a 

pass taken to the 

classroom to collect the 

child by the authorised 

person. 

 

  Students absent from 

school must ensure that 

a signed note or medical 

certificate is presented 

immediately upon 

returning to school.  

(see attendance policy) 

 Notification from home 

must accompany all 

absences.  

 

 

 

Check late pass. Adjust entry on 

eCASES to Late  

Speak to student/Parent  about 

lateness –Report to Prin class  if 

on-going. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Report to Prin class 

Speak to student about lateness 

issues. 

Ongoing lateness: Organise for 

parent conference to resolve issue. 

 

 

 

 

 

Follow through with student and / 

or parent/guardian/carer 

 

After three days absence: Organise 

for call home or attendance 

conference as per the school’s 

attendance strategy. Inform Well-

Being   coordinator / Principal 

Class . 

 

 

.  
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 Students must not leave 

the school grounds. 

Uniform 

 Students must adhere to 

the school uniform 

requirements. 

 

 

 

 

 

 

 

 

Report to Principal Class. Notify Admin report to Prin class 

over uniform issues. 

Health and Safety 

 Students must not bully, 

intimidate, exclude or 

harass others. This 

includes any verbal, 

Cyberbullying, physical 

conduct which is 

uninvited, unwelcome 

or offensive to a 

person(see 

harassment/anti 

bullying policy). 

 

 

 

 Electronic devices must 

not be used without 

permission.  

 

 Students must not use 

prohibited substances. 

 

 

 

 

 Students must move 

around the school in an 

orderly fashion. All 

members of the school 

are required to promote 

a safe and healthy 

environment.  

 In the interest of 

hygiene students must 

not spit. 

Challenge behaviours and make a 

report to Prin class. 

 

 

 

 

 

 

 

 

 

 

Confiscate ipod or mobile phone 

and take to General office 

 

 

Report to Principal Class  

 

 

 

 

 

Challenge behaviours around 

rights and responsibilities and 

impose consequence e.g. Re think  

Refer ongoing misbehaviour to AP 

 

 

Report to AP 

 

Inform Prin class 

Contact parents and involve 

student Engagement and Well-

Being Coordinator. Refer to Anti- 

Bullying and Cyber –Bullying 

Policies and Guidelines 

Consequences may include 

apology, anti bullying contract, 

student task related to anti 

bullying/cyber bullying, referral to 

intervention program and/or 

counselling. 

Some cases may warrant 

immediate suspension. Referral to  

Prin/AP 

 

 

 

 

Inform Principal Class. Student 

removed from classroom and 

parent contacted to collect 

students.  

 

 

Challenge behaviours around 

rights and responsibilities and 

impose consequence e.g Re think 

and/or  exclusion from specific 

programs e,g, computer access 
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 It is compulsory for all 

students to wear 

appropriate footwear at 

all times.  

Property and security 

 Students are to respect 

all school property. 

 Students must not enter 

staff room or general 

office areas. 

 Students must bin all 

rubbish 

 Students must not have 

the following at school: 

Liquid paper, chewing 

gum,  

 Students must return 

borrowed school 

material on time. 

 Students must not bring 

valuable items to school. 

The School will not be 

responsible for loss of 

valuables. 

 

 Classrooms must be left 

neat and tidy. 

 

 If a student is suspected 

of engaging in graffiti 

 

Challenge behaviours around 

rights and responsibilities and 

impose consequence e.g. Rethink 

 

For repeated offences,  referral to 

AP 

 

 

 

 

 

 

 

 

 

 

Organise for students to remain 

behind and tidy the room or area. 

 

Retain any evidence of tag and 

report to Principal Class 

Challenge behaviours around 

rights and responsibilities and 

impose consequence e.g.Rethink 

 

 

For repeat offenders, place in ‘Re 

think’ sessions conducted by AP. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Parent notified. Community 

service. Parent may be required to 

meet costs.  
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GLENDAL PRIMARY SCHOOL 

DUTY OF CARE POLICY PROCEDURES 
 

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 reasonably foreseeable. 

Whenever a student–teacher relationship exists, the teacher has a special duty of care. This is defined as: “A 

teacher is to take such measures as are reasonable in the circumstances to protect a student under the 

teacher’s charge from risks of injury that the teacher should reasonably have foreseen.” (Richards v State of 

Victoria (1969) VR 136 at p. 141) As part of that duty, teachers are required to supervise students adequately. 

This requires not only protection from known hazards, but also protection from those that could arise (that is, 

those that the teacher should reasonably have foreseen) and against which preventive measures could be 

taken.  

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

as well as for injuries sustained by a student.  

The Principal or an Assistant Principal of Glendal Primary School will allocate responsibilities to different 

staff members. Teachers are responsible for carrying out their assigned supervision duties in such a way that 

student are, as far as can be reasonably expected, protected from injury. This duty extends to intervention in 

single-sex areas if need be by a teacher of the other gender. 

Aim 

To ensure that staff have an understanding of their duty of care to students, and behave in a manner that does 

not compromise these legal obligations. 

 

Implementation 

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

 

A teacher’s duty of care is not confined to the geographic area of the school,  or to activities 
occurring outside the school where a student is acting on a teacher’s instructions.  The duty also 
applies to situations both before and after school where a teacher can be deemed to have 
‘assumed’ the teacher pupil relationship (8:45am – 3:34pm). 

Quite apart from mandatory reporting requirements, a teacher has a concurrent duty of care to protect a 

student from harm that is reasonably foreseeable. A breach of this duty of care may lead to legal action being 

taken against the individual teacher or teachers concerned.  The teacher’s duty of care is greater than that of 

the ordinary citizen in that a teacher is obliged to protect a student from reasonably foreseeable harm or to 

assist an injured student, while the ordinary citizen does not have a legal obligation to respond. 

Whilst each case regarding a teacher’s legal duty of care will be judged on the circumstances that occurred at 

the time, the following common examples may be times when a teacher has failed to meet their legal duty of 

care responsibilities to their students: 

 arriving late to scheduled timetabled yard duty responsibilities 

 failing to act appropriately to protect a student who claims to be bullied 

 believing that a child is being abused but failing to report the matter appropriately 

 being absent to supervise the line-up of students after the bell has sounded 

 leaving students unattended in the classroom 
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 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 and/or signing out 

 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. 

 

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

 

Risks to students outside the school environment  

Legal cases establish that a teacher’s duty of care does not start nor end at precise times during the day. The 

approach generally taken is that a teacher’s duty applies irrespective whether the risk occurs in or outside the 

school environment. However, the important issue in all cases will be whether the school took reasonable 

steps to protect the student from the risk.   

While students in the senior building often work independently in shared learning spaces and designated study 

areas where they must be under teacher and/or aide supervision at all times.  

Staff are responsible for their students at all times.  

The following instructions and notices apply to all staff.  

 

Classroom Supervision 

Staff must not leave the classroom unattended at any time during a lesson. 

It is not appropriate to leave students in the care of ancillary staff, parents or trainee teachers (At law, the 

Duty of care cannot be delegated)  

It is not appropriate to leave students in the care of external education providers for example incursions (At 

law, the Duty of care cannot be delegated)  

In an emergency situation phone for the Principal or Assistant Principal or contact the teacher in the next 

room. (If appropriate – send another student for assistance) 

No student should be left unsupervised outside the classroom as a withdrawal consequence for 

misbehaviour. Withdrawal is to be conducted by sending a student to a colleague’s classroom, or to the 

Assistant Principal or Principal. This should be accompanied by documentation and appropriate follow up. 

The teacher, Principal or Assistant Principal are to be contacted first to alert them that the student is on their 

way. In some circumstances it may be more appropriate to call a senior member of staff to the classroom for 

assistance. 

 

Movement of Students 

Care needs to be taken in allowing students to leave the room to work in other areas of the school. 

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

Principal or Assistant Principal 
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Discretion is to be used when allowing students to visit the toilet or the Resource Centre during class time. 

Students need to be in a pair or in a group of three students. 

 

 

Yard supervision 

Yard supervision is an essential element in teachers' duty of care. It is now clearly established that in 

supervising students, teacher's duty of care is one of positive action. 

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

closely supervised classroom. 

Be aware that yard duty supervision within the school requires the teacher to fully comply with DET 

guidelines and brings with it an increased duty of care. It is a teacher’s responsibility to be aware of these 

guidelines and duty of care responsibilities.  

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

Teachers on duty are to remain in the designated area until the end of the break period or until replaced by the 

relieving teacher, whichever is applicable. 

The handing over of duty from one teacher to another must be quite definite and must occur in the area of 

designated duty. Where a relieving teacher does not arrive for duty, the teacher currently on duty should send 

a message to the office, but not leave the area until replaced.  

No changes to the yard duty roster are to be made without the approval of the Principal/Assistant Principals. 

Be alert and vigilant - intervene immediately if potentially dangerous behaviour is observed in the yard - 

enforce behaviour standards and logical consequences for breaches of safety rules. 

Teachers on duty should always be on the move and highly visible wearing a fluoro vest.  

 

Excursions, Incursions and Camps 

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

closely supervised classroom. 

Be aware that an incursion with an external provider does not absolve supervision duties of the teacher, 

including first aid duties. A teacher must be present at all times and remain the person designated with duty of 

care responsibilities. 

Be aware that camps and excursions outside the school require the teacher to fully comply with DET 

guidelines and bring with it an increased duty of care. It is a teacher’s responsibility to be aware of these 

guidelines and remain the person designated with duty of care. 

Be aware that excursion and camp activities require the teacher to ensure that the venue and transport adhere 

to DET guidelines.  

Be aware that school policy is for students to be counted on and off transport and at other times on a regular 

basis whilst on excursion or camp activities. 

The teacher in charge will have copies of all confidential medical forms and permission notes with contact 

details. A copy of this material will also be kept at school. 

Arrangements will be made for students not attending to continue their normal program at school under 

supervision of another classroom teacher. 
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All teachers will carry a mobile phone. 

The teacher in charge or designated teacher of an excursion or camp will carry a first aid kit. 

If the return time from an excursion or camp is delayed, the teacher in charge will contact the school to inform 

the Principal/Assistant Principal of the new arrival time so that parents can be contacted and a senior staff 

member will remain at school until they arrive. 

If crossing roads, students are to use designated crossing points. Staff are to walk to the middle of the crossing 

to ensure visibility and orderly crossing.  Other staff are to control the flow of students across the road. 

All staff must follow the DET guidelines when organising an excursion, incursion or camp. All procedural 

steps contained in the School camping, excursions and incursions Policy and Procedure outlines must also be 

followed. 

 

Informing Staff of the legislative liability of Duty of Care 

All staff will be informed of their legal requirement via:- 

 A copy of this document will be made available to each member of staff on the intranet. 

 New staff will be informed of their Duty of Care as part of the school’s Induction Program 

 Staff will complete a risk assessment including duty of care when completing planning for camps, 

excursions and incursions. 

 Staff will be directed to the student wellbeing policy annually. 

References 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.education.vic.gov.au/school/principals/spag/safety/pages/dutyofcare.aspx
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GLENDAL PRIMARY SCHOOL 

MANDATORY REPORTING POLICY AND PROCEDURES 

 

Rationale 

A broad range of professional groups are identified in the Children Youth and Families Act 2005 (CYFA) as 

mandatory reporters. Mandated staff members must make a report to Child Protection as soon as practicable 

after forming a belief on reasonable grounds that a child or young person is in need of protection from 

significant harm as a result of physical injury or sexual abuse, and the child’s parents are unable or unwilling 

to protect the child. 

 

The following professionals are prescribed as mandatory reporters under section 182 of the CYFA: 

• primary and secondary school teachers and principals (including students in training to become 

teachers). 

• registered  medical practitioners (including psychiatrists). 

• nurses (including school nurses). 

• police. 

 

There may be times when two or more mandated staff members, for example a teacher and a principal, have 

formed a belief about the same child or young person on the same occasion. In this situation it is sufficient for 

only one of the mandated staff members to make a report. The other staff member is obliged to ensure that the 

report has been made and that all of the grounds for their own belief were included in the report made by the 

other staff member. 

 

Non-mandated staff members 

Section 183 of the CYFA states that any person, who believes on reasonable grounds that a child is in need of 

protection, may report their concerns to Child Protection. This means that any person, including non-

mandated school staff, is able to make a report to Child Protection when they believe that a child or young 

person is at risk of harm and in need of protection, and the child’s parents are unable or unwilling to protect 

the child. 

 

Guidelines 

Forming a belief on reasonable grounds 

A person may form a belief on reasonable grounds that a child is in need of protection after becoming aware 

that a child or young person’s health, safety or wellbeing is at risk and the child’s parents are unwilling or 

unable to protect the child. 

 

There may be reasonable grounds for forming such a belief if: 

• a child or young person states that they have been physically or sexually abused. 

• a child or young person states that they know someone who has been physically or sexually abused 

(sometimes the child may be talking about themselves). 

• someone who knows the child or young person states that the child or young person has been 

physically or sexually abused. 

• a child shows signs of being physically or sexually abused. 

• the staff member is aware of persistent family violence or parental substance misuse, psychiatric 

illness or intellectual disability that is impacting on the child or young person’s safety, stability or 

development. 

• the staff member observes signs or indicators of abuse, including non-accidental or  unexplained 

injury, persistent neglect, poor care or lack of appropriate supervision. 

• a child’s actions or behaviour may place them at risk of significant harm and the child’s parents are 

unwilling or unable to protect the child. 

 

Reporting a belief 
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Staff members, whether or not mandated, need to report their belief when the belief is formed in the course of 

undertaking their professional duties. A report must be made as soon as practicable after forming the belief 

and on each occasion on which they become aware of any further reasonable grounds for the belief. 

 

If one staff member has a different view from another staff member about making a report and the staff 

member continues to hold the belief that a child is in need of protection, that person is obliged to make a 

report to Child Protection.  

 

Protecting the identity of the reporter 

Confidentiality is provided for reporters under the CYFA. The CYFA prevents disclosure of the name or any 

information likely to lead to the identification of a teacher who has made a report in accordance with 

legislation, except in specific circumstances. 

 

The identity of a reporter must remain confidential unless: 

• the reporter chooses to inform the child, young person or family of the report 

• the reporter consents in writing to their identity being disclosed 

• a court or tribunal decides that it is necessary for the identity of the reporter to be disclosed to ensure 

the safety and wellbeing of the child 

• a court or tribunal decides that, in the interests of justice, the reporter is required to attend court to 

provide evidence. 

 

Information provided during a protective investigation may be used in a court report if the risks to the child or 

young person require the case to proceed to court. In these circumstances, the source of the information may 

be required to provide evidence to the court. 

 

If Child Protection decides that the report is about a significant concern for the wellbeing of a child, they may 

refer the report to a community-based child and family service and disclose the identity of the reporter to that 

service. However, the CYFA provides that neither Child Protection nor the community-based child and family 

service may disclose the reporter’s identity to any other person without the reporter’s consent. 

 

Professional protection for reporters 

If a report is made in good faith: 

• it does not constitute unprofessional conduct or a breach of professional ethics on the part of the 

reporter 

• the reporter cannot be held legally liable in respect of the report. 

 

This means that a person who makes a report in accordance with the legislation will not be held liable for the 

eventual outcome of any investigation of the report. 

 

Failure to report 

A failure by mandated professionals and staff members to report a reasonable belief that a child is in need of 

protection from significant harm as a result of physical or sexual abuse may result in the person being 

prosecuted and a court imposing a fine under the CYFA. 

 

Implementation 

Making a report to Child Protection 

The CYFA allows for two types of reports to be made in relation to significant concerns for the safety or 

wellbeing of a child – a report to Child Protection or a referral to Child FIRST. 

 

A report to Child Protection should be considered if, after taking into account all of the available information, 

the staff member forms a view that the child or young person is in need of protection because: 

• the harm or risk of harm has a serious impact on the child’s immediate safety, stability or 

Development. 

• the harm or risk of harm is persistent and entrenched and is likely to have a serious impact on the 

child’s safety, stability or development. 
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• the child’s parents cannot or will not protect the child or young person from harm. 

 

Where during the course of carrying out their normal duties, a school staff member forms the belief on 

reasonable grounds that a child is in need of protection, the staff member must make a report to Child 

Protection regarding this belief and the reasonable grounds for it as soon as practicable.  

 

Staff members may form a professional judgement or belief, in the course of undertaking their professional 

duties based on: 

• warning signs or indicators of harm that have been observed or inferred from information about the 

child. 

• legal requirements, such as mandatory reporting. 

• knowledge of child and adolescent development. 

• consultation with colleagues and other professionals. 

• professional obligations and duty-of-care responsibilities. 

• established protocols. 

• internal policies and procedures in an individual licensed children’s service or school. 

 

Upon receipt of a report, Child Protection may seek further information, usually from professionals who may 

also be involved with the child or family, to determine whether further action is required. 

 

In most circumstances, Child Protection will inform the reporter of the outcome of the report. When the report 

is classified by Child Protection as a Wellbeing Report, Child Protection will, in turn, make a referral to Child 

FIRST. 

 

Any person who is registered as a teacher under the Education and Training Reform Act 2006, or any person 

who has been granted permission to teach under that Act, including principals, is mandated to make a report to 

Child Protection. In the course of undertaking their professional duties, mandated staff members are required 

to report their belief, when the belief is formed on reasonable grounds,  that a child is in need of protection 

from significant harm as a result of sexual abuse or physical injury. 

 

School policy and procedures stipulate how teaching staff fulfil their duty of care towards children and young 

people in their school. 

 

Teachers are encouraged to discuss any concerns about the safety and wellbeing of students with the principal 

or a member of the school leadership team. If a principal or member of the leadership team does not wish to 

make a mandatory report, this does not discharge the teacher’s obligation to do so if they have formed a 

reasonable belief that abuse may have occurred. If the teacher’s concerns continue, even after consultation 

with the principal or member of the leadership team, that teacher is still legally obliged to make a mandatory 

report of their concerns. 

 

Information about the identity of a person making a report to Child Protection must be kept 

confidential unless the reporter consents to the disclosure of their identity. If the staff member wishes to 

remain anonymous, this information should be conveyed at the time that the reporter makes the mandatory 

report.  

 

The role of school staff 

School staff have a duty of care to protect and preserve the safety, health and wellbeing of children and young 

people in their care and staff must always act in the best interests of those children and young people. If a staff 

member has any concerns regarding the health, safety or wellbeing of a child or young person it is important 

to take immediate action. 

 

Note: The role of investigating an allegation of child abuse rests solely with Child Protection and/or Victoria 

Police. 
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The roles and responsibilities of staff in supporting children and young people who are involved with Child 

Protection may include acting as a support person for students, attending Child Protection case plan meetings, 

observing and monitoring students’ behaviour, and liaising with professionals. 

 

Confidentiality 

Staff must respect confidentiality when dealing with a case of suspected child abuse and neglect, and may 

discuss case details and the identity of the child or the young person and their family only with those involved 

in managing the situation. 

 

When a child or young person has moved to another school, professional judgement should be exercised as to 

what information needs to be passed on. This will be guided by usual procedures for passing on information 

about a child’s general wellbeing or special needs, and the role of the school in any ongoing care plans. 

 

Interviews at Victorian schools 

Child Protection may conduct interviews of children and young people at school without parental knowledge 

or consent. However, a child will be interviewed at a Victorian school only in exceptional circumstances and 

if it is in the child’s best interests to proceed in this manner. Child Protection will notify the school of any 

intention to interview a child or young person. This may occur regardless of whether the school is the source 

of the report to Child Protection. 

 

When Child Protection practitioners arrive at the school, the principal or their nominee should ask to see their 

identification before allowing Child Protection to have access to the child or young person. 

 

Support persons 

Children and young people should be advised of their right to have a supportive adult present during 

interviews. If a child is too young to understand the significance of the interview, a staff member should make 

arrangements for a supportive adult to attend with the child. 

 

A staff member may be identified as a support person for the child or young person during the interview. Prior 

to the commencement of the interview, the Child Protection practitioner should always authorise the staff 

member to receive information regarding Child Protection’s investigation.  

 

This may occur verbally or in writing using the relevant Child Protection proforma. 

 

Independent persons must refrain from providing their opinions or accounts of events during interviews. A 

principal or their delegate may act as an independent person when the child or young person is to be 

interviewed, unless they believe that doing so will create a conflict of interest. 

 

Advising parents, carers or guardians 

Staff do not require the permission of parents, carers or guardians to make a report to Child Protection, nor are 

they required to tell parents, carers or guardians that they have done so. 

 

It is the responsibility of Child Protection to advise the parents, carers or guardians of the interview at the 

earliest possible opportunity. This should occur either before, or by the time the child arrives home 

 

Ensuring that a Child Protection interview takes place 

The school does not have the power to prevent parents, carers or guardians from removing their children from 

the school and should not attempt to prevent the parents, carers or guardians from collecting the child. If a 

parent/carer or guardian removes a child before a planned interview has taken place, the principal and/or their 

nominee should contact Child Protection or Victoria Police immediately. 

 

Staff Training  

Staff will be informed of Mandatory Reporting requirements as part of their initial induction to the school and 

be provided with supporting documentation in their staff handbook. 

Staff will also participate in the completion of regular online Mandatory training modules.  
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Updates will take place annually as part of the Performance and Development/Staff meeting rotation. 

 

References: 

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

 

http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/protecting-

children-together 

 

http://www.dhs.vic.gov.au/for-service-providers/children%2c-youth-and-families/child-protection/specialist-

practice-resources-for-child-protection-workers/child-development-and-trauma-specialist-practice-resource 

 

http://www.dhs.vic.gov.au/__data/assets/pdf_file/0007/586465/information-guide-registered-teachers-

principals.pdf 

 

http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/about-child-

abuse 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.education.vic.gov.au/school/principals/health/Pages/childprotection.aspx
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/protecting-children-together
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/protecting-children-together
http://www.dhs.vic.gov.au/for-service-providers/children%2c-youth-and-families/child-protection/specialist-practice-resources-for-child-protection-workers/child-development-and-trauma-specialist-practice-resource
http://www.dhs.vic.gov.au/for-service-providers/children%2c-youth-and-families/child-protection/specialist-practice-resources-for-child-protection-workers/child-development-and-trauma-specialist-practice-resource
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0007/586465/information-guide-registered-teachers-principals.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0007/586465/information-guide-registered-teachers-principals.pdf
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/about-child-abuse
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/about-child-abuse
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GLENDAL PRIMARY SCHOOL 

CHILD SAFE POLICY 
Rationale 

Our statement of commitment to child safety 

Glendal Primary School is committed to child safety.  We support and respect all children and are committed 

to their safety, happiness, participation and empowerment.   

We have zero tolerance of child abuse, and all allegations and safety concerns will be treated very seriously 

and consistently with our robust policies and procedures. 

We have legal and moral obligations to contact authorities when we are worried about a child’s safety, which 

we follow rigorously.  

Glendal Primary School is committed to preventing child abuse and identifying risks early, and removing and 

reducing these risks.  

We have robust human resources and recruitment practices for all staff and volunteers. 

We are committed to regularly training and educating our staff and volunteers on child abuse risks.  

We are committed to the cultural safety of all children including Aboriginal and Torres Strait Island children, 

the cultural safety of children from a culturally and/or linguistically diverse backgrounds, and to providing a 

safe environment for children with a disability. 

We have specific policies, procedures and training in place that support our leadership team, staff and 

volunteers to achieve these commitments.  

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

Guidelines 

Our children 

This policy is intended to empower children who are vital and active participants in our organisation. We 

involve them when making decisions, especially about matters that directly affect them. We listen to their 

views and respect what they have to say. 

We promote diversity and tolerance in our organisation, and people from all walks of life and cultural 

backgrounds are welcome.  

We promote the cultural safety, participation and empowerment of Aboriginal and Torres Strait Island 

children, children from a culturally and/or linguistically diverse backgrounds, and children with a disability. 

Our staff and volunteers 

This policy guides our staff and volunteers on how to behave with children in our organisation.  

All of our staff and volunteers must agree to abide by our code of conduct which specifies the standards of 

conduct required when working with children.  All staff and volunteers, as well as children and their families, 

are given the opportunity to contribute to the development of the code of conduct.  

Training and supervision 

Training and education is important to ensure that everyone in our organisation understands that child safety is 

everyone’s responsibility.  

Our organisational culture aims for all staff and volunteers (in addition to parents/carers and children) to feel 

confident and comfortable in discussing any allegations of child abuse or child safety concerns. We train our 

staff and volunteers to identify, assess, and minimise risks of child abuse and to detect potential signs of child 

abuse.  
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We also support our staff and volunteers through ongoing supervision to develop their skills to: 

 protect children from abuse   

 promote the cultural safety of Aboriginal and Torres Strait Island children 

 promote the cultural safety of children from linguistically and/or diverse backgrounds 

 promote the safety of children with a disability.  

New employees and volunteers will be supervised regularly to ensure they understand our organisation’s 

commitment to child safety and that everyone has a role to play in protecting children from abuse, as well as 

checking that their behaviour towards children is safe and appropriate (please refer to this organisation’s code 

of conduct to understand appropriate behaviour further). Any inappropriate behaviour will be reported through 

appropriate channels, including the Department of Health and Human Services and Victoria Police, depending 

on the severity and urgency of the matter. 

Recruitment 

We take all reasonable steps to employ skilled people to work with children. We follow the Department of 

Education and Training guidelines in the development of selection criteria and advertisements which clearly 

demonstrate our commitment to child safety and an awareness of our social and legislative responsibilities. 

We understand that when recruiting staff and volunteers we have ethical as well as legislative obligations. 

We consider applications from Aboriginal and Torres Strait Island peoples, people from culturally and/or 

linguistically diverse backgrounds and people with a disability.  

All people engaged in child-related work, including volunteers, are required to hold a Working with Children 

Check or Victorian Institute of Teaching (VIT) registration and to provide evidence of this documentation.  

We carry out reference checks and the VIT carries out police record checks to ensure that we are recruiting the 

right people. We do retain our own records (but not the actual criminal record) if an applicant’s criminal 

history affected our decision making process.  

If during the recruitment process a person’s records indicate a criminal history then the person will be given 

the opportunity to provide further information and context. 

Fair procedures for personnel 

The safety and wellbeing of children is our primary concern. We are also fair and just to personnel. The 

decisions we make when recruiting, assessing incidents, and undertaking disciplinary action will always be 

thorough, transparent, and based on evidence.  

We record all allegations of abuse and safety concerns, including investigation updates. All records are 

securely stored.  

If an allegation of abuse or a safety concern is raised with the school, we provide updates to children and 

families on progress and any actions we as an organisation take.  

Privacy 

The school adheres to the relevant Privacy Legislation and we have safeguards and practices in place to ensure 

any personal information is protected.  

Legislative responsibilities 

Our organisation takes our legal responsibilities seriously, including: 

• Responsibility to disclose: Reporting child sexual abuse is a community-wide responsibility. All adults in 

Victoria who have a reasonable belief that an adult has committed a sexual offence against a child under 16 

have an obligation to report that information to the police.  

• Responsibility to protect: People of authority in our organisation will commit an offence if they know of 

a substantial risk of child sexual abuse and have the power or responsibility to reduce or remove the risk, 

but negligently fail to do so. 
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• Any personnel who are mandatory reporters must comply with their duties. 

 Recent changes to Victorian legislation create additional legal obligations in relation to reporting 

suspected sexual child abuse. Failing to meet these obligations can constitute a criminal offence, 

including a:  

 failure to disclose a sexual offence 

 failure to protect a child (where it is known that a person associated with their organisation poses a 

substantial risk of sexually abusing children). 

Risk management 

In Victoria, organisations are required to protect children when a risk is identified (see information about 

responsibility to protect above). In addition to general occupational health and safety risks, we proactively 

manage risks of abuse to our children. 

We have risk management strategies in place to identify, assess, and take steps to minimise child abuse risks, 

which include risks posed by physical environments (for example, any doors that can lock), and online 

environments (for example, no staff is to have contact with a child in organisations on social media).  

Allegations, concerns and complaints 

Our organisation takes all allegations seriously and has practices in place to investigate thoroughly and 

quickly. Our staff and volunteers are trained to deal appropriately with allegations.  

We work to ensure all children, families, staff and volunteers know what to do and who to tell if they observe 

abuse or are a victim, and if they notice inappropriate behaviour.  

We all have a responsibility to report an allegation of abuse if we have a reasonable belief that an incident 

took place (see information about failure to disclose above). 

If an adult has a reasonable belief that an incident has occurred then they must report the incident. Factors 

contributing to reasonable belief may be: 

• a child states they or someone they know has been abused (noting that sometimes the child may in fact be 

referring to themselves) 

• behaviour consistent with that of an abuse victim is observed 

• someone else has raised a suspicion of abuse but is unwilling to report it 

• observing suspicious behaviour.  

 

Evaluation 

This policy will be reviewed in line with our policy review cycle.  
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SOCIAL NETWORKS POLICY 

   
Rationale 

 

Glendal Primary School and its employees participate in social media online applications such as social 

networking sites, i.e. Facebook, wikis, blogs, micro blogs, video audio sharing sites and message boards, that 

allow people to easily publish, share and discuss content. Social media also includes all other emerging 

electronic/digital communication applications.  

Social media provides an opportunity to: 

 engage and interact with our various audiences such as parents, students, staff and the wider community. 

 improve and increase staff expertise and confidence. 

The following five standards apply to employees’ work use and personal use of social media at any time, 

when it has a clear and close connection with the Department. The Department will enforce these five 

standards as and when appropriate: 

 Relevant department policies including the Code of Conduct are to be followed. 

 Unlawful (such as breaching copyright) acts when using social media are not permitted. 

 Personal online activities are not to interfere with job performance. 

 Personal Staff views are not necessarily the views of the Department. 

 Staff are not to disclose confidential information obtained through work. 

Guidelines 

1. Audience and applicability 

The terms and conditions contained in this policy document apply to all Glendal Primary School employees and all 

casual, temporary and contract staff. 

This policy should be read and interpreted in conjunction with: 

 Using Social Media: Guide for DET Employees in Schools; 

 Public Administrations Act 2004 (Vic) and the VPS Code of Conduct made under that Act, which applies to the 

public sector; 

 Part 2.4 of the Education Training and Reform Act 2006 and any relevant Ministerial Order made under that Act 

which applies to the teaching service; 

 Information Privacy Act 2000; 

 Relevant policy including the Acceptable Use Policy for the Department’s ICT Resources and Professional 

Codes of Conduct such as the Victorian Teaching Profession Code of Conduct. 

2. Responsibilities and delegations 

The Principal is required to ensure this policy is understood by Staff working within the school. 

3. Monitoring, evaluation and reporting requirements 

The Principal is responsible for monitoring and evaluating the effectiveness of the policy. 

4. Social Media Guidelines 

Conversations in social media are a dialogue; an opportunity to listen, share, collaborate and respond to 

our colleagues and communities. Staff at Glendal Primary School recognise the importance and potential 

positives of participating in these conversations and are aware of the fact that such comments may be 

public and potentially permanent.  

 

The following guidelines are designed to support staff as they engage in any conversations. 

 Staff are to ensure that they follow relevant Department policies including the Code of Conduct and ensure that 

they follow the terms and conditions for any third-party sites. 
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 Staff are to be aware that their role with the Department creates an association between what is said online and 

the Department itself. Staff are to ensure that content published is consistent with their work and DET 

professional standards. 

 Staff are to ensure that their personal online activities do not interfere with their job performance. Used well, 

social media provides excellent opportunities for professional networking, ideas exchange and community 

feedback. 

 Staff should adhere to the Department’s social media policy and guidelines. 

 Personal accounts may not be listed or cross promoted on Department platforms unless approved by the 

Principal. 

 Social network sites provide powerful opportunities for individuals to connect with friends and strangers 

throughout the world, but at the same time, can expose the unwary to hazards and dangers that users must 

proactively avoid. 

 Social networking is a world-wide phenomenon with which the vast majority of students and their families will 

engage.  Consequently, all members of the school community must be skilled and informed about the 

advantages, disadvantages, opportunities and potential dangers associated with social networks. 

 Social networking and cyber safety will form an essential element of our school’s curriculum, including studies 

of Facebook and Twitter and similar mainstream networking sites. 

 Students will learn how to engage with mainstream social networking sites, how to create personal identities, 

how to communicate with selected others, how to protect their privacy and maintain security, and how to use 

proper and appropriate internet protocols when communicating. 

 Students will be made aware of cyber-bullying, its impact on others, how to avoid and respond to cyber-

bullying, and the legal implications and consequences of cyber-bullying. 

 Our school will provide social networking information sessions for parents and families. 

 Students found to be using the school’s technologies or internet services inappropriately for any purpose 

(including unauthorised or unreasonable use of social networking sites) can expect to be dealt with in a manner 

consistent with our Student Code of Conduct including prohibited internet access. 

 Staff members will not engage in social networks with students other than as part of the educational program.  

They will not ‘friend’ students on personal social networks and will adhere to the staff code of conduct 

regarding social networking. 

 

5. Webpage 

Glendal Primary School aims to improve its coverage of events and curriculum programs, including excursions and 

day to day workings at the school, for the wider community. In doing so the school undertakes the management and 

integration of the school’s webpage into the communication system of the school. In order to maintain consistency 

and coherence of communication available for the wider school community Glendal Primary School undertakes the 

following: 

 No post will contain students’ full names (first name only) or any other personal information. 

 Only students that have signed consent from their parents/guardians will be allowed to have their 

photograph and/or name displayed on the Webpage. 

Glendal Primary School is committed to ensuring this policy is publicised and implemented and will 

monitor and review its effectiveness. 

References 

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

Evaluation 

This policy will be reviewed as part of the school’s policy review schedule. 
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