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Anaphylaxis Policy
Rationale:
Anaphylaxis is an acute allergic reaction to certain food items and insect stings. The
condition develops in approximately 1-2% of the population. The most common allergens
are nuts, eggs, cow’s milk and bee or other insect stings, and some medications. It can be
life threatening and research indicates it is becoming more prevalent.
Aim:
To provide a safe and healthy school environment that takes into consideration the needs
of all students, including those who may suffer from anaphylaxis.
Implementation:
Anaphylaxis is a severe and potentially life-threatening reaction to various foods or insect
stings.
Signs and symptoms of anaphylaxis include hives/rash, tingling in or around the mouth,
abdominal pain, vomiting or diarrhoea, facial swelling, cough or wheeze, difficulty
breathing or swallowing, loss of consciousness or collapse, or cessation of breathing.
Anaphylaxis is best prevented by knowing and avoiding the allergens.
Our school will manage anaphylaxis consistent with Ministerial Order 706 by:
 providing e-training as required for all staff on anaphylaxis management, and
 briefings twice yearly on anaphylaxis including the administering of an adrenaline
 auto-injector such as an EpiPen or an Anapen. (Anapen is being discontinued)
 informing the community about anaphylaxis via a communication plan.
 informing students about allergies, including anaphylaxis causes and first aid, as
part of the prep-6 curriculum.
 not allowing food sharing, and restricting food to that approved by parents.
 keeping the lawns well mown, ensuring children always wear shoes, and not
 allowing drink cans to be consumed by students in the school grounds during the
school day.
 identifying susceptible students and knowing their allergens.
 requiring parents to provide an ASCIA emergency management plan developed
 by a health professional and an auto-injector if necessary, both of which will be
maintained in the first aid room for reference as required.
First aid staff will contact parents if the Use-By date of the injector is close to expiration.
All ASCIA Anaphylaxis Action Response Posters will be displayed in the first aid room as
appropriate. We will maintain open communication with parents.
The school will not ban certain types of foods (e.g.nuts) as it is not practicable to do so, in
addition, this is not a strategy recommended by the Department of Education or the Royal
Children’s Hospital. However, the school will request that parents do not send those items to
school if at all possible; that the Special lunch program will eliminate or reduce the likelihood
of such allergens, and the school will reinforce the rules about not sharing food,and not
eating foods that parents have not provided or consented to.

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle. To be ratified
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by School Council May Meeting 2017. Next review 2020 or as necessary.
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Anti-bullying Policy
Rationale:
At Glen Iris Primary School every student, staff member, parent and visitor has the right to
feel safe, both physically and psychologically. We are committed to providing a safe and
secure environment for all students where bullying in any form is not tolerated. At Glen Iris
Primary School, we recognise the negative effect that bullying and aggression have on the
learning environment, student attendance and self-esteem. The Principal and staff at this
school will therefore act swiftly and decisively when bullying occurs. At this school, diversity
is valued and every-one treated with respect, fairness and dignity.
Definition:
Bullying is defined as when someone, or a group of people, deliberately upset or hurt
another person, their property, reputation or social acceptance on an ongoing basis. Bullying
can be either direct or indirect and includes teasing, name calling, blaming, sneering,
gossiping, cyberbullying, excluding, threats, pushing, hitting, punching, kicking, put-downs,
joking put-downs, bossing and intimidation.
Implementation:











Bullying behaviour will be addressed as part of our ‘Duty of Care’ to promote a safe
and supportive school environment, in which bullying is not tolerated.
Glen Iris Primary School has an established set of procedures for dealing with
bullying (Anti-Bullying Strategy: Engagement and Wellbeing Policy). Staff work with
partnership with parents in the process.
The Principal will ensure that all students and their families are aware of the school
policy on admission.
All staff will have access to appropriate professional learning opportunities to develop
and refresh skills in creating and maintaining a safe, caring, respectful and
supportive school culture.
To effectively prevent bullying our school takes a ‘whole school approach’ that
focuses on the safety and wellbeing of all students at all times.
The school will provide a supportive environment aiming to increase student’s selfesteem, confidence and ability to deal appropriately with others. The curriculum will
incorporate programs and strategies that aim to promote positive student behaviour,
prevent anti-social behaviour and promote the school values.
Staff will empower and encourage all students to reject or challenge inappropriate
behaviours in a positive manner.
Additional programs and co-curricular activities will be provided to promote positive
peer relationships. These include Respectful Relationships, The Resilience Project;
Restorative Practices; Circle Time.
The Glen Iris Primary School Student Code of Conduct identifies the goals and
standards for student behaviour. The Student Code of Conduct is an integral
component of all sectors of school life. The Student Wellbeing and Engagement
document is a separate document.

Evaluation: This policy will be reviewed as part of the GIPS 3 year policy review cycle.
Ratified by School Council November 2017 Review 2020
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The Arts Policy: Visual and Performing
Rationale:
The Arts Learning Area includes Art: Media Arts and Visual Arts and Performing Arts: Music
Dance, Drama. These offer students a platform from which to be creative, to express
themselves, find success and share these experiences, their talents and abilities.
Aims:
The Visual Arts curriculum aims to develop students’:





conceptual and perceptual ideas and expressions through design and inquiry
processes
visual arts techniques, materials, processes and technologies
respect for and acknowledgement of the diverse roles, innovations, traditions,
histories and cultures of artists, craftspeople, designers, curators, critics and
commentators
confidence, curiosity, imagination and enjoyment and a personal aesthetic through
engagement with visual arts making, viewing, discussing, analysing, interpreting and
evaluating.

The Dance curriculum aims to develop students’:




body awareness and technical and expressive skills to communicate through
movement confidently, creatively and intelligently
choreographic and performance skills and appreciation of their own and others’
dances
respect for and knowledge of the diverse purposes, traditions, histories and cultures
of dance by making and responding as active participants and informed audiences.

The Music curriculum aims to develop students’:




confidence to be creative, innovative, thoughtful, skilful and informed musicians
skills to listen, improvise, compose, interpret, perform, and respond with intent and
purpose
aesthetic knowledge and respect for music and music practices across global
communities, cultures and musical traditions

The Drama curriculum aims to develop students’:



confidence and self-esteem to explore, depict and celebrate human experience, take
risks and challenge their own creativity through drama
sense of curiosity, aesthetic knowledge, enjoyment and achievement through
exploring and playing roles, and imagining situations, actions and ideas as drama
makers and audiences

Implementation:



All students will have the opportunity to participate in a range of Performing Arts
experiences that may vary each year. These may include Music, Dance and Drama.
All students will have the opportunity to participate in a Visual Arts program.
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Private instrumental music tuition including piano, guitar, rock band and singing may
be offered to students whose parents wish to pay for the service.
Learning and enrichment opportunities will be provided to cater for the individual
needs of each student where possible.
Students will participate in a whole school concert in a two year cycle.

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.

Ratified by School Council 2018. Next review 2021.
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Assessment and Reporting Policy
Rationale:
Glen Iris Primary School undertakes a range of student assessment and reporting activities
to inform and support student learning. The DET requirements regarding assessment and
reporting on student learning will be implemented.
Definitions:
Assessment is the ongoing process of gathering, analysing and interpreting, using and
reflecting on data to make informed and consistent judgements about learners’ progress and
achievement to improve learning.
Reporting communicates comprehensive information about student learning and
achievement in different forms to a range of audiences for a variety of purposes.
Comprehensive reporting covers three major areas:
 Student reporting: schools report to parents/carers using student reports,
strengthening family partnerships by engaging teachers and families in regular and
meaningful communication about students’ learning needs.
 School reporting: schools report to the local community via their annual report,
providing a concise summary of the school’s achievements and progress.
 System reporting: the Department reports systemic improvement to the broader
educational community through statewide and national reports including NAPLAN
reports on individual students, providing statistical and related information about
Victorian educational outcomes.
Implementation:
Assessment for improved student learning and deep understanding requires a range of
assessment practices and will be implemented with three overarching purposes:
 assessment for learning – will occur when teachers use inferences about
student progress to inform their teaching;
 assessment as learning – will occur when students reflect on and monitor their
progress to inform their future learning goals;
 assessment of learning – will occur when teachers use evidence of student
learning to make judgments on student achievement against goals and
standards.
Comprehensive reporting will cover three major areas:
 reporting to parents (student reports)
 three way conference at the end of semester one (parents, students and
teacher)
 reporting to the local community (annual reports)
 reporting systemic improvement (national reports).
At the end of semesters, one and two, student reports will be delivered to parents via
the Compass system. Students will have the opportunity to discuss their learning
progress with their parents at a three-way conference at the end of semester one.
A range of assessment practices will be used.
 There will be consistent consultation in assessment tasks at each Victorian
Curriculum level.
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The comprehensive and sequential assessment schedule will be followed as agreed
on after being reviewed and evaluated at the end of each year.
NAPLAN data will be used by teaching teams to provide individual and cohort
support.
Prep entry assessments will be held during the first month of schooling
Evaluative assessment will provide teachers with information about the effectiveness
of their teaching.
Using this form of self-assessment, teachers may modify their class program in terms
of content and teaching approach, to cater for the needs of their students.
Students will be taught strategies to reflect on, evaluate their work and effort, and set
future learning goals.
When teachers report to parents and students and DET, the information and
evidence will come from assessment task records.
Student records and paper files will be kept providing information on student
progress.

Evaluation:
The assessment schedule sets minimum expectations for the assessment of students
learning at each year level. It will be reviewed and evaluated at the end of each term. This
policy will be reviewed as part of the GIPS 3 year policy review cycle. Ratified by School
Council 2017. Next review 2020.
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Asset Management Policy
Rationale:
At Glen Iris Primary School we acknowledge the need to minimise loss of school assets, to
monitor the viability of assets and to keep the learning environment free of obsolete,
damaged, unserviceable or inoperative equipment.
Aims:
•
•

To provide guidelines for the recording of assets in an appropriate, equitable and
financially beneficial manner.
To provide guidelines for the disposal of assets in an appropriate, equitable and
financially beneficial manner.

Implementation:
•
•
•
•
•
•
•
•
•

•
•
•
•
•

Record new assets with a value of $5,000.00 or more in the Asset Management
System within 30 days of purchase.
Keep a detailed record/register of attractive items with a value less than
$5,000.00. These items may be recorded in the Asset Management System.
Conduct a biannual asset stocktake ensuring stocktake and sighting of all assets.
Report all discrepancies discovered during stocktake or any other time to the
Principal and subsequently to School Council.
Keep detailed record/register of all loaned items.
School Council should be informed of all assets which are to be disposed of and
removed from the Asset Register.
Assets which are to be disposed of are to be removed from the Assets Register
as soon as possible.
Items of ‘saleable’ quality will be generally advertised in the newsletter, then to
the wider community at the discretion of the Principal.
Assets to be sold should be appropriately valued and sales fully documented.
School Council should be informed of individual asset sales exceeding $300.00
per item.
Damaged items will be disposed of unless deemed to be repairable at a
reasonable cost to the school.
Responsibility for the disposal of items lies with the Principal.
In the event of several bids being received on goods considered for disposal, the
highest bid will be accepted.
The receipt of donated equipment or materials must be reported by the Principal
at the next School Council meeting.
The donation received must be minuted at School Council.

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
Ratified by School Council November 2017. Next Review 2020.
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Bicycle Policy
Rationale:
Students travelling to and from school, as well as those at school need to feel and be safe.
Bicycles are a popular means of transport for students, but their safe use requires regulation
and management.
Aim:
To encourage students and families to use safe practices for cycling when riding to and
from school.
Implementation:
In addition to Road Safety Rules, the following applies to use of bicycles for Glen Iris
students:
 Parents/carers are responsible for their children’s safety when riding bicycles.
 Bicycle equipment is the responsibility of parents/carers and must be roadworthy.
 GIPS will provide appropriate storage for bicycles and scooters ridden to school
by students.
 Students must provide their own lock for securing their bicycle in the storage
area.
 Students must wear a properly fitted helmet and are encouraged to wear a safety
vest when riding a bicycle.
 GIPS students and families are encouraged to heed the advice of VicRoads in
relation to children travelling to or from school by bicycle namely that ‘VicRoads
recommends that children under the age of twelve years ride under adult
supervision’. For further information please see VicRoads Bike Rider Safety
 Children under the age of twelve may ride on footpaths as may a supervising
adult. They are required to give way to pedestrians and to wheel their bicycles
over pedestrian and children’s crossings. Children aged twelve years or older are
required by law to ride on the road.
 Students must dismount from their bicycles at the school entrances and when
crossing at the school crossing. Riding is not permitted inside the school grounds
at any time, unless under direct supervision of an appropriately trained teacher.
Students who break school rules will be managed in accordance with the
school’s Student Code of Conduct. Consequences of breaking these rules may
include students not being allowed to bring their bike onto the school grounds for
a period of time determined by the Principal or their delegate.
Management: The School Principal, with support from School Council’s Buildings and
Grounds Sub Committee, will manage the implementation of this policy.
Resources:
https://www.vicroads.vic.gov.au/safety-and-road-rules/cyclist-safety

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle. Ratified by
School Council May meeting 2017. Next review 2020.
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Appendix A: New rules affecting students riding scooters to school
Legislation that covers wheeled recreational vehicles has changed so that all students
who ride scooters, skateboards and rollerblades are required by law to wear an
approved bicycle helmet.
Effective immediately, all students and adults who ride scooters or bikes to and from
school must wear an approved bicycle helmet.


Please refrain from riding scooters until your child is equipped with an approved
helmet.
For the safety of all students and adults, scooters must not be ridden in the school
grounds
Please discuss road safety rules with your child including the need to ride a scooter at
safe speeds on footpaths and take care when crossing driveways.




Helmet Guidelines
When riding a scooter you are required by law to wear an approved bicycle helmet
securely fitted and fastened on your head. By doing so the risk of brain or head injury
is reduced by up to 60 per cent in the event of a crash. A helmet which is not correctly
fitted and fastened does not provide enough protection. The helmet must have a
sticker certifying that the helmet meets the Australian and New Zealand standard
(AS/NZ2063) and has passed stringent safety tests.







The hard shell type is better for children as the helmet can take more rough treatment
than the other types.
Fitting a helmet:
The helmet should fit comfortably and securely on the head when the straps are
fastened.
The straps should not be twisted and should not cover the ears. When done up
correctly, the straps should provide a snug fit over the ears and under the chin.
Make sure the helmet isn’t too heavy for young children (they might have to wear it
for a few hours).
Choose a bright coloured helmet so other road users can see you.
Replace your child’s helmet if:
a. It has been dropped onto a hard surface or involved in an accident.

b. You see any cracks in the foam.
c. The straps look worn or frayed.
For more information:
http://www.vicroads.vic.gov.au/Home/SafetyAndRules/RoadRules/Bicycles.htm
March 2014 School Council determined that the following guideline will be added to
our policy: For further information please see VicRoads Bike Rider Safety
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Camping Policy
Rationale:
At Glen Iris Primary School, we provide camping experiences for all children to develop
social, physical and academic skills outside the normal school environment. Camping
experiences also provide opportunity to reinforce the school values.
 Camping experiences form an integral and integrated part of the whole school
program.
 Camp experiences support students’ development of knowledge, attitudes and skills
especially in the learning areas of Interpersonal Development, Personal Learning
and Health and Physical Education.
Aims:





The camping program provides the opportunity for children to develop appreciation
and respect for the natural environment.
Students are given the opportunity to further develop the social skills of
independence, responsibility, tolerance, cooperation and resilience.
Through the camping program, students have the opportunity to have first hand
experience in a wide range of activities in safe and enjoyable surroundings.
All children are given the opportunity to participate in the camping experiences.
Arrangements will be made to accommodate individual circumstances wherever
possible.

Implementation:













The camping program will be a sequential program ranging from Prep to Year 6. See
Appendix A.
The overnight activity aspect of the camping program is dependent upon the
availability of teachers and parental support.
In the event that insufficient staff and parents are available for overnight camping
activities, supplementary activities and programs will be planned to ensure the goals
of the program are achieved.
Overnight camps will not take place in Term 1.
Camping experiences will conform to the Department of Education and Training
organisational and safety guidelines.
Parents will be utilised to assist in the effective running of camping activities.
Staff /student ratios will reflect the needs of the children and type of camping
experience.
Staff will be familiar with camp location and facilities.
The primary references that must be consulted when considering all camping
activities (including adventure activities) is the Safety Guidelines for Education
Outdoor website:
http://www.education.vic.gov.au/school/principals/health/Pages/outdoor.aspx as well
as the Victorian government ‘School Policy and Advisory Guide’.
An Information Night for parents may take place prior to each offsite camp.
Parents attending the camp programs must have a current Working with Children
Check
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Buses with seatbelts must be used.

Every effort will be made to run the camping program at the lowest possible cost after taking
into account the expenses incurred in conducting the program. There will be flexibility in the
payment structure to accommodate individual needs.
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.

Appendix B: Glen Iris Primary School Camping Program
Grade
Prep
Grade 1
Grade 2
Grade 3
Grade 4
Grade 5/6

Program
Breakfast at school
Dinner and activity night at school
Dinner and activity night at school. Sleepover on school
site
Bush or Beach camp – 3 days / 2 nights
Bush or Beach camp – 3 days / 2 nights
Bush or Beach camp – 5 days / 4 nights - alternating venues
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Cash Handling Policy
Rationale:
At Glen Iris Primary School we acknowledge that cash transactions are one of the most
vulnerable areas of the financial management of the school. To safeguard these
transactions, protect the staff involved in receipting and collection, and minimise the risks
associated with cash handling, the school will implement the measures outlined below, in
accordance with DET guidelines and best practices.
Aims:
•

•
•
•

To define and outline the processes and procedures with respect to the handling,
receiving, transporting and depositing of cash. The term “cash” includes currency
and cheques. School funds are monies received from fee payments, donations,
any and all events, groups and individuals, fundraising activities, and all other
sources of revenue or expense reimbursements, whether restricted or
unrestricted as to purpose or use.
To provide a well-managed system for the handling of cash within the school.
To minimise risk when handling cash.
To ensure all cash payments made are receipted in a timely manner and in
accordance with DET guidelines.

Implementation:
•
•
•

•
•
•
•
•
•
•
•
•

•

Before undertaking any new cash handling operation, approval for the activity
must be obtained from School Council.
All forms of cash (currency and cheques) will be physically protected through the
use of locked, fireproof safe.
All monies collected in the classrooms will be forwarded to the Office in the
plastic pockets provided to each teacher daily by 9:30am or by prior arrangement
made with the office.
No cash is to be kept in classrooms.
An official receipt will be issued in a timely manner for all monies through the
classroom, and the original given to the payer.
An official receipt will be issued for all monies received over the counter at the
office, and the original given to the payer.
Receipts cannot be altered.
All cash is to be kept in the safe during the day. At the end of each day, any cash
not banked must be secured in the safe. Access to the safe is to be restricted.
Prior to banking, all cash and cheques will be reconciled with receipts.
EFTPOS settlement will be undertaken at the end of each day.
Banking is to be undertaken at least three times per week – more often if needed.
Money will not be left at the school during school holiday periods.
Bank deposit slips are to be prepared through CASES21 in duplicate. One copy
is kept by the bank; the other copy is to be stamped by the bank, then filed at
school for auditing purposes.
The Administration Officer will prepare the banking and the Business Manager
will conduct the banking (segregation of duties). Any discrepancies must be
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•
•

reported to the Business Manager immediately. Any discrepancies that cannot
be accounted for must be reported to the Principal.
Banking routines will differ to reduce risk.
The school will not cash personal cheques.

Fundraising Activities & Parents Association
•
Fundraising monies will be counted by at least two people and a cash takings
register used for that purpose and kept on file.
•
All monies collected on behalf of the school community must be processed
through the front office of the school and banked in accordance with normal
procedures.
•
It is advisable to place monies in an appropriate container and not to leave
monies unattended. The school should provide a lockable cash box.
•
At the end of collection, monies must be counted, bagged and a summary
completed and signed by both collectors. Monies must then be passed to the
school office and placed in the school safe until processed by the administration
staff of the school. If the school office is known to be unattended after a certain
event, arrangements for cash safe-keeping will need to be approved by the
Principal in advance.
•
Administration staff will bank monies into the appropriate school bank account.
•
Specific procedures for major events involving cash handling (such as fetes) will
require approval by the Principal in advance of the event.
•
If expenses are incurred by parents in the preparation for an event, valid Tax
Invoices/GST receipts will need to be produced to enable reimbursement.
Reimbursement will be made by cheque or direct credit only.
•
No cash is to be kept in classrooms or the canteen overnight.

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the November meeting 2017.
Next review 2020.
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Child Safe Policy
Rationale:
This policy guides our staff and volunteers on how to behave with children within our
organisation. Glen Iris Primary School is committed to child safety.
 We want children to be safe, happy and empowered.
 We support and respect all children, as well as our staff and volunteers.
 We are committed to the safety, participation and empowerment of all children.
 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.
Aims:
This policy is intended to empower children who are vital and active participants in the Glen
Iris Primary School community. 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 occupations and
cultural backgrounds are welcome.
In particular we:
 promote the cultural safety, participation and empowerment of Indigenous and Torres
Strait Islander children;




promote the cultural safety, participation and empowerment of children from culturally
and/or linguistically diverse backgrounds;
ensure that children with a disability are safe and supported to participate in our
school learning community; and
support and respect all children, as well as our staff and volunteers.

Implementation:
Glen Iris Primary School:
 is committed to preventing child abuse. We aim to identify risks early, and reduce or
remove these risks.
 has robust human resources and recruitment practices for all staff and volunteers.
 is committed to regularly training and educating our staff and volunteers on child
abuse risks.
 has specific procedures and training in place that support our leadership team, staff
and volunteers to achieve these commitments
 staff and volunteers must agree to abide by our code of conduct which specifies the
standards of conduct required when working with children.
Regular review:
This policy will be reviewed every three years and following any significant incidents if
should they occur. We will ensure that families and children have the opportunity to
contribute. Where possible we do our best to work with local Aboriginal communities,
culturally and/or linguistically diverse communities and people with a disability. This policy
was ratified by School Council August 17th 2017
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Appendix 1: 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.
We also support our staff and volunteers through ongoing supervision to:


develop their skills to protect children from abuse; and promote the cultural safety of
Aboriginal children, the cultural safety of children from linguistically and/or diverse
backgrounds, and 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 develop
selection criteria and advertisements which clearly demonstrate our commitment to child
safety and an awareness of our social and legislative responsibilities. Our organisation
understands that when recruiting staff and volunteers we have ethical as well as legislative
obligations.
We actively encourage applications from Aboriginal people, 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 and to provide evidence of this Check. Please see the Working
with Children Check website <www.workingwithchildren.vic.gov.au> for further information.
We carry out reference checks and police record checks to ensure that we are recruiting the
right people. Police record checks are used only for the purposes of recruitment and are
discarded after the recruitment process is complete. 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
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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 evidence. We record all
allegations of abuse and safety concerns using our incident reporting form, including
investigation updates. If an allegation of abuse or a safety concern is raised, we provide
updates to children and families on progress and any actions we take as an organisation.
Privacy
All personal information considered or recorded will respect the privacy of the individuals
involved, whether they be staff, volunteers, parents or children, unless there is a risk to
someone’s safety. We have safeguards and practices in place to ensure any personal
information is protected. Everyone is entitled to know how this information is recorded, what
will be done with it, and who will have access to it.
Legislative responsibilities
Our organisation takes our legal responsibilities seriously, including:
• Failure 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.
• Failure 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.
• Any personnel who are mandatory reporters must comply with their duties and ensure
confidential files are securely stored.
A person will not commit this offence if they have a reasonable excuse for not disclosing the
information, including a fear for their safety or where the information has already been
disclosed.
Further information about the failure to disclose offence is available on the Department of
Justice and Regulation website:
<www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/failure+t
o+disclose+offence>
Further information about the failure to protect offence is available on the Department of
Justice and Regulation website
<www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/failure+t
o+protect+offence>.
Mandatory reporters (doctors, nurses, midwives, teachers including early childhood
teachers, principals and police) must report to child protection if they believe on reasonable
grounds that a child is in need of protection from physical injury or sexual abuse.
See the Department of Health and Human Services website for information about how to
make a report to child protection: <www.dhs.vic.gov.au/about-the-department/documents-
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and-resources/reports-publications/guide-to-making-a-report-to-child-protection-or-childfirst>.
Risk management
In Victoria, organisations are required to protect children when a risk is identified (see
information about failure 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 or volunteer 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; or
• observing suspicious behaviour.
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Class Behaviour Policy
Rationale:
When concerns arise about a student’s behaviour, or when a student is displaying
ongoing patterns of challenging behaviour, a targeted response will be required which
may include both support and disciplinary measures.
Defining challenging behaviour:
As schools have the ability to define their own set of behavioural expectations, there is no
common set of behaviours that can be universally regarded as challenging (note this relates
to individual school's behavioural expectations and not the grounds for suspension and
expulsion which are set and common to all government schools).
In most schools and for most teachers, challenging behaviour can generally be understood
as something that either interferes with the safety or learning of the student or other
students, or interferes with the safety of school staff.
Examples of challenging behaviour include:
 Withdrawn behaviours such as shyness, rocking, staring, anxiety, school phobia,
truancy, social isolation or hand flapping
 Disruptive behaviours such as being out-of-seat, calling out in class, tantrums,
swearing, screaming or refusing to follow instructions
 Violent and/or unsafe behaviours such as head banging, kicking, biting, punching,
fighting, running away, smashing equipment or furniture/fixtures
 Inappropriate social behaviours such as inappropriate conversations, stealing, being
over-affectionate, inappropriate touching or masturbation.
Aims:
 Understanding and assessing students with challenging behaviours.
 Referring students to Student Support Services if challenging behaviours persist
 Applying for funding through the Program for Students with Disabilities (PSD) under
the Severe Behaviour Category.
Implementation:
Successful interventions are underpinned by strong staff-student relationships, as they
require an understanding of the underlying factors influencing behaviour and the immediate
triggers for its occurrence. The teacher or appropriate staff member will seek to identify the
reasons and triggers for that student’s behaviour and address these where possible to
reduce the likelihood of future problems. Any decisions made in relation to addressing
challenging behaviours should be clearly documented and discussed with the student’s
parent or guardian. Class behaviour expectations, approaches to promoting positive
behaviour, and
consequences for breaching behavioural expectations are set out in the Glen Iris Student
Wellbeing and Engagement Policy.
Resources
 DET guidelines
 National Safe Schools Framework
 https://bullyingnoway.gov.au
 Calmer Classrooms
Evaluation: This policy will be reviewed as part of the GIPS 3 year policy review cycle.To be
ratified by School Council May meeting 2017. Next review 2020.
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Critical Incident Recovery and Plan Policy
Rationale:
Glen Iris Primary School may become directly or indirectly involved in a tragic or traumatic
event. This policy details the steps needing to be taken when responding to a traumatic or
critical incident in which the school is involved.
The incident may involve loss of life, serious injury or emotional disturbance. The incident
may occur in the school environment or outside. It may involve staff, students or those close
to them. The network of those involved in a traumatic event can be wide, especially if it
directly involves the school. Feelings of grief and loss can continue over long periods of
time.
Counselling should be provided for all those who need it. This may include many who do
not seem to be closely connected to the event or the individuals involved. The school may
be in a position to help grieving families at difficult times, e.g. through the school’s
participation in the funeral service.
While school should operate as normally as possible, some degree of flexibility should exist.
It is essential that people be given clear, accurate information at all times. It is essential that
a Critical Incident Recovery Team be formed to manage the short and long term effects.
Action to be taken as a result of a tragic/traumatic event which involves the school
Incidents vary in complexity. These guidelines provide a framework for action and would not
necessarily be followed in all cases.
However, the following 4 principles must be followed:





provide clear, accurate information
describe the actions to be followed
provide help for all affected
maintain a normal school program as close as possible

Obtain accurate information. Deal only with substantiated facts.
As soon as possible inform staff, especially those most directly involved. Inform close friends
and family individually. Allow questions and discussion as they arise. Dispel rumours.
Appoint a skilled Critical Incident Recovery Team to assist in the management of the
incident. The team may include Principal, Assistant Principal, Leading teachers and/or other
staff members, psychologists, counsellors, external DET personnel, support agencies etc.
The size and composition of the team will be related to the nature of the incident. Distribute
names of the Critical Incident Recovery Team members, and inform others of the role of the
team.
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As soon as possible provide information to the community as to what has happened, and
what is being done.
Appoint a skilled Critical Incident Recovery Team member to respond to media enquires. A
written press release may be useful. If necessary, protect others from contact with the
media. Advice regarding this may be obtained from the DET Emergency Communications
Centre and the DET Media Unit.
Establish an open line of contact with the family or families directly involved.
Provide out of school hours contact if necessary. This could be as simple as circulating the
Principal’s telephone number. In more complex situations it may mean maintaining telephone
contact at the school.
Continue contact with the family to identify their expectations of the school, e.g. student
participation in funeral or memorial service.
Try to identify those most likely to need help, e.g. classmates, teacher, special friends. Some
students not directly affected may become distressed.
Ensure that counselling help is available. Contact the NEVR Regional Office and/or DET if
necessary. All emergency or criminal activity, in which the safety or well-being of staff or
students is at risk, or where there is a threat to property, must be reported immediately to the
Department’s 24 hour Emergency and Security Management Branch on (03) 9589 6266.
Continue to keep staff, students and parents informed, especially about what has happened
and what the school is doing about it.
As soon as possible call students together and provide information about what has happened
and what the school is doing about it. A follow up letter home may be important.
Provide counselling services for all. Ensure that there are suitable places in which this can
take place. Be prepared to modify the timetable and other arrangements so that people are
free to make use of available help.
The class teacher may be the person to whom students first turn for help.
Children wishing to attend funerals should do so in the company of their parents. Provide
meaningful participation for those not actually attending the service.
Continue normal routines at school but acknowledge the effect of tragedy on the school
community. Be flexible with those in need of help. Be aware that many people may be deeply
affected, e.g. an event may cause a person to recall some traumatic event involving them in
the past. The anniversary may also be a difficult time.
Maintain links with the family. The school and family may wish to develop a memorial garden,
erect a memorial plaque, or display a photo in a prominent position in the school.
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Be sensitive to staff and student’s needs over a period of time.

LINKS AND APPENDICES (including processes related to this policy)
Links which are connected with this policy are:
1.
2.

DET Emergency Management Planning
Emergency and Critical Incident

Appendices which are connected with this policy are:


Appendix A: Critical Incident Recovery Plan (CIRP)



Appendix B: Critical or Traumatic Incident Plan – First 24 hour Short Term Tasks



Appendix C: Emergency Message Record Form – Template
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Appendix A: Critical Incident Recovery Plan (CIRP)
Responsibilities and Procedures
Plan statement
This Plan is an integral part of the Emergency Management processes of the school.
Implementation
The Recovery Team will be responsible for coordinating and implementing the Plan.
It will need to consider:
1. establishing the facts as soon as possible
2. developing an action plan of short, medium and long term tasks
3. contact with the Department of Education and Early Childhood Development (DET)
4. liaising with external bodies including the media
5. communicating with the whole staff as soon as possible
6. meeting with staff both as a whole and with individuals or groups for debriefing
7. communicating with the student body
8. meeting with students in groups or individually for debriefing
9. contacting parents/guardians
10. short term and long term counselling requirements for groups or individuals
The relevance of each of the above will depend on factors such as the nature and magnitude
of the incident, the intensity of the impact on the School community and the number of people
affected.

Debriefing
Critical Incident Stress Debriefing has three components:
 initial discussion about feelings and an assessment of the intensity of the stress
responses
 detailed discussion of signs and symptoms of stress responses
 closing stage - provides overview and information with referral to an outside agency if
required
The Recovery Team will assist the Principal to facilitate the recovery of staff and students and
those of the School community affected by the critical incident.
The debriefing meeting of the Recovery Team should include a mental health professional
and one peer who were not involved in the incident.
The Recovery Team will decide the structure and composition of debriefing meetings; such
meetings should be held within eight hours of the critical incident. These meetings will review
the impressions and reactions of the persons involved during or following the incident.
Counselling support and referrals for students and their families will be provided initially by the
Principal or their nominee and a Regional Guidance Officer.
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Review
The Recovery Team will meet to review the implementation of the Critical Incident Recovery
Plan within seventy two (72) hours of the critical incident.
As part of the Critical Incident Recovery Plan, the Principal will set up a Recovery Team at the
beginning of each year.
Following a critical incident, the Principal will convene the Recovery Team as soon as
possible.
The Principal will convene the Recovery Team once each semester to review planning and
strategies for the Critical Incident Recovery Plan.
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Appendix B: Critical or Traumatic Incident Plan – First 24 hour Short Term
Tasks
Responsibilities and Procedures
Emergency Record
Record Information






nature of the incident
location of the incident, number and names of persons involved
name of the person reporting the incident
time incident reported
contact telephone number if away from school

Verify all Details


confirm that the information given about the event is accurate

Record the Incident



notify principal workplace coordinator
ensure emergency services have been called notify the Department’s 24 hour
Emergency Communications Centre on (03) 9589 6266

Ensure students and staff are safe from harm or injury







student Managers and Year Level Coordinators cordon off any ‘crisis’ area and keep
students away from there
manage the grounds while staff are briefed and ensure media do not intrude
check corridors, toilets etc for stray students - try to prevent students leaving on their
own particularly if distressed
send all very stressed students to the Recovery area in the Library
ensure that students do not make hysterical calls out of school
ensure the school continues as normally as possible

Establish Critical Incident Recovery Team
The composition of the Recovery Team will be:







the Principal
the Assistant Principals
a member of the teaching staff
a member of the Educational Support staff (first aid trained)
other support staff as appropriate
as necessary, psychologists, counsellors and DET personnel.

Allocate responsibilities






emergency message register
emergency contact list
evacuation and assembly of staff and students
cordon off area of ‘crisis’
establish a Support Team and Communications Centre to:
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-

manage information and phone calls
coordinate media requests for information
provide information to parents arriving at school
coordinate routine school activities – maintain where practical
notify students, staff and ancillary about the emergency
notify parents first, and then siblings in the school
establish a recovery room and supervisor for affected students
establish a waiting room for parents
inform students
inform School Council
inform School Community by newsletter
monitor School Community’s reactions
liaise with outside agencies and emergency services
brief key personnel and review responses

Recovery Room(s)
Set Up Recovery Room





set up Library, and if necessary the Staffroom
empty adjoining rooms if possible and relocate to other rooms
screen windows
have available pens, textas, paper, scissors, envelopes, tissues

Appoint Recovery Room Supervisors


First Aid staff

Recovery Room Supervisors’ Responsibilities







keep calm
monitor students for shock reactions, provide first aid if necessary
encourage students to gather in small friendship groups rather than bigger ones
keep a list of students attending the recovery room
give the students a task to undertake such as making a card or writing a letter
contact parents of students who remain in the recovery room and alert them to possible
concerns

Informing Staff













provide teachers and ancillary staff with a brief outline of the incident
Restate to ensure that staff understand and it sinks in
outline recovery management arrangements
discuss procedures to be followed by staff during the day
discuss the general procedures that Critical Incident Team will be following
discuss guidelines for informing students and ways of answering questions from them
give staff time to discuss this among themselves
provide a brief factual outline to others in the community on a need to know basis
inform staff as soon as possible about a serious emergency involving death or injury
which occurs after hours, on the weekend or during the school holidays
inform staff as soon as possible about arrangements for holding a brief meeting before
informing students at the start of the next school day
review with staff afterwards any issues and needs
provide staff with contact numbers for counselling or support services for themselves
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Informing Students
Principal or senior staff








contact the bereaved family or police to ascertain what information may be released
within the school
prepare a written factual statement, without graphic detail, for use as a reference by
teachers when discussing the incident with students
determine whether to tell students about the incident at a whole school assembly, by
year levels or individual classes, depending on the nature of the incident
discuss with teachers who feel uncomfortable raising the event with students and
arrange for support from another teacher or a member of the recovery team
identify staff who may be too distraught to take classes and arrange replacements
inform students soon after briefing staff
ask teachers to mark a roll to identify who has been informed and who has not

Teachers






provide a factual account of the incident at the beginning of the first class in a way that
ensures all students hears the same information
limit speculation and rumours
inform students about arrangements of counselling and recovery rooms
inform students about arrangements for services, and appropriate ways to express
condolences
outline the arrangements for the day

Notifying close friends






notify close friends especially girl friends and boyfriends prior to making an
announcement to other students
take these students aside when they arrive at school and inform them privately
consider contacting their parents
prior to the start of the day
ensure individual attention is given to intimate friends who are likely to have special
needs beyond those of other students

Communication Centre
Organise the following to be on hand:
1. telephone - dedicated line in case of jamming by incoming calls
2. telephone message if necessary
3. message records
4. phone lists
5. rolls
6. excursion list
7. timetable
8. maps
9. computer and printer
10. photocopier
11. displan instructions
Media Coverage
1. nominate a media coordinator, prepare the School Council President and Principal to
provide on camera interviews
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2. contact DET Media Unit on 9637 2871 or 9264 5821
3. prepare a three paragraph report:
-

briefly outline the facts
outline what the school has done to assist those affected
outline support and recovery arrangements
include a name and contact number for the school media coordinator

4. liaise with the family about any statements made to media
5. exclude discussion of policy matters, limit comment to the emergency and the school
response
6. set rules for persistent media
7. keep a record of media enquiries
8. offer scheduled interviews in return for media commitment not to seek uninvited access
to staff, students, parents
9. negotiate accepted areas for filming e.g. school/church boundary and not within
10. check that information provided does not conflict with court requirements or police
proceedings
11. anticipate renewed interest arising from anniversaries, court proceedings
Long Term Actions










monitor and support members of the school community, particularly on significant
dates such as anniversaries
consider longer term intervention activities such as counselling or specialist support
consider establishing an area within the school as a place of remembrance
reconvene key people at regular intervals to review the school response and
effectiveness of planning arrangements
review the school emergency management plan in light of experience gained
consider a ritual of marking significant dates
prepare for legal proceedings if necessary
remove students name from the roll if deceased
consider article in school magazine

Reference


DET’s Managing School Emergencies - Minimising the impact of trauma on staff and
students

Managing School
Emergencies Booklet.pdf
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Appendix C: Emergency Record Form – Template
Date: / ___ /
Time of notification: ___ ______ :

am/pm

Name of person taking the call __________________________________________________________
Position: ___________________________________________________________________________
Name of person reporting the incident ____________________________________________________
Contact telephone number _____________________________________________________________
Details
Describe:
Where everyone is now
___________________________________________________________________________________
___________________________________________________________________________________
What action is being taken to help?
___________________________________________________________________________________
___________________________________________________________________________________
Who: ______________________________________________________________________________
When: _____________________________________________________________________________
Where: _____________________________________________________________________________
How: ______________________________________________________________________________
Nature and extent of injury: _____________________________________________________________
___________________________________________________________________________________
Immediate Actions Required
Yes 

Time: ______ : ______ am/pm

Other school staff?

Yes 

Time: ______ : ______ am/pm

Emergency Services notified? 132 500

Yes 

Time: ______ : ______ am/pm

Emergency & Security Management notified?

Yes 

Time: ______ : ______ am/pm

Principal notified?

0409805546

(03) 9589 6266
Emergency Contact Telephone Numbers
POLICE

000

AMBULANCE

000

FIRE BRIGADE

000

STATE EMERGENCY SERVICES (SES)

132 500

LOCAL HOSPITALS
Cabrini (Private)

181-183 Wattletree Rd, Malvern VIC 3144

9508 1222

Box Hill (Public)

8 Arnold St, Box Hill VIC 3128

1300 342 255

ASSISTANT REGIONAL DIRECTOR (NEVR Region)

(03) 8392 9300

EMERGENCY SECURITY MANAGEMENT

(03) 9589 6266 - 24 hour service.

FOR EXAMPLE ONLY

Emergency Message Record Form
Time: ____ ______ :

am/pm

Message from _______________________________________________________________________
Yes 

Action required?

No 

If ‘YES’, please detail:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
Completed 
Message taken by ____________________________________________________________________

Emergency Message Record
Time: ____ ______ :

am/pm

Message from _______________________________________________________________________
Action required?

Yes 

No 

If ‘YES’, please detail:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
Completed 
Message taken by ____________________________________________________________________

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019
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Community Use of Facilities Policy
Rationale:
It is desirable that the school’s facilities be made available to the wider community out of school hours
for purposes consistent with the school’s ethos.
Aim:





Use of school facilities by the wider community should:
Recognise that the school is part of that community.
Promote goodwill within that community.
Where appropriate, be profitable and contribute towards the school’s responsibility for selfmanagement.

Implementation:













The school grounds will be available for recreational use by the wider community outside of
school hours. This will be facilitated by pedestrian access gates being left unlocked (motor
vehicle access by arrangement).
The school facilities will be available for hire by the wider community at the discretion of the
Principal.
Where school facilities are hired on a regular basis, the hirer will be advised and required to
acknowledge that school activities will take precedence and alternative arrangements may need
to be made from time to time by the hirer.
School Council will establish a schedule of reasonable fees for the use of school facilities and
may include a cleaning and/or noise bond. School Council may, in its absolute discretion, waive
or negotiate a lesser fee for a particular person/group.
All charges for the use of school facilities will be payable in advance unless prior arrangements
have been made.
All groups/persons applying to use the school facilities will provide whatever information School
Council requests, and if their application is approved will be required to complete facilities Hire
Agreement and Guarantee form (GC 557). If required by School Council the hirer will provide
details of their Public Liability Insurance.
The hirer will be responsible for cleaning the facilities after their use, and for repairing any
damage incurred during such use.
Hirers will be required to ensure they do not disturb in any way nor invade the privacy of
neighbours near to the school. This requires hirers to have left the school by midnight Sunday to
Friday and 1.00am Saturday evening, unless otherwise stipulated by the Principal and School
Council.

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
Ratified by School Council November 2017. Next Review 2020.
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EFTPOS Policy
Rationale:
Glen Iris Primary School offers an EFTPOS payment method option as well as cash and cheque
facilities to parents. Cash payments will continue to be available through the General Office.
Implementation:




















Glen Iris Primary School’s EFTPOS terminal is connected to the bank via mobile phone
connection. Connection via a phone line ensures that schools are not collecting or storing
customer data in a manner that makes them susceptible to fraudulent transactions.
The terminal is located in a secure location that prevents unauthorised usage, and ensures
privacy for PIN transactions.
Appropriate procedures and processes will be established to ensure the security of the terminal
during operation and when it is not in use.
Terminal Passwords access is limited to specified administration personnel and the Business
Manager.
Only transactions regarding school payments are made via EFTPOS. No other payments
accepted.
GIPS does not undertake transactions which provide ‘cash’ to the customer as part of the
transaction.
The maximum amount of credit/debit card transaction is determined by the card holder’s limit.
When processing a credit card transaction that requires a signature for authorisation, GIPS’s
authorised personnel ensures that the signature obtained on the merchant receipt matches the
signature on the card and that the signature panel has not been altered in any way.
When processing a credit card transaction that requires the entry of a PIN, customers should be
able to enter their PIN without risk of disclosure, and the PIN should never be recorded by the
school.
The School should ensure that the card number that is embossed on the card is free from
alteration and that the card has not expired.
Receipts are entered onto CASES21 as an EFTPOS batch. Customer copy opies of
transactions will be given to customer at the time of transaction and a CASES21 receipt to will
be issued at the time when receipt is entered onto CASES21.
An authorised officer should reconcile all manual receipts to CASES21 to ensure all funds
received by the school are receipted against the Bank Statement amount for that day and the
Daily Settlement Receipt produced by the EFTPOS machine.
A daily running register will be used to enter transactions and then reconcile against Bank
Statement and CASES21 receipting.
GIPS will print both the merchant and customer copies of the EFTPOS receipt for both credit and
debit card transactions, and retain the merchant copy for audit purposes.
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Incorrect Transaction Processing:




If it is determined at the time of the transaction and prior to entering the receipt on CASES21,
that an error has occurred, (for example an incorrect amount is processed). GIPS personnel will
void the transaction via the EFTPOS terminal. The authorised officer will refer to the instructions
provided in the EFTPOS facility user guide to ensure that this is processed correctly.
Key internal controls relating to the reversal of incorrect EFTPOS transactions include
- Void transactions must be processed on the same day as the original transaction. After that
period it must be treated as a refund payable only by cheque.
- All documentation relating to the original transaction must be obtained.
- The card holder must be notified of a voided transaction.
- Copies of both the original and voided transactions should be retained for audit purposes.
- The school copy should be signed by the authorised officer and, where possible, this should
not be the operator who processed the original receipt.
- The voided transaction details should be recorded on the EFTPOS register.

Processes:














Proper authorisation and approval of the initial setting up of the facility by School Council.
Physical security of EFTPOS machine.
Documentation kept by the school confirming all transactions such as merchant copies of
EFTPOS receipts, voided receipts, daily EFTPOS reconciliation reports, authorisation details,
relevant CASES21 reports.
The appropriate segregation of duties to ensure and maintain the security, accuracy and
legitimacy of transactions.
Establishment of an EFTPOS user register outlining the name of the school user, their unique ID
(if one exists) and the EFTPOS functions they are authorised to perform.
Staff familiarisation with the EFTPOS facility’s functionality and User Guide provided by the
Financial Institution.
Reconciliation of daily EFTPOS settlement statements with CASES21 transactions.
Reconciliation of monthly bank statement received from the school’s financial institution with
CASES21 transaction records.
Glen Iris Primary School uses a separate receipt batch (not containing cash or cheque
transactions) for EFTPOS receipts which is balanced against the Settlement Statement and the
Bank Statement.
The daily total on each should match (unless adjustment is required due to processing of a
refund).
On the Bank Reconciliation, the batch total for that date (less any refunds) should match the
direct credit amount paid by the bank.

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
This policy will be reviewed by the Finance sub-committee as part of the school’s three-year review
cycle. To be ratified by School Council at the November meeting 2017. Next review 2020.

37

Electronic Funds Management Policy
Rationale:
Electronic banking has become a very common banking practice that provides several distinct
advantages, whilst at the same time offering high levels of security and convenience.
Aim:




To provide the school with the opportunity to undertake various on-line electronic banking functions, which
realise savings in banking fees and administration costs, as well as provide improved service to staff,
suppliers and the school community.
To utilise the benefits of electronic banking according to the Department of Education and Training (DET)
requirements, in keeping with the ‘Education Training and Reform Regulations 2007’ which include the
provision of:
enhanced risk control and security over transactions
clear documentation of processes
enhanced services to creditors and debtors

Definitions:
Direct Debit - A direct debit facility allows an external source e.g. a regular supplier to remove funds of
a pre-arranged amount from our school’s official account on a pre-arranged date. Typical examples
may include annual insurance premiums or monthly lease payments. Direct debit may also be used by
suppliers to remove irregular amounts from the school as a result of pre-arranged agreements.
BPay - This is a secure electronic banking product identified on a supplier/creditor account with a
unique biller code.
Direct Deposit - This form of internet banking allows the school to pay funds directly into a person’s or
businesses nominated bank accounts e.g.: creditors or local payroll employee.
EFT - This facility provides schools with the ability to accept non-cash electronic payments by way of
credit and debit card transactions. Use of EFTPOS allows schools to increase the options and
convenience provided to parents/debtors, and improves security by reducing the amount of cash
handled and kept on school premises.
CompassPay (2018) – This facility provides a safe, convenient and easy way for payments to be made
to the school by families directly from iOS, smartphone and Android devices. CompassPay accepts all
scheme credit and debit cards.
Implementation:





Electronic banking will be carried out by authorised personnel in accordance with DET internal
control procedures, auditor requirements and Privacy Policy guidelines.
All payments through internet banking software will be consistent with DET requirements and
must be authorised by the Principal and one other nominated member of School Council whilst
the Business Manager will only be responsible for inputting payment details from CASES 21 for
processing.
The school’s Business Manager cannot be nominated as an authoriser even if he or she is a
member of School Council.
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Proper authorisation and approval of both the initial setting up of account details and any subsequent
transactions against the account(s) will be made. The Principal and School Council nominee only are
authorised to use the security PIN/token associated with the internet banking software.
 Information and data, including the PINs and security tokens, will be stored securely by the
Principal and school council nominee.
 The school will comply with all bank imposed security measures, limits and requirements.
 The school will follow appropriate internal control measures as set out in the ‘Internal Control for
Victorian Government Schools’.
 Electronic banking may be used for payment of invoices and Local Payroll including ‘Direct
Debit’, ‘Pay Anyone’ and ‘Bulk Payment’ transactions.
 Setting up of initial bank account details and any changes will be the responsibility of the
school’s Business Manager, and must reviewed by one of the cheque signatories.
 All details required for electronic banking payments will be obtained, completed, checked and
approved by authorised officers as per DET guidelines.
 Current electronic banking facilities will be reviewed annually by the Finance Committee.
 For periods of extended absence of the Business Manager or Principal, alternate arrangements
will be made for the payment of accounts.
Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle or earlier as necessary
Ratified 2018.
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English Policy
Rationale:
Active and effective participation depends on the ability to speak, listen, read, view and write with
confidence, purpose and enjoyment. The study of English, and the broader concept of literacy, is about
the appropriate and effective use of language, the use of language as a means of learning and the
development of knowledge about language.
Aims:
The English program aims to teach students to:
 learn to listen to, read, view, speak, write, create and reflect on increasingly complex and
sophisticated spoken, written and multimodal texts across a growing range of contexts with
accuracy, fluency and purpose
 appreciate, enjoy and use the English language in all its variations and develop a sense of its
richness and power to evoke feelings, convey information, form ideas, facilitate interaction with
others, entertain, persuade and argue
 understand how Standard Australian English works in its spoken and written forms and in
combination with non-linguistic forms of communication to create meaning
 develop interest and skills in inquiring into the aesthetic aspects of texts, and develop an informed
appreciation of literature
Implementation:







English is an essential learning area of the Victorian Curriculum.
All Prep to Year 6 students at our school will study sequential English courses based upon the
content descriptions contained within the English learning area.
All teachers are required to work with their respective professional learning teams, sections and
faculties to contribute to the development and implementation of a viable, guaranteed and
sequential English course for all students and to implement student needs based lessons using
agreed planning templates, assessment tools and lesson structures.
Student’s individual abilities will be measured and reported against the expected Victorian
Curriculum achievement standards, particularly at the commencement of each unit of work, and
learning opportunities must be provided that cater for the identified needs of each student.
Student progress in English will be reported in half and end of year academic reports, as well as the
school’s Annual Report.

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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Enrolment Policy
Rationale:
To explain the enrolment process for prospective students
Aim:
To ensure parents understand the enrolment process.
Implementation:
GIPS recommends that parents speak to their pre-school teacher if they have any concerns
about their child’s readiness for school. Information about GIPS will be delivered to, and
available from local pre-schools and childcare centres early in Term Two.
GIPS recommends:
 parents attend the information evenings and tours held during Education Week
 parents schedule a personal tour to meet members of the Principal and Leadership
teams and observe the students in their learning environment.
Glen Iris Primary School has an enrolment ceiling. Admission preference is given to children
whose home address is closer to GIPS than to any other government primary school.
Preference is also given to children who have older siblings at GIPS.
All other applicants will be placed on a waiting list. GIPS will attempt to notify these families as
early as possible when we are able to confirm additional vacancies.
The deadline for enrolments in Boroondara primary schools is 31st August. Enrolment Forms
are available from local schools.
If parents feel that their child may be eligible for disabilities funding it is important to discuss this
with the school as early as possible. We recommend that you do this no later than June.
Schools require proof of your child’s Date of Birth and a completed Immunisation Certificate
prior to his or her commencement in school. We understand that in some cases this
documentation may not be available prior to the enrolment deadline. You can provide this
information to the school at a later date to complete the enrolment. Schools may also require
passport and visa documentation for children born overseas.Transition from pre-school to
primary school is an exciting and special time. Most primary schools offer transition programs
late in calendar year. The GIPS program is called “Take Off” and it is usually held over a fourweek period in November. Schools encourage your child's participation in these programs to
help them become familiar with the school setting prior to the start of their first (“Prep”) year.
For further information regarding the enrolment process please contact the North-Eastern
Victorian Region of the Department of Education and Training (DET).
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
Ratified by School Council at the May meeting 2018. Next review 2019.
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eSmart (Digital Technologies) Policy
Rationale:
Glen Iris Primary School recognises the importance of Information Communication Technology (ICT) in
preparing students for the world around them and believes ICT is an integral part of the curriculum. We
want our students to be confident and safe using this technology. Our school will be an eSmart school
and promote cybersafety in the community.
Aim:
Teaching students about safe and responsible online behaviours is essential, and is best taught in
partnership with parents/guardians. We request that parents/guardians work with us and encourage this
behaviour at home.
Implementation:
All students will undertake a Cybersafe program and will be required with their parents to sign an
Acceptable Use Agreement before they will be allowed on-line.
The school community will be provided with Cybersafety information on a regular basis through the
school newsletter and information session.
Incidents of Cyberbullying will not be tolerated at Glen Iris Primary School and victims and their carers
will be encouraged to report incidents to law enforcement bodies.
Cyberbullying: is when a child is tormented, threatened, harassed, humiliated, embarrassed or
targeted by another child using the Internet, mobile phone, instant messaging, e-mail, chat rooms or
social networking sites, for example Facebook, Instagram, Twitter, online gaming or other forms of
digital technology. Cyberbullying is usually not a one-time communication, unless it involves a death
threat or a credible threat of serious bodily harm.
Safe and responsible behaviour is explicitly taught at our school and parents/carers are requested to
reinforce this behaviour at home. Parents can view the Cybersafe programs at www.cybersmart.gov.au.
Students are advised to report an incident if :
 they feel that the welfare of other students at the school is being threatened
 they have experienced an incident of Cyberbullying
 they come across sites which are not suitable for their school
 someone writes something they don’t like, or makes them and their friends feel
uncomfortable
 someone asks them to provide information that they know is private
 they accidentally do something which is against the rules and responsibilities they have
agreed to.
All incidents of Cyberbullying must be referred to the Principal and Assistant Principal.
Incidents will be investigated and recorded in a register maintained at school. The school Wellbeing
Policy will determine action taken for breaches of this agreement. Any student who does not follow the
rules of the Acceptable Use Agreement will lose their ICT privileges for a length of time as decided
appropriate by the Assistant Principal/Principal. They will also be required to complete additional
Cybersafety lessons before their privileges are returned.
Parents will be notified and expected to meet with school staff if students are involved in any incidents of
bullying/cyberbullying. Notification will also be given when ICT privileges are suspended or withdrawn.
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Photos, video, blogs and web conferencing
Teachers and students may at times record their participation in school activities and show evidence of
their learning with photos and short videos. These images will be published and used within the school
following the consent provided by parents which is obtained at the start of the school year in a ‘Standard
Permission Form”. Parents are asked to complete the appropriate form to give permission for their
student to be included in these activities. These images remain the property of the school and cannot be
copied, published or distributed in any other forum.
Students will be reminded during online safety and safe digital use sessions, which are taught regularly,
of the importance of not taking photos of other students without their consent. Additionally they will be
informed that it is not acceptable to share a photo they take for school use with others. This could result
in a loss of ICT privileges and parental involvement.
In the event of a known media opportunity, teachers will ensure students have the required parental
consent for their image to be used in newspapers. For known television opportunities parents will be
notified about the purpose of the task as well as the publication procedures in place for their recording
and asked to provide additional consent.
Parents are permitted to take photos of their child during special events e.g. cross country and school
assembly. It is important that parents do not take photos of other children. In the case where other
students are in the background of your photo we ask that this photo is not shared with others or shared
on social networking sites. This is in line with the Information Privacy Act, 2000 (Vic).
Our school does have CCTV coverage. Images taken using this technology will not be shared with
others unless there is a need to follow up an incident. Only staff will monitor the footage but it may be
shared with relevant parties in the event of a serious situation.
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Appendix 1:
Form

Purpose

Standard Permission Form
Permission for photographs to be used for:
Display purposes
Newspapers and brochures
School website and Newsletter
Unit newsletter
Zenfolio website

Specific Consent form

Schools develop this form for the collection and
use of photographs, video, film, and digital
images taken by the school. This covers generic
uses such as publication in the school newsletter,
school magazine and within the school. Parents
are required to consent to each of the individual
photo displays for their child.
This form is distributed at the beginning of each
school year.
We will develop this form for the collection, use
and disclosure of photographs, video, film and
digital images whenever one or more of the
following circumstances apply:
-

Any circumstance that is not covered by
the standard permission form
If the circumstances are unique or
different
If it may involve disclosure to third parties.

Collection, disclosure and use by third parties
Schools have a degree of control over the collection of photographs, video and digital images by third
parties during school hours and at school approved activities.
This table summarises what documentation is required to enable third parties to collect photographs,
video and digital images in these circumstances.
Parties

Documentation

Parent/Guardians

School based Standard Permission Form

Students

School based Standard Permission Form

School Photographer

School based Standard Permission Form
Specific Consent Form for school photographs
Confidentiality Deed
School based Standard Permission Form
Specific Consent Form for school photographs
Confidentiality Deed
School based Standard Permission Form
Specific Consent Form

Other Professional Photographer

Media

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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Equal Opportunity Policy
Rationale:
The Victorian Equal Opportunity Act (2010) makes it unlawful to discriminate against a person on the
basis of the following attributes: age, disability, industrial activity, lawful sexual activity, sexual
orientation, gender identity, marital, parental or carer status, physical features, political beliefs or activity,
pregnancy, race, religious belief or activity, sex, or breastfeeding.
Aim:
Every member of our school community will have the opportunity to learn, work and participate in an
environment that is free from discrimination, harassment, bullying, vilification and victimisation. Our school
values diversity and provides equal opportunity (EO) for all.
Implementation:














All members of our school community have a responsibility to uphold EO principles.
Our leadership team will promote and model a safe and inclusive school environment, which
encourages equality and diversity, and responds firmly and impartially to instances of
discrimination, harassment, bullying, vilification or victimisation.
Staff members have a responsibility to not be involved in, and actively discourage instances of
discrimination, harassment, bullying, vilification and victimisation.
Teachers have a responsibility to ensure the curriculum and its delivery and access for
students to the curriculum are consistent with the principles of EO, and to help students to
understand their human rights and challenge discriminatory attitudes and behaviour.
Students have a responsibility to understand their rights and responsibilities under the school’s
EO policy, and to respect the rights of others.
In addition, a staff member will be appointed as the Equal Opportunity coordinator at our school,
and will be provided with professional development and resources appropriate to the role.
The EO coordinator’s role will include monitoring EO across the school, promoting EO awareness
amongst staff, students and the wider community, reviewing and updating EO policy and
procedures, identifying training needs of themselves and staff, providing impartial and
confidential EO information to individuals, and assisting individuals to explore their options to
address EO issues or resolve complaints.
Equal opportunity will be a standard inclusion in the staff information manual and staff code of
conduct, and student codes of conduct, and in parent information booklets available at times of
enrolment.
This policy is to be read in conjunction with the Sexual Harassment policies of the school.
The school’s policies and practices will be regularly reviewed to ensure consistency with the
Victorian Equal Opportunity Act (2010).
The Racial and Religious Tolerance Act prohibits amongst other things, practices such as racist
graffiti, speeches or posters in public places, engaging in racist or religious vilification in public
places, or making offensive racist comments in publications including the internet or email.
Any complaints or concerns can be directed to Equal Opportunity representative, the principal,
Regional Director, Merit Protection Boards, or Equal Opportunity Commission. All complaints will
be investigated promptly, sensitively, confidentially, and with impartiality.

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle or earlier should concerns in
the workplace require redress. Ratified by school council 2018. To be reviewed 2021
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Excursions & Incursions Policy
Rationale:
The Glen Iris Primary School excursion/incursion program enables students to further their learning and
social skills development. Excursions/incursions complement, and are an important aspect of, the
educational programs offered at our school.
Aims:
To reinforce, complement and extend learning opportunities beyond the classroom.
To develop an understanding that learning is not limited to school, and that valuable and powerful
learning takes place in the real world.
Definition:
Excursions are defined for the purpose of this policy as any organised and supervised school activities
that require children to venture beyond the school boundary.
Incursions are defined for the purpose of this policy as any organised and supervised school activities
that occur during school hours within the school.
Implementation:


The principal is responsible for the approval of all non-adventure single-day excursions other
than those that must approved by the School Council.
 School Council is responsible for the approval of all overnight excursions; camps; interstate and
overseas visits; excursions requiring sea or air travel; excursions involving weekends or
vacations; and adventure activities.
 A designated ‘Teacher in Charge’ will coordinate each excursion/incursion.
 Prior to the commencement of any detailed planning relating to a proposed day excursion, the
Teacher in Charge must meet formally with the principal, to present the Planning Proforma to
ensure all information and planning is in order.
When presenting information to the Principal, the Teacher in Charge include the following:
 What is the purpose of the excursion and its connection to student learning?
 Do staff members attending have the competence to provide the necessary supervision of
students throughout the excursion?
 Is an appropriately trained member of staff able to provide first aid?
 Have supervisory adults who are not registered teachers completed a Working with Children
Check?

Specific to excursions:
 Is the location of staff and students throughout the excursion including during travel known?
 Is a record of telephone contacts for supervising excursion staff available?
 Is a record of the names and family contacts for all students and staff available?
 Are copies of the parental consent and confidential medical advice forms for those students on
the excursion completed?
 If day excursions include adventure activities organising staff should consult the adventure
activities website, or seek advice from peak bodies or skilled and experienced staff with recent
experience instructing the activity to satisfy the principal’s requirements.
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It is school policy that students only travel on buses fitted with seatbelts.
The principal requires that a report from the Teacher in Charge occur after each day excursion if
any mishaps or concerns have arisen.

Process for payments:
School Council will determine an ‘Excursions Levy’ each year. Parents can bulk pay for the year’s
excursions or pay for individual excursions as they occur. All endeavours will be made not to
exclude students simply for financial reasons. Parents experiencing financial difficulty, who wish for
their children to attend a day excursion, will be required to discuss their individual situation in a
confidential meeting with the Principal. Decisions relating to alternative payment arrangements will
be made by the Principal on a case-by-case basis. All families will be given sufficient time to make
payments for excursions. Children whose parents have not paid deposits by the due date, who do
not make full payment by the due date, or who have not made alternative arrangements with the
Principal will not be eligible to attend.
 Office staff will be responsible for managing and monitoring the payments made by parents and
will provide classroom teachers with detailed records on a regular basis.
 Information will be provided to all parents of non-English speaking families in a manner that
allows them to provide an informed consent to their children attending excursions.
 The school will continue to provide the opportunity for teachers to update their first aid skills.
 The school will provide a first-aid kit for all day excursions.
 Copies of completed Permission forms, and signed Confidential Medical Information forms must
be carried by excursion staff at all times, and copies must remain at school.
 A senior staff member will be in attendance at school whilst the children are returning from any
out-of-school-hours excursion. The Teacher-in-Charge will communicate with this person with
regards the anticipated return time.
 While school excursions are a team activity requiring the cooperation and common-sense of all
participants, it is the Teacher-in-Charge who oversees the operations of the excursion, takes
charge of events, makes key decisions and accepts ultimate responsibility for the excursion.
If approved, the Student Activity Locator On-line Form will be submitted three weeks prior to the
activity if required.
Parents may be invited to participate in excursions. When deciding on which parents will attend, the
Teacher in Charge will take into account –
 Any valuable skills the parents have to offer. eg. bus licence, first aid etc.
 The special needs of particular students.
The primary references that must be consulted when considering all excursions is the School Policy and
Advisory Guide website:
http://www.education.vic.gov.au/school/principals/health/Pages/outdoor.aspx

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle, or after any unexpected or
adverse incident origination from an excursion. To be ratified August 2017.
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External Providers Policy and Procedures
Rationale:
The school will provide a positive environment in which all teachers assume responsibility for student
welfare, endeavour to provide successful experiences for all students, where students feel safe and
secure in a supportive environment and where a sense of belonging is strengthened. We seek to provide
an open and friendly learning environment, which values and actively encourages external providers to
provide a wide variety of experiences and opportunities for our students. At the same time we recognise
our duty of care to ensure a safe environment for our students and staff.
Glen Iris Primary School accepts a duty of care to students accessing an external provider. The school
will ensure regulations relating to VIT regulation, appropriate qualifications and supervision will be
observed.
Aims:



To provide a safe and secure environment for our students, staff and resources in the framework
of programs offered by external providers.
To establish protocols and procedures that effectively balance the desires of some parents to
have their children participate in extra-curricular activities during school hours, before or after
school hours.

Implementation:
The school may need to have access outside services to provide support for students and staff which may
include:
 Psychologists
 Counsellors
 Teachers
 Mentors
 Tutors
 Social workers
External providers may be engaged to deliver a weekly program such as dance, sports, music or
technology. They may provide expertise in a certain activity and can form a valuable addition to a
program.
All requests and comprehensive information about the program must be referred to the principal. The
Principal will ensure that:
 all external providers meet all regulatory requirements and provide evidence of their current
Working with Children Check
 students will attend programs offered by external providers only with the express prior consent of
their parents.
 before an external provider is selected to assist with the delivery of a program, a thorough check
will be completed by the school to ensure that they are appropriate for the program.
All approved visitors, are required to report to the administration office prior to undertaking any activity
within the school, where they will be required to sign a “Visitors” book and will be assigned a “Visitors”
badge/lanyard which they must wear at all times.
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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First Aid Policy
Rationale:
All children have the right to feel safe and well, and know that they will be attended to with due care
when in need of first aid.
Aims:
 To administer first aid to children when in need in a competent and timely manner.
 To communicate children’s health problems to parents when considered necessary.
 To provide supplies and facilities to cater for the administering of first aid.
 To have all staff members First Aid trained with HLTCPR201A CPR, HLTFA301B First Aid &
have attended Anaphylaxis Training.
Implementation:
1. A sufficient number of staff to be trained to a level 2 first aid certificate, and with up-to-date CPR and
Anaphylaxis qualifications.
2. A First Aid coordinator/s will be nominated at the beginning of each year.
3. A first aid room will be available for use at all times. A comprehensive supply of basic first aid
materials will be stored in a cupboard in the first aid room.
4. A supply of medication for teachers will be available in a container in the security room.
5. Supervision of the first aid room will form part of the daily yard duty roster. Any children in the first
aid room will be supervised by a staff member at all times.
6. All injuries or illnesses that occur during class time (Any injuries/illnesses that cannot be dealt with
by the class teacher) will be referred to the administration staff who will manage the incident, all
injuries or illnesses that occur during recess or lunch breaks, will be referred to the teacher on duty
in the first aid room.
7. An up-to-date register located in the first aid room will be kept of all injuries or illnesses experienced
by children that require first aid.
8. All staff will be provided with basic first aid management skills, including blood spills, and a supply of
protective disposable gloves will be available for use by staff.
9. Minor injuries only will be treated by staff members on duty, while more serious injuries-including
those requiring parents to be notified or suspected treatment by a doctor - require a Level 2 first aid
trained staff member to provide first aid.
10. Any children with injuries involving blood must have the wound covered at all times.
11. No medication including headache tablets will be administered to children without the express
written permission of parents or guardians. Any medication given to students will be witnessed by
another Level 2 first aid trained staff member and recorded in the pink medication register.
12. For more serious injuries/illnesses, the parents/guardians must be contacted by the
administration/duty staff so that professional treatment may be organised. Any student who is
collected from school by parents/guardians as a result of an injury, or who is administered treatment
by a doctor/hospital or ambulance officer as a result of an injury, or has an injury to the head, face,
neck or back, or where a teacher considers the injury to be greater than “minor” will be reported on
DET Accident/Injury form LE375, and entered onto CASES.
First Aid Procedures:
CLASSROOM: Minor injuries eg cuts, nosebleeds, feeling unwell. All minor injuries should be dealt with
in the classroom.
A small supply of band aids, sick bags, cotton wipes and gloves are to be kept in the classroom first aid
kit- see the First Aid Coordinator if more are required.
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If a child feels genuinely unwell:
1. Keep him/ her in the classroom under DIRECT supervision and in a well ventilated area.
2. Send two other children WITH NOTE to office requesting for parent to be contacted. Teachers may
contact the parent directly.
3. Request parent/carer to pick up from the classroom and sign child out at office before leaving - you
will have the opportunity to inform parent of symptoms.
Major injuries: those that require treatment in the first aid room:
When/if you leave your grade, there MUST be supervision- check with the teacher next door to cover your
children.
Treat the child and note the injury in the log book.
All injuries or illnesses that occur during class time and cannot be dealt with within the classroom, will be
referred to the administration staff who will manage the incident.
Emergency:
Depending on the nature of the injury, remove any hazards and make child comfortable. Immediately
send for help.
Medication:
From time to time children will require medication during school hours. Any medication that is to be
dispensed must be done under the supervision of a Level 2 first aid trained staff member. The
medication, with written permission and instructions MUST be received from the parent or guardian
before dispensing.
A record of medication administered (apart from asthma puffers) is to be recorded in the pink medication
register housed in the First Aid room. This is to be done by the person who administers the medication.
Children who require asthma medication must submit an Asthma Management Plan to the school each
year. The First Aid Coordinator/s will manage these plans and any other medical condition notifications.
The First Aid Officer will manage the notification to staff and relevant adults of any medical conditions of
students, with appropriate instructions for the management of the condition.
Yard Duty: Minor injuries will be treated by staff on yard duty, who carry basic First Aid supplies in First
Aid bag. Children with substantial bleeding injuries must be sent to the First Aid room for treatment. A
red tag is to be provided to student/s by the teacher on yard duty for any injury other than superficial
cuts or grazes.
Major Injury: One Yard Duty teacher is to stay with the injured child while the other organises appropriate
assistance.
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle. Ratified by School Council
2015. Next review 2018.

50

Harassment Policy
Rationale:
Harassment in any form is unacceptable. As educators, we have a responsibility to provide teaching
and learning environments that are free from harassment, and that encourage students to develop
attitudes and skills that discourage, challenge and report harassment in all forms.
Aim:
To provide a fair and supportive environment free from all forms of harassment, that promotes personal
respect, as well as providing physical and emotional safety for all.
Implementation:
1. All staff will be made aware of the legislative requirements relating to harassment.
2. All staff will complete the Online Workplace Discrimination, Harrassment and Bullying Course
http://www.techniworks.com.au/Host/Colleges/DETVIC/front_frameset.asp
3. Students, staff and members of our school community will be familiar with the school’s approach
to harassment and will model and practice appropriate behaviour. They will be provided with
information relating to their rights and responsibilities.
4. School Protocols for resolving issues or complaints will be developed and publicised.
5. Staff members will not allow themselves or colleagues to be subjected to harassment from
colleagues, school community members or students – such issues must immediately be reported
to the principal or assistant principal.
6. The principal may refer unresolved issues or the parties involved, to the appropriate authorities.
7. Harassment by students will attract consequences as documented in our Student Engagement
and Wellbeing Policy. Students who model exemplary behaviour will be acknowledged by a
range of intrinsic and extrinsic rewards.
8. All claims of harassment will be treated confidentially, documented, and promptly and
constructively addressed.
9. The rights and sensitivities of all individuals will be protected. Curriculum content will analyse the
effects of harassment and assist students to develop attitudes and skills that discourage,
challenge, counter-act and report harassing practices.
Resources:
Staff: Guidelines for Managing Complaints, Unsatisfactory Performance and Misconduct in relation
to: http://www.eduweb.vic.gov.au/edulibrary/public/hr/perform/Unsatis_perform_teach.pdf
Sexual Harassment: Guidelines
http://www.eduweb.vic.gov.au/edulibrary/public/hr/equalop/Sexual_Harassment_Policy.pdf

Evaluation:
This policy will be reviewed in consultation with all members of the wider community (all staff, parents,
students, and interested members of the community) as part of the school’s three-year review cycle. To
be ratified by School Council at the October meeting 2016. Next review 2019.
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Hazardous Substances
Rationale:
To ensure that staff, students and visitors to Glen Iris Primary School are in a safe environment.
Aim:
To ensure that the Glen Iris Primary School remains a safe environment.
Definition:
Dangerous Goods and Hazardous Substances (DGHS) are materials that can cause serious harm to
the health of humans and can cause property and environmental damage. Dangerous goods are items
or substances that may present an immediate safety hazard through exposure to their explosive,
flammable, radioactive, corrosive or toxic properties. They are easily recognisable by the diamond
shaped sign displayed on the substance label. They are designated into nine classes according to their
immediate physical or chemical effects. Hazardous substances are classified on the basis of their
health effects, both short and long term. They can enter the human body in a number of ways including
inhalation, ingestion and contact through the skin and mucus membranes such as the eyes. The level of
subsequent risk depends upon both the substance itself and the nature of the work being done with it.
Examples of types of hazardous substances (depending on their concentration) include acids, caustic
substances, disinfectants, agricultural type products, solvents and thinners.
Implementation:
To comply with the requirements of the DGHS Regulations Glen Iris Primary School will undertake the
following actions:
 Identify DGHS Substances in all areas of the school at the beginning of each year.
 Each classroom will have a MSDS (Material Safety Data Sheet) displayed on a classroom notice
board and a hard copy will be available in the Office Area.
 If there are changes to the class MSDS, the hard copy in the Office Area will be updated as
necessary.
 The MDSD follows this policy and all identified and suspected hazardous substances should be
listed
 Ensure all containers of hazardous substances are correctly labelled and stored
 Ensure all containers of hazardous substances have First Aid Procedures on container
 Control the risk using the preferred order of control to be distributed to all staff in the School
Handbook at the beginning of each year. This will enable GIPS to determine whether
atmospheric monitoring or health surveillance is required. Our preference will be to eliminate
substances and procedures in which such monitoring is required.
 Ensure staff and supervisors have received sufficient information, instruction and training to
handle these substances
 Ensure employees can demonstrate competencies with regard to safe work practices as
prescribed in the Code of Practice.
 Monitor the implementation and effectiveness of control measures
 Encourage a culture of identifying risk in staff, students and visitors.
Resources:
Legislation, Guidelines and Codes of Practice
 Occupational Health and Safety Act 2004, Occupational Health and Safety Regulations 2007
 Dangerous Goods Act 1985, Dangerous Goods (Storage and Handling) Regulations 2012
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Dangerous Goods Storage and Handling Code of Practice 2013, Hazardous Substances
Code of Practice 2000

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.To be ratified by School
Council at the October meeting 2016. Next review 2019.
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Health Policy
Rationale:
The Health and Physical Education learning area, the Victorian Curriculum provides students with
knowledge, skills and behaviours to enable them to achieve a degree of autonomy in developing and
maintaining their physical, mental, social and emotional health.
Aim:
Through the provision of health knowledge, this domain develops an understanding of the importance of
personal and community actions in promoting health and knowledge about the factors that promote and
protect the physical, social, mental and emotional health of individuals, families and communities. Glen
Iris Primary School aims to develop a sequential whole school program that will enable students to
develop awareness of what it means to be healthy in terms of:
 physical, social, emotional and mental health
 personal development across various stages of the lifespan.
 safety and the identification of strategies to minimise harms associated with particular situations
or behaviours.
 the promotion of health of individuals and the community through the use of specific strategies
and the provision of health resources, services and products.
 the factors that influence food selection and the role of nutrition on health growth and
development.
Implementation:
Health Education will be taught in accordance with the Victorian Curriculum as part of an overall
integrated approach to the curriculum. This may be as the main component of a unit of work or as
stand-alone lessons.
Students will:
 be encouraged to maintain a healthy attitude at school and in their communities i.e. clothing,
nutrition, personal safety and the wellbeing of others
 participate in whole school activities that promote physical wellbeing i.e. Walk to School Days, Ride
‘n Stride, Walk-a-thon
 have the opportunity to participate in social skills programs i.e. GALAXY, Buddies
 develop an awareness of the benefits of healthy eating through curriculum activities and programs
like ‘Nude Food Day’.
Opportunity will be made available for Year 5 and 6 students to attend the Sexuality Education program
to be conducted by external professionals. Years 2-4 will be able to participate in Family Sexuality
Education provided by external providers out of school hours bi-annually. Students will participate in the
Resilience Program.
There are various issues that elicit a high level of community awareness and concern. The government
sector, business community and many non-government agencies provide and support initiatives that
complement the Health and Physical Education domain. Examples include: health promoting schools,
drug education, water safety, road safety
Evaluation:
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This policy will be reviewed as part of the GIPS 3 year policy review cycle. To be ratified by
School Council at the October meeting 2016. Next review 2019.
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Homework Policy
Rationale:
As part of a comprehensive and balanced curriculum within Victorian schools, homework is seen as one
way of supporting and fostering life-long learning and connecting families with the learning of their
children.
Homework helps students by:





complementing and reinforcing classroom learning
fostering good lifelong learning and study habits
providing an opportunity for students to become responsible for their own learning
developing self-regulation processes such as goal-setting, self-efficacy, self-reflection and time
management
supporting partnerships with parents by connecting families with the learning of their children



Aims:





To encourage good study habits and provide practice in working independently.
To reinforce daily school activities.
To extend learning beyond the classroom and enrich the partnership between home and
school.
To provide a sense of challenge and/ or purpose.

Implementation:
Expectations
Homework should be:






appropriate to the student's skill level and age
purposeful, meaningful and relevant to the curriculum
interesting, challenging and when appropriate open ended
assessed by teachers with feedback and support provided
balanced with a range of recreational, family and cultural activities.

Types of homework
This table describes the type of homework that meets these expectations.
Type
Practice
exercises

Description
Provide opportunities for students to apply new knowledge or to review,
revise and reinforce newly acquired skills, such as:
 reading for pleasure
 practising spelling words
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Type

Description






practising physical education skills
writing essays and other creative tasks
practising and playing musical instruments
completing consolidation exercises for Mathematics
practising words/phrases learnt in a Language Other Than English.
Extension
Encourage students to pursue knowledge individually and imaginatively,
assignments such as:
 writing a book review
 researching local news
 finding material on the Internet
 making or designing an art work
 monitoring advertising in a newspaper
 completing Science investigation exercises
Quality practice
It is not necessary to assign large amounts of homework; however it is important that homework
provides students with opportunities to practice skills, review content and deepen understanding of
concepts learned. Homework and practice can also help students to develop self-regulation processes,
such as time management and study skills.
The table below describes quality homework practice for the different year levels.
Years

Homework


Prep to 4




5 to 9





can foster a sense of self-discipline and responsibility and prepare students for
upper grades
enables the extension of class work by practising skills or gathering of extra
information or materials
will mainly consist of daily reading to, with, and by parents/carer or older siblings
should include daily independent reading
should be coordinated across learning areas in secondary schools to avoid
unreasonable workloads for students
may extend class work, projects and assignments, essays and research.

Parents are encouraged to assist their child's development and appreciation of homework activities and
to establish good homework patterns.
Early each year parents will be advised of the homework program of their child's class in order to
develop a cooperative working relationship between the home and school.
Homework will be purposeful, meaningful and relevant to the current classroom programs.
Time devoted to homework should not exceed
 15 minutes per day for Years Prep-2
 30 minutes per day for Years 3 and 4
 45 minutes per day for Years 5 and 6
Homework will be assessed by the teacher, with appropriate feedback and support provided.
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
Ratified by School Council in 2018. Next review 2021
References
http://www.education.vic.gov.au/school/principals/spag/curriculum/Pages/guidelines.aspx
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Languages: French Policy
Rationale:
To provide a program that is designed to achieve the expectations of the Victorian Curriculum in
Languages: French so that students develop:
 an understanding of how languages work
 a knowledge of the connections between language and culture, and between different languages
 an interest in, and respect for other cultures and other peoples, their ideas and ways of thinking
 the ability to communicate in a language other than English
Aim:
To provide one weekly session of language for each grade level.
Implementation:
The program will include:
 the skills of listening, speaking, reading, viewing, writing,
 the use of body language, visual cues and signs,
 use of a variety of texts, genres and digital media,
 use of role plays, dialogues, etc. that mimic real-life scenarios,
 the opportunity for students to participate in whole school events and performances supporting the
Languages: French program.
French will be taught from years P-6 for one session per week.
Standards are introduced for assessment and reporting at Level 4. However this level is to be achieved
at the end of Year 6.
Students will be immersed in an enriched language environment covering the two dimensions of the
Languages Learning Area:
a) Communicating in a language other than English
b) Intercultural knowledge and language awareness
Pupils will be exposed to a variety of activities and creative stimuli to develop effective communication in
speech and writing, and intercultural knowledge and awareness.
Digital and e-learning technologies will enhance student learning, and reinforce vocabulary acquisition
and cultural information.
The opportunity may be given for selected students to be part a French Enrichment Program.
Achievement Measures:
Students’ progress in Languages: French will be monitored throughout and will be reported on in the
June and December reports.

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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Inclusion Policy
Rationale:
All students have a right to have their individual needs addressed. All students funded under the
Program for Students with Disabilities (PSD) are welcome at our school.
Aim:
Glen Iris Primary School will ensure that those students who are supported by PSD funding will have
curriculum and programs individualised to meet their needs.
Implementation:
The Assistant Principal or designated staff member will be responsible for the coordination of the
Program for Students with Disabilities and Impairments, including coordination of applications for
funding, coordination of the Student Support Groups, the development and implementation of program
budgets, coordination of staff professional development and issues related to students with disabilities
and their respective program needs.
The appraisal process for applications will occur at the earliest opportunity to provide the maximum
potential for applications to be successful, and to ensure a smooth transition for new students into our
school setting.
Student Support Groups will be established for all eligible students to facilitate curriculum planning and
resource provisions. This procedure will be fully explained to all parties at the first meeting.
Student Support Groups will meet once per term, and will make recommendations to the principal
regarding the development and implementation of individual student programs including student
achievement goals, timelines and methods of evaluation, the use of support staff and external
consultants and the use of any additional resources required. All meetings will be minuted and these
minutes available to all members.
Communication with relevant consultants and support agencies will be undertaken on a needs basis.
Curriculum programs will be inclusive of all students.
Resources:
Bar None Community Awareness Kit for Schools
www.officefordisability.vic.gov.au/bar_none_kit_for_schools.htm

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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Infectious Diseases
Rationale:
To help prevent and control the transmission of infectious diseases in schools.
Primary responsibility for the prevention and control of infectious diseases lies with
individuals, families and public health authorities; however schools also have an
important role to play.
Aims:
Glen Iris Primary school will:
 support the prevention and control of transmission of infectious diseases by
 supporting immunisation programs
 provide prompt and consistent response to detected or suspected cases of
 disease
 aid the prevention and control of infectious diseases
Note: Staff are not expected to give expert advice or treat students, which is the
role of medical practitioners and health authorities as appropriate.
Implementation:
In the event of an infectious disease outbreak, schools must:
 take specific precautions to prevent and control the transmission of
infectious diseases
 minimise contact with body fluids and substances and have procedures that
protect staff and students
 deal with inappropriate student behaviour that could result in exposure tobody fluids including
educating the students about why the behaviour is inappropriate and the potential
consequences.
Principals must ensure a first aid kit is appropriately stocked and contains advice
on handling spills of body fluids and substances. Specific precautions to assist with infection prevention
and control must be followed by all people in a school at all times. They include hygiene and body fluids
and substance precautions. These general precautions include:
 good hygiene practices, particularly washing and drying hands before and after meals,
 after using the bathroom, after nose blowing, and after contact with contaminated objects
 the use of protective barriers which can include gloves and masks
 safe handling of ‘sharps
 use of non-touch technique, as appropriate.
Blood and other body fluids:
Interaction between people at schools should minimise contact with body fluids
and substances, including:
 blood, whether wet or dry secretions
 excretions other than sweat
 other body substances.
Staff members and students should:
 cover broken skin on their hands or lower arms with waterproof occlusive
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dressings at all times
treat blood and other body fluids and substances as being potentially
infectious, avoid direct contact with blood and other fluids and substances,
where possible be familiar with recommended hygiene and standard
precautions,
deal with spills by using single use gloves. If there are no gloves the first
aider will need thoroughly wash their hands and any body parts that were in
contact with the spill using warm water and liquid soap.
use a resuscitation mask, if available, if mouth-to-mouth resuscitation is
required

Note: CPR training should be practised with the use of a single-use
resuscitation mask and mannequins should be cleaned, dried and disinfected.
Exclusion:
Schools must be aware of, and abide by, exclusion requirements during an
outbreak of an infectious disease.
For detailed information on exclusion, see the Department of Health’s website:
https://www2.health.vic.gov.au/public-health/infectious-diseases
Certain excludable infectious diseases require immediate notification to the
Department of Health.
Related legislation
Public Health and Wellbeing Act 2008
Public Health and Wellbeing Regulations 2009

Evaluation:
This policy, plus investment levels, investment terms and types of investments are required to be
formally minuted and reviewed by school council regularly. This policy will be reviewed as part of the
GIPS 3 year policy review cycle. To be ratified by School Council at the May meeting 2017.
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Investment Policy
Rationale:
School Council has a responsibility to manage school funds and in doing so, has a responsibility to
invest funds in a manner that generates the maximum interest revenue with institutions that represent
low risk.
In order to maximise the benefits of both Government Cash Grant and locally raised funds, the School
Council has opted to invest its operating funds with the Westpac Cash Management High Yield
Investment Account. This account not only provides an appropriate level of flexibility for effective
operation of school accounts but also satisfies the statutory requirements in regard to being guaranteed
by the Australian Government.
School funds may also be invested in low risk institutions such as banks, building societies and credit
unions, as approved by the School Council or as directed by the Department of Education and Training,
(all investment institutions must satisfy the statutory requirements in regard to being guaranteed by the
Australian Government). The school’s current primary investment option is Westpac Bank.
Aims:






To ensure School Council investment processes follow DET guidelines.
To ensure school funds will be invested with institutions having a low risk and which attract an
acceptable rate of interest.
To provide the flexibility to meet the school’s commitments.
To maximise the interest earned on the school’s funds while not adversely affecting the daily
running of the school office administration.
To ensure all invested funds are targeted for specific purposes.

Implementation:










All School financial assets will be invested primarily with the bank/s as required by DET.
The cash-flow requirements of the school must be monitored to ensure that there are sufficient
funds available to meet commitments.
The remainder of school financial assets will be invested in approved accounts. School Council
may approve an account provided it is government guaranteed, at call, and provides a suitable
rate of interest.
The Principal and Business Manager will be the only members of staff authorised to move
money between approved accounts.
Interest earned during each year will be allocated according to the acceptance, by School
Council, of a recommendation made by the Finance Committee.
Movement of Funds: The School’s Business Manager and the Principal are to periodically
review the level of funds required to maintain liquidity in the Official Account. The Business
Manager will transfer funds between accounts as required to meet payments being processed
during any one day and will transfer funds into the approved accounts.
All grants and other payments from the Department of Education and Training (DET) are paid
into each school’s individual ‘at call’ High Yield Investment Account.
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These funds, plus locally raised funds, are then transferred into the school’s Official Account on
a needs basis.
School Council must consider whether or not it should leave excess funds in the High Yield
Investment Account, or seek other investment opportunities. The Finance sub-committee of
school council will monitor and make recommendations regarding investment of targeted funds
to school council.
School Council must maintain a manual Investment Register for all investments other than the
High Yield Investment Account. The register will detail date of lodgement, investment institution,
account number, amount invested, and terms of investment including interest rate, maturity date
and interest earned.
All investment and changes to investments, including the ‘roll over’ of existing investments, must
be approved and minuted by School Council, and authorised by the Principal and a School
Council delegate.
All investments will be made in the name of School Council and be reported through CASES.
School Council must not deposit money directly into, or make payments directly from an
investment account. All receipts and payments must be made via the Official Account with the
exception of interest earned and paid directly into an investment account, funds deposited by
DET directly into the High Yield Investment Account, and schools with ATO endorsement to
operate a gift deductible trust fund (e.g. school library or building fund).

Evaluation:
Investment Policy Review:
 This policy is to be reviewed on a regular basis (at least every 12 months) by the Finance
Committee to ensure that it satisfies the investment needs of the school with regard to
maximising the funds available for the school’s programs.
 The Business Manager shall report the movement of all funds monthly to the Finance
Committee. School Council shall ratify accounts at all School Council meetings
 This policy, plus investment levels, investment terms and types of investments are required to be
formally minuted and reviewed by school council regularly.
Ratified by School Council at the November meeting 2017. Next Review 2020.
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Mandatory Reporting Policy
Rationale:
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.
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.
Implementation:
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.
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.
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Reporting a belief:
 Staff members, whether or not mandated, need to report their belief when the belief is formed in
the course of undertaking their professional duties. A report must be made as soon as
practicable after forming the belief and on each occasion on which they become aware of any
further reasonable grounds for the belief.
 If one staff member has a different view from another staff member about making a report and
the staff member continues to hold the belief that a child is in need of protection, that person is
obliged to make a report to Child Protection.
Protecting the identity of the reporter:
Confidentiality is provided for reporters under the CYFA. The CYFA prevents disclosure of the name or
any information likely to lead to the identification of a person who has made a report in accordance with
legislation, except in specific circumstances.
The identity of a reporter must remain confidential unless:
 the reporter chooses to inform the child, young person or family of the report
 the reporter consents in writing to their identity being disclosed
 a court or tribunal decides that it is necessary for the identity of the reporter to be disclosed to
ensure the safety and wellbeing of the child
 a court or tribunal decides that, in the interests of justice, the reporter is required to attend court
to provide evidence.
Information provided during a protective investigation may be used in a court report if the risks to the
child or young person require the case to proceed to court. In these circumstances, the source of the
information may be required to provide evidence to the court.
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.
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
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the child’s safety, stability or development
the child’s parents cannot or will not protect the child or young person from harm.

Where during the course of carrying out their normal duties, a school staff member forms the belief on
reasonable grounds that a child is in need of protection, the staff member must make a report to Child
Protection regarding this belief and the reasonable grounds for it as soon as practicable.
Staff members may form a professional judgment 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 can fulfill 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.
Note: The role of investigating an allegation of child abuse rests solely with Child Protection and/or
Victoria Police.
The roles and responsibilities of staff in supporting children and young people who are involved with
Child Protection may include acting as a support person for students, attending Child Protection case
plan meetings, observing and monitoring students’ behaviour, and liaising with professionals.
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.
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When a child or young person has moved to another school, professional judgment 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 will be provided with supporting documentation in their staff handbook.
Updates will take place annually as part of the Performance and Development/Staff meeting rotation.
Resources:
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-childprotection-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
Evaluation:

This policy will be reviewed as part of the GIPS 3 year policy review cycle or as required. To be ratified
by School Council at the October meeting 2016. Next review 2019.
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Manual Handling Policy
Rationale:
Manual Handling (including hazardous materials handling) is defined under the Occupational
Health and Safety (Manual Handling Regulations, 2007) as “any activity requiring the use of force
exerted by a person to lift, push, pull, carry or otherwise move or restrain any object.”
Definition:
Manual handling having any of the following characteristics:
 Repetitive or sustained application of force
 Repetitive or sustained awkward posture
 Repetitive or sustained movement
 Application of high force
 Exposure to sustained vibration
Manual handling of live persons or animals
Manual handling of unstable or unbalanced loads, or loads that are difficult to grasp or hold
Aim:
To minimise manual handling risks to all staff, teachers and volunteers at Glen Iris Primary School.
Implementation:
This Policy applies to all school staff, students, visitors, contractors and volunteers. It also applies to all
activities both on and off school property, including school camps, excursions and any other
programmed activity. The Principal will coordinate the plan for managing manual handling in the school
and will ensure resources are provided to meet OHS requirements. The OHS Manual will be stored in
the Office for consultation by all staff when necessary.
Our aim is to promote and maintain the health and well-being of staff, students and visitors and to
minimise the risks of manual handling injuries by implementing a systematic approach as outlined
below:
1. Where possible manual handling risks will be considered prior to any building upgrade, new activities
and/or purchase of all goods to be used in the school.
2. A risk assessment will be undertaken by the OHS representative on tasks identified, as having a
manual handling component and tasks will be assessed in order of priority.
3. The Occupational Health and Safety Representative should be consulted about the identification, risk
assessment or control of risks.
4. Once the risk assessments have been conducted, they will be ordered to establish priorities for
control.
5. The risk control hierarchy will be as follows:
 Redesign to eliminate or reduce the risk as a first step
 Change the workplace, systems of work and/or object
 Provide mechanical aids to reduce the risk and training
 Training and education appropriate to the task
6. Once control measures are in place, they must be evaluated to make sure they are used correctly not
increasing the risk of injury and reduce the manual handling risk. For some manual handling tasks a
combination of the risk control methods for reducing risk may be appropriate, however information,
training or instruction should not be the sole or primary means of controlling the risk.
Manual Handling Risk Identification:
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Tasks likely to cause manual handling risks maybe identified from CASES21 and the first aid
register/register of injuries, by consultation with staff and by direct observation of work practices.
As advised in the Department of Education and Training, manual handling injuries and common and
costly. These injuries range from sprains and strains due to sudden over exertion or forceful
movements, to long-term wear and tear related injuries including Occupational Overuse Syndrome
(previously RSI).
Staff and Parents working within the school environment should be aware of manual handling
risks that occur within this environment, so that effective alternatives can be used. These risks
include:
 Moving furniture
 Carry computers/televisions
 Lifting ladders
 Restraining a frightened child
 Typing school reports using a notebook computer in an awkward posture
 Stretching to reach a high shelf
 Separating students during a situation of conflict
 Lifting heavy sports equipment
 Standing on a table or chair to display student work
 Removing a carton or object from a low shelf
 Carrying large slabs of soft drink
 Lifting 25 litre containers of cleaning chemicals with one hand
 Moving rocks, digging
 Bending for extended periods to be at the same height as students
 In special settings, lifting, changing, supporting, catching students
Resources:
www.eduweb.vic.gov.au/hrweb/ohs/accp/comply.htm
Evaluation:
This policy will be reviewed as part of the school’s review cycle or at any time that DET policy guidelines
are changed. Otherwise this policy will be reviewed as part of the GIPS 3 year policy review cycle. To
be ratified by School Council at the October meeting 2016. Next review 2019.
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Mathematics Policy
Rationale:
Mathematics is essential to effectively participate in our society. A quality numeracy program provides
students with access to important mathematical ideas, knowledge and skills that they will draw on in
their personal and work lives. Digital technology is facilitating this expansion of ideas and provide new
tools for mathematical exploration and invention.
Aims:





develop useful mathematical and numeracy skills for everyday life, work and as active and
critical citizens in a technological world
see connections and apply mathematical concepts, skills and processes to pose and solve
problems in mathematics and in other disciplines and contexts
acquire specialist knowledge and skills in mathematics that provide for further study in the
discipline
appreciate mathematics as a discipline – its history, ideas, problems and applications, aesthetics
and philosophy.

Implementation:
1. Use the Victorian Curriculum Scope and Sequence Chart to determine a sequential learning focus
for the Prep-6 Mathematics program.
2. Involve regular assessment activities and records of student progress that can be used to assist or
extend individual students and therefore cater for different abilities.
3. All staff to follow the Assessment Schedule. Data collected as required.
4. All Teams plan Numeracy together on a weekly basis to provide consistent programs in each year
level. GIPS expectations, mathematical language and mathematical learning relevant to ‘real life’
situations are written into the common planning document.
5. Provide a hands-on approach to the learning of Mathematics utilising a range of tools and
concrete materials as well as the use of technologies.
6. All unit teams will use the Numeracy Planning Proforma
Achievement measures:


Student achievement against Victorian Curriculum F-10



NAPLAN data from Grades 3-5



PAT Maths Year 3-6



Whole School Assessment Schedule

Evaluation:
This policy will be reviewed by staff and the Education Sub Committee as part of the school’s policy
review process. Ratified by school council 2018. Review 2021
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Medication Policy
Rationale:
Schools support student health needs by providing first aid, assisting students with specific medical
conditions and supporting student who require medication during school hours.
Aim:
To ensure Glen Iris Primary School stores and administers prescription and non-prescription medication
correctly.
Implementation:
Glen Iris Primary school has a medication management policy that:
 outlines the school’s processes and protocols
 is ratified by the school council
 is communicated to the school community
 protects student privacy and confidentiality to avoid any stigmatisation
 will ensure that teachers abide by their duty of care by assisting students to take their medication
where appropriate.
Glen Iris Primary school will:






ensure all medication to be administered is accompanied by written advice providing directions for
appropriate storage and administration
in the original bottle or container clearly labelled with the name of the student, dosage and time to
be administered
within its expiry date
stored according to the product instructions, particularly in relation to temperature
encourage parents/guardians to consider whether they can administer medication outside the
school day, such as before and after school and before bed.

Authority to administer:
This table describes how schools obtain authority to administer medication.
Item
Written advice
directions

Clarifying directions

Description
and Glen Iris Primary School requires written advice on a Medication Authority
Form for all medication to be administered by the school. The form should
be completed by the student’s medical/health practitioner ensuring that the
medication is warranted. However if this advice cannot be provided the
principal may agree that the form can be completed by parents/guardians or
adult/independent students.
Note: Medication to treat asthma or anaphylaxis does not need to be
accompanied by the Medication Authority Form as it is covered in student’s
health plan.
Glen Iris Primary School requires:
 clarification about medication from the parents/guardians or
adult/independent student, who may need to contact the
 prescribing medical/health practitioner.
71



general information relating to safe medication practices, ensuring
that the identity of the individual student is not provided to local or
hospital pharmacists.

Administering medication:
Item

Description

Administering

The principal, or their nominee ensures that the correct student receives:
 their correct medication
 in the proper dose
 via the correct method, such as inhaled or orally
 at the correct time of day
 a log is kept of medicine administered
Teachers in charge of students at the time their medication is required:
 are informed that the student needs to be medicated
 release the student from class to obtain their medication.

Recording

A medication log or an equivalent official medications register should be
used by the person administrating the taking of medicine. Good practice is
to have two staff members:
 supervising the administration of medication
 checking the information noted on the medication log.
Note: It is not the school’s role to:
 interpret behaviour in relation to a medical condition
 monitor the effects of medication.
Glen Iris Primary School will not:
 store or administer analgesics such as aspirin and paracetamol as a
standard first aid strategy as they can mask signs and symptoms of
serious illness or injury
 allow a student to take their first dose of a new medication at school
in case of an allergic reaction. This should be done under the
supervision of the family or health practitioner.
 allow use of medication by anyone other than the prescribed student.
Note: Only in a life-threatening emergency could this requirement be varied.
For example, if a student is having an asthma attack and their own blue
reliever puffer is not readily available, one should be obtained and given
without delay.
For information on specialised medical procedures such as injections or
rectal valium see: Complex Medical Care Support. (DET Guidelines)
Glen Iris Primary School will consult with parents/guardians or
adult/independent students and the student’s medical/health practitioner to
determine the age and circumstances by which the student could selfadminister their medication.
Glen Iris Primary School should obtain written permission from the
medical/health practitioner or the parents/guardians, preferably in the
Medication Authority Form for the student to carry their medication. This is
not required for students with Asthma or Anaphylaxis as this is covered
under ASCIA Action Plan for Anaphylaxis and the Asthma Foundation’s
School Asthma Action Plan
Ideally, the self-administered medication should be stored by Glen Iris
Primary School. However where immediate access is required by the
student such as in cases of asthma, anaphylaxis or diabetes the medication
must be stored in an easily accessible location.

Warnings

Specialised procedures
Self administration
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Also at the principal’s discretion, students can carry their own medication
with them, preferably in the original bottle, when:
 the medication does not have special storage requirements, such as
refrigeration
 doing so does not create potentially unsafe access to the medication
by other students.
Storing medication:
Glen Iris Primary School ensures:
medication is stored for the period of time specified in the written instructions received
 the quantity of medication provided does not exceed a week’s supply, except in long-term
continuous care arrangements
 medication is stored securely to minimise risk to others, in a place only accessible by staff who
are responsible for administering the medication, away from the classroom and away from the first
aid kit.
Medication error:
This table describes how schools respond when a student has taken medicine incorrectly.
Step

2
3
4
5

Action
If required, follow first aid procedures outlined in the:
Student Health Support Plan, or
Anaphylaxis Management Plan.
See: Related policies below for:
Anaphylaxis
Health Care Needs.
Ring the Poisons information Line, 13 11 26 and give details of the incident and students
Act immediately upon their advice, such as calling an ambulance, on 000, immediately if you
are advised to do so.
Contact the parents/guardians or the emergency contact person to notified them of the
medication error and action taken.
Review medication management procedures at the school in light of the incident

Related policies: Anaphylaxis
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle. To be ratified by School
Council at the October meeting 2016. Next review 2019.
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Noise Policy
Rationale:
Noise in schools is unavoidable and at times desirable. Exposure to excessive noise over a long period
of time will damage a person’s hearing. There are noise exposure levels set for safety, but recent
changes to noise regulations mean that employers no longer need to test exposure levels before
implementing controls unless there is a doubt about the level of noise actually being hazardous.
Definition:
As a guide, if you are unable to carry on a normal conversation with a person standing next to you
without raising your voice then the noise exposure is probably too high.
Aim:
To manage noise effectively, and to provide an environment that is pleasant, conducive to quality
teaching and learning, and that is safe.
Implementation:















Noise will be monitored at the school as part of the school’s regular Occupational Health &
Safety workplace inspections.
All staff and students will be made aware of the effects of noise on themselves and others.
Minor noise issues that cause aggravation or that interferes with teaching and learning are to
be brought to the attention of the Principal. These may include: turning bells off during public
holidays, noise levels of internal speakers to be monitored, street noise of classrooms fronting
streets, noise of trucks
Noise issues considered to be a safety concern are to be brought to the attention of the OHS
representative and the Principal.
Areas of the school that have the potential to produce excessive noise will undergo noise
monitoring, noise reduction audits and modifications including:
The elimination where possible of practices that produce excessive noise.
The substitution of noisy practices for less noisy alternatives.
The modification or redesign of curriculum or equipment that produce excessive noise.
The isolation or enclosure of equipment that generate excessive noise.
The use of dampers, carpets, baffles, screens, curtains and noise absorbent materials.
Timetable refinements that eliminate clashes of noisy/quiet adjoining classes or outside
maintenance activities such as leaf-blowing
Where possible, grounds activities such as grass mowing will be restricted to out-of-school
hours.
The principal should seek advice from the OHS Advisory Service on 1300 074 715 for
information regarding any areas in concern.

Evaluation:
An annual Occupational Health and Safety review will be conducted by the appointed OHSR in
consultation with the principal and nominees from the OHS committee or after any serious incident or
near miss. The outcomes of this review will be placed on the OHS notice board and will be included
within the Buildings and Grounds committee’s report to School Council and the community. This policy
will be reviewed as part of the school’s three-year review cycle. This policy will be reviewed as part of
the GIPS 3 year policy review cycle. To be ratified by School Council at the October meeting 2016. Next
review 2019.
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Occupational Health & Safety (OHS) Policy
Occupational Health & Safety (OHS) Policy

Rationale:
A healthy and safe working environment is vital to the successful functioning of our school. Promotion
and maintenance of a safe working environment is a responsibility shared by all.
Aims:





To ensure that appropriate standards of workplace safety are maintained at all times.
To raise the profile of Occupational Health and Safety issued within the school.
To create a team approach to health and safety issues.
To prevent accident, injuries and disease in the workplace.

Implementation:















Occupational Health and Safety is a shared responsibility of the School Council and all staff.
An Occupational Health and Safety Committee will be established and it will meet at least
monthly consistent with an OHS committee Charter that it develops. An Occupational Health
and Safety Representative (OHSR) will be elected by staff. The OHSR and the principal will be
members of the OHS committee.
School Council will provide funds to ensure that the appointed workplace OHSR receives the
appropriate training and accreditation.
The OHS committee will establish and conduct an annual OHS Activities Calendar of mandated
and situational OH&S requirements including communication of OHS policy with staff, walkthrough audits, workplace and first aid inspections, policy and first aid reviews, emergency drills,
electrical tag and testing programs, reviews of the OHS Risk Register, training programs etc.
The OHS committee will communicate openly and freely with all staff. This will include the
establishment of an OHS notice-board in the staffroom that will include all minutes of OHS
meetings, our OHS Committee Charter, newsletters, our Agreed OHS Issue Resolution Process,
names and contacts of all OHS committee members, our Consultation and Communication
policy, our current First Aid Summary Sheet, our Risk Management and Occupational
Rehabilitation Program Statement, our Issue Resolution Flowchart, our OHS Activities Calendar,
the Workcover ‘If You Are Injured’ poster and our Emergency Plan.
OHS matters will regularly form part of general staff meeting agendas.
The OHSR and principal and appropriate others will conduct regular ‘walk through’ safety audits
and inspections using appropriate checklists and reports will be agended for OH&S committee to
consider and act upon.
Monthly OHS committee meetings will also include reviews and updates of the OHS activities
calendar, reviews of any incidents or hazards reported by staff, and any new training that is
required.
Adequate resourcing will be available to ensure that control plans and recommendations
resulting from the OH&S committee safety audits, inspections, initiatives or programs can be
fully investigated, planned and implemented as appropriate.
Issues relating to OHS, for example building works being conducted at the school will be
communicated to all staff via staff meetings, the daily bulletin, public address announcements
etc.
Regulations relating to the correct use of equipment and substances will be communicated to all
staff and adhered to.
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The required number of first aid trained personnel and first aid equipment will be maintained at
all times.
All accidents and incidents and near misses will be investigated and reported to the OHS
committee and any other authorities as appropriate.
A formal process of reporting, recording and investigating incidents, including a First Aid
Register and an OHS Risk Register, will be well known, adhered to and maintained. All
employees may raise OHS concerns directly with the OHSR or principal any OHS committee
member at any time.
WorkSafe authority field officers are welcome at our school. Any resulting Improvement Notices
or Prohibition Notices will be complied with, and reported immediately to the Department of
Education Occupational Health & Safety Unit as required.
WorkCover and rehabilitation issues are to be referred to the Principal or Return to Work
Coordinator as necessary.
The principal should seek advice from the OHS Advisory Service on 1300 074 715 for information
regarding any areas in concern.

Evaluation:
An annual Occupational Health and Safety review will be conducted by the appointed OHSR in
consultation with the principal and nominees from the OHS committee or after any serious incident or
near miss.The outcomes of this review will be placed on the OHS notice board and will be included
within the Buildings and Grounds committee’s report to School Council and the community.
This policy will be reviewed as part of the school’s three-year review cycle. Ratified 2018
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Parent Concerns and Complaints
Rationale
Glen Iris Primary School acknowledges that parents and caregivers have a right to raise
concerns and air complaints they may have and to have them addressed appropriately.
The School’s approach to handling concerns and complaints is based on a commitment
to:
 provide a safe and supportive learning environment
 build relationships between students, parents and staff
 provide a safe working environment for staff.
This policy and its associated procedures are to ensure that concerns and complaints
are dealt with in a fair and transparent way. Concerns and complaints will be handled
responsibly, openly and in a timely manner, with the aim of resolving the matter to the
satisfaction of all parties.
Definition of scope of policy
This policy and its associated procedures cover concerns and complaints about:
 general issues of student behaviour that are contrary to the school’s code of conduct
 incidents of bullying or harassment in the classroom or the school yard
This policy does not cover matters for which there are existing rights of review or appeal, as detailed in
the Victorian Government Schools Reference Guide. These matters include:
 student discipline matters involving expulsions
 complaints about employee conduct or performance
 complaints that should be dealt with by performance management, grievance
 resolution or disciplinary action
 complaints by the Department’s employees related to their employment
 student critical incident matters other criminal matters.
Implementation
How to raising a concern or complaint:
 Parents should follow the processes as outlined in this policy.
 Parents should not contact other parents or students about their concerns or complaints as the
school will deal with them following due process.
 Assistance with raising concerns or complaints:
 Complainants can seek the services of an advocate when they feel they are unable to express
their concern clearly. An advocate can be a friend or someone who is available through an
appropriate support organisation who does not receive a fee for service.
All parties involved in addressing a complaint may seek the services of a mediator when there is
difficulty coming to an agreement.
Addressing concerns or complaints:
 The school will make every effort to resolve concerns and complaints before involving other
levels of the Department. Upon receipt of a concern or complaint the school will determine
whether it should be managed through the School’s concerns and complaints process or through
other complaints processes of the Department.
 All complaints will be noted and acted on promptly by the staff member who receives the
complaint.
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The school will provide the complainant with a timeline for investigating the complaint. The
school will make every attempt to resolve a concern or complaint as quickly as possible.
However, if a complaint involves many students and/or complex issues, the school will need
more time to investigate and resolve the issues.
Should the complaint involve complex issues, the school might need to take advice from the
Department’s regional office or central branch which may take more time. The school will inform
the complainant about the new timeline for addressing the complaint and the reasons for any
delays.

Referral of concerns or complaints:
If a person with a concern or complaint is not satisfied with the outcome determined by the school, they
may contact the Department’s appropriate regional office (North Eastern Victoria Region). An officer
from the region will ask the complainant for a complete and factual account in writing of the concern or
complaint and the complainant’s opinion about why the school did not resolve it to their satisfaction.
If the complaint cannot be resolved by the complainant, school and regional office working together, the
regional office may refer it to the Department’s Group Coordination Division. The Division will ask the
complainant for a complete and factual account in writing of the concern or complaint and the
complainant’s opinion about why the school and regional office did not resolve it to their satisfaction and
will ask the complainant to outline their view on the course of action required to resolve the complaint.
Where the complainant is unable to provide a written account the officer from Group Coordination
Division should act on the information provided. Glen Iris Primary School will:
 brief all members of staff about its procedures to address concerns and complaints
 provide staff with access to training and support appropriate to their
 responsibilities under the procedures, ensure staff who manage complaints
 demonstrate the personal attributes outlined in the Good Practice Guide:
Ombudsman Victoria’s Guide to Complaint Handling for Victorian Public Sector
Agencies.
https://www.ombudsman.vic.gov.au/getattachment/Education/Workshops/Compl
aint-handling/Complaint-handling-good-practice-guide-Dec-2012.pdf.aspx
A parent / guardian can raise concerns or complaints about any aspect of the school’s operations.
 Raise your concern as soon as you can after the issue occurs ·
 Put it in writing, providing detailed factual information ·
 Maintain and respect everyone’s privacy and confidentiality ·
 Be calm, courteous, honest and sincere
 Recognise everyone has rights and responsibilities that must be balanced ·
 Respect and understand each other’s point of view; value difference rather than
 judge and blame
 Realise we need to achieve an outcome acceptable to everyone involved
ABOUT WHAT/ISSUE WHO TO CONTACT HOW
Classroom activities, class curriculum,
Friendship issues
Your child’s Class Teacher or Appropriate SpecialistTeacher
Telephone, email, arrange an appointment
Complex student issues, Student Welfare,
School Curriculum, Staff Members Assistant Principal
In writing by hand, email or mail.
Telephone to arrange an appointment.
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School Policy, School Management Principal
In writing by hand, email or mail. Telephone to arrange an
appointment. School Fees & payments General enquiries Office Staff
Telephone, in person
ADDRESSING COMPLAINTS:
Glen Iris Primary School’s response will be prompt, courteous, efficient and fair. We will
follow the process outlined below:
 Acknowledge your complaint by telephone, email or mail and let you know howlong it will take to
investigate (if appropriate), record details in the school’s register of complaints
 Give you a copy of the GIPS Parent Concerns & Complaints Policy
 Investigate and provide a response as soon as possible ·
 Make every effort to resolve your complaint within 20 school days
When a complaint is justified, the school will work with you to find an appropriate remedy such as:
 An explanation or further information
 Mediation, counselling or other support
 An apology, expression of regret or admission of fault
 Change a decision
 Change policies, procedures or practices
 Cancel a debt (such as for school payments) ·
 Refund a fee
 The school will implement the remedy as soon as it can. If the remedy is ongoing, the
 school will attempt to keep you up to date with any progress.
Evaluation
This policy will be reviewed as part of the GIPS 3 year policy review cycle. To be ratified
by School Council at the May meeting 2017. Next review 2020.
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Physical Education Policy
Rationale:
A healthy, physically active lifestyle is conducive to more effective participation in all that society has to
offer and greater levels of success within and beyond school. This requires students to develop the
knowledge, skill and behaviours that enable them to:
 maintain good health and live a healthy lifestyle
 understand the role of physical activity in ensuring good health
 engage in physical activity
 foster life-long participation in physical activity.
The school will follow DET mandated guidelines for time allocated for physical education.
Aim:
The Physical Education program aims to:
 provide students with the knowledge, skills and behaviours to achieve a degree of autonomy in
developing and maintaining their physical, mental, social andemotional health
 develop a positive attitude towards a healthy lifestyle and promote the potential
 for lifelong participation in physical activity through development of physical competence
 develop confidence in using movement skills and strategies that increase motivation to
participate in lifelong physical activity and a balanced lifestyle
 emphasise that engaging in physical activity, games, sport and outdoor
 recreation contribute to a sense of community and social connectedness which are vital
components to improved wellbeing.
Implementation:
Students will:
 be given the opportunity to participate in a balanced, sequential and comprehensive program
based on Victorian Essential Learning Standards including: Athletics, Fundamental Motor Skills,
Ball-handling Skills, Fitness,Gymnastics / Movement, Aquatics, Outdoor Adventure Activities,
Sensory Motor Perceptual Program (Preps), Games, Sport Education and Bike Education (see
Bike Ed Policy)
 engage in a variety of physical activities on their own and with their peers, withand without
equipment, and in a range of environments (indoor, outdoor an aquatic) developing fundamental
motor skills
 have the opportunity to refine and expand their range of skills, and perform them with increasing
precision, accuracy and control in more complex movements, sequences and games
 be encouraged to set personal goals to improve performance by reflecting ontheir skill
development needs, and explore strategies to achieve them discuss the need for safety rules for
equipment use, and practise appropriate safety skills and procedures
 develop social skills that will enable them to function effectively in interpersonal relationships
 be involved in a range of movement experiences to develop physical fitness that will allow the
students to perform daily tasks with control, efficiency and effectiveness
 develop school spirit and positive attitudes to cooperation, teamwork, leadership
and fair play
Additional Sporting Activities
1. Each child will be provided with the opportunity to participate in a School Swimming
Program. The cost of the program will be an additional payment to the ‘Excursion Levy’.
All components of the program will meet DET requirements for school swimming.
2. Each year students will be given the opportunity to be involved in either a gymnastics
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or dance program. An external group may be employed to provide these programs. The
cost will be part of the excursion levy.
3. Students in Year 4, 5, 6 who ride bikes to school will be given the opportunity to
participate in a Bike Education Course. Any costs of the program will be an additional
payment to the ‘Excursion Levy’. All components of the program will meet DET requirements for Bike
Education and be delivered by a trained instructor.
Achievement Measures:
Students’ progress in Physical Education will be monitored throughout and at the end of
each unit. Achievement in Physical Education will be reported on in the June and
December reports.
Resources:
Cycling Activity Guidelines
http://www.education.vic.gov.au/school/principals/spag/curriculum/Pages/cycling.aspx
Bike Ed Resources
https://www.vicroads.vic.gov.au/safety-and-road-rules/road-safety-education/primaryschools/
bike-ed
School Swimming
http://www.education.vic.gov.au/school/principals/spag/curriculum/Pages/swimming.asp
x
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle. To be ratified
by School Council May, 2017 review 2020.
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Process for Policy Development
Rationale:
It is recognised that the whole school community and, in particular, those who are elected to represent
the school community, have a responsibility to ensure that adequate school policies are developed to
guide the life of this school and reflect the school’s purpose and philosophy. It is also recognised that
various members of the school community will have different levels of expertise, interest and different
stakes in developing and implementing the range of policies required. Therefore a process is to be
adopted and followed by the Education and Community Partnerships Sub-Committee.
Aims:
The Education Sub-Committee manages Policy Review and Development by:





maintaining a review schedule of policy statements
ensuring policy reviews are undertaken by the appropriate persons
ensuring all stakeholders have the opportunity to contribute to policy matters
ensuring policy booklets are available for parent borrowing from the Office

The Education Sub-Committee reports to School Council on programs being run in the school by
 outlining programs being undertaken in the school e.g. swimming, cybersafety and providing
recommendations
 monitoring programs and feedback
Implementation:
The following processes are to be adopted for policy development:
1. Initial draft of policy to be written by appropriate group
2. Draft policy presented to Education and Community Partnerships Sub-Committee for
consideration. If major changes required returned to working group. If no changes required,
Education and Community Partnerships Sub-Committee endorses draft
3. Policy distributed to wider school community through notification in the newsletter including
School Council Members and Staff for input
4. Education and Community Partnerships Sub-Committee makes appropriate modifications in light
of school community feedback or refers to original committee for amendments
5. Education and Community Partnerships Sub-Committee presents final draft to School Council
for ratification and adoption as formal school policy.
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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Purchasing Card Policy
Rationale:
The use of purchasing cards in schools can result in better cash flow management, reduced level of
documentation, enhanced purchasing processes and improved internal controls.
The school’s decision to apply for a purchasing card is not intended to replace the existing purchasing
practice; it is offered as another method of payment for goods and services. A purchasing card is an
enhancement to current methods, to assist with flexibility, time saving and convenience.
School Council is authorised to purchase goods, services, equipment or material for the purposes of the
school using a Corporate Purchasing Card. The School Council may authorise school based staff to be
issued with individual purchasing cards with individual limits under the one account to purchase
approved goods, services, equipment or material for the school using the card facility. This facility is the
DET approved VISA corporate card issued by the Westpac Banking Corporation.
Aim:
To utilise the benefits of a Purchasing Card whilst ensuring the school’s procedures and internal
controls meet the Department of Education and Training requirements in accordance with the Education
and Training Reform Act 2006 (and subsequent amendments).
Implementation:













School Council may authorise the Principal and/or other nominated staff members as
Cardholders.
School Council, after advice from the Principal, appoints an “Authorisation Officer”.
An “Undertaking by the Card holder” is completed by each user after modifications by the
principal.
The Principal ensures that all approved cardholders receive a briefing on the use under specific
guidelines prior to being issued with the card.
The Principal ensures that the cardholders’ names, card details, and other information are
minuted at School Council, including any subsequent changes.
Current Cardholders and credit limits will be reviewed by School Council annually.
Internal controls for use of a purchasing card will be followed as per the Ministerial Guidelines
and Directions 1 to 6 of 2008, with appropriate documentation completed, checked and
authorised by approving officers as per Department of Education and Training guidelines.
Cards are to be kept safe by Cardholders while in use. At all other times the cards are to be
kept in the school safe.
Lost cards are to be immediately reported to the Westpac Banking Corporation and School
Principal by the relevant Cardholder.
Purchasing Cards may be used for online purchasing subject to the usual internal control
requirements set out in the Purchasing Policy.
The Business Manager will arrange for the monthly purchasing card statement/s to be attached
to the relevant reports (CASES21 Finance) and tabled at School Council meetings.
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Staff that leave must return their cards, together with their reconciliation. The cards are
to be destroyed and cancelled with the Westpac Banking Corporation.
An access log is to be kept by the Business Manager of cards signed out and signed back in
when they are returned.
The Business Manager will complete and return the Annual Statement of Assurance document
signed by the Principal, regarding the appropriate school purchasing card usage, as initiated by
the Department of Education and Training.

Evaluation:
Evaluation of this policy will be carried out annually by the Principal and representatives from School
Council, as part of the Policy Committee’s cyclic review process, or beforehand if a significant issue
arises.To be ratified by the school council at the November 2017 meeting. Next Review 2018.
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Risk Management Policy
Rationale:
Glen Iris Primary School will manage risk appropriately, in order to maximise their ability to deliver on
their objectives, to make sound decisions, safeguard student and employee wellbeing and contribute to
meeting the Victorian community and Government expectations for accountable and responsible use of
public finances and resources. Glen Iris aims to enable proactive management of risk and opportunities,
to improve decisions and outcomes.
All schools need to work towards meeting the safety needs of their respective communities as
effectively as possible. A systematic process of evaluation will provide information on which to base
plans for improvement, by reducing risk factors for accidents. School staff must use the Department’s
Risk Management Policy as detailed in the Enhanced Risk Management Policy. School councils must
inform the Minister and the Departmental Head of known major risks to the effective operation of the
school and the risk management systems that it has in place to address these risks (based on Section
81 (1b) of the Public Administration Act 2004).
Definition:
Risk is the effect (positive or negative) of uncertainty on objectives. Risk management is:
 the identification, analysis, assessment, and prioritisation of risks to the achievement of
objectives;
 the coordinated allocation of resources to minimise, monitor, communicate and control risk
likelihood and/or impact, or to maximise the realisation of opportunities; and
 the coordination of activities to direct and control risks to the achievement of objectives.
Implementation:
 Collect Information: All injuries will be investigated by the principal and the OH&S
representative who will take immediate action to avoid a recurrence, if possible. Injuries will be
recorded using Edusafe Online Database, and recorded on CASES21. Routine workplace
inspections will occur in a manner consistent with the school’s OH&S policy.
 Analyse Data: The Occupational Health and Safety Representative will analyse all of the above
data to ascertain accident patterns, identify risks, determine priorities, and in consultation with
the community, develop a strategic plan to be implemented to eliminate or control all identified
hazards. School Council or DET are to fund the improvements required.
 Prevention: The strategic plan will be implemented with resources, responsibilities and timelines
all being identified. A Hazard Alert Register will be developed and maintained. Where possible
all hazards will be eliminated, otherwise the risk will be reduced by means of changed work
practices as a result of a Task Analysis, changed equipment, protective equipment, emergency
planning, safety equipment etc. School staff must ensure that risk management processes
are integrated into all planning and implementation.
 Child Safe Standard 6: Risk Assessment Plan will be documented (VRQS folder)

Evaluation:
An annual Occupational Health and Safety review will be conducted by the appointed representative, in
consultation with the Principal or after every significant incident. The team will regularly review the Risk
Register to ensure controls remain effective, treatments are being implemented and residual risks
remain tolerable. The outcomes of this review will be included within the Buildings and Grounds
committee’s report to School Council and the community when necessary. This policy will be reviewed
as part of the GIPS 3 year policy review cycle. Ratified by School Council November 2017 Review 2020.
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Science Policy
Rationale:
The Science curriculum supports students to develop the scientific knowledge, understandings and
skills to make informed decisions about local, national and global issues and to participate, if they so
wish, in science-related careers. Science education develops students’ abilities to ask questions and
find answers about the natural and physical world.
Aims:
Science will provide opportunities for students to develop an understanding of
 important science concepts and processes,


the practices used to develop scientific knowledge,



the contribution of the sciences to our culture and society,



prepare students for a sustainable future, and



its applications in our lives.

Implementation:
 Science will be included within our integrated curriculum and is an essential aspect of the inquiry
learning process.
 All students at our school will follow a sequential science program based on the Victorian
Curriculum learning focus statements.
 Students will develop knowledge and skills central to chemical, biological, environmental and
physical sciences, apply knowledge and understanding of some scientific principles and ideas to
predict and explain the natural and physical world
 Students will develop scientific skills to investigate, reason and analyse and to ask questions and
find solutions, develop scientific attitudes and be able to communicate scientific understandings
in appropriate scientific language and prepare students to be equipped for a sustainable future.
 Science will be taught as part of the inquiry-based curriculum not as a stand-alone subject.
Achievement Measures:
 Students’ individual abilities will be measured at the commencement of each unit of work so that
individual needs can be identified and catered for.
 Students will gain an understanding of the concepts studied through the development of
scientific investigation skills.
 Students’ progress in Science will be monitored throughout and at the end of each unit.
Achievement in Science will be reported in the June and December reports in years 3 to 6 if a
science unit has been taught within the semester.
Resources:
Department Guidelines on Safety in Science will be adhered to.
http://www.education.vic.gov.au/management/governance/spag/curriculum/safety/safescience.htm
Occupational Health and Safety Act 2004

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
Ratified by School Council November 2017 Review 2020
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Slips, Trips and Falls Policy
Rationale:
To develop and implement strategies to ensure that Glen Iris Primary School becomes a falls-safe
school.
Definition:
A falls-safe school is one in which the physical environment is constructed/modified to be as safe as
possible; the movement of people traffic and work organisation follows falls prevention principles and
administrative systems provide the necessary support for the policy to be implemented.
Aims:
Glen Iris Primary School supports and will follow these principles:
 All people working in, attending and visiting the school are entitled to do so without fear of falling
because of some preventable environmental hazard.
 All people have the same entitlements regardless of age or ability.
 Management and staff recognise joint responsibility for falls-safe behaviour.
 The school recognises that people with varying physical abilities have particular needs that need
to be addressed.
 The school encourages staff and students to wear safe and sensible footwear.
 The school monitors playground equipment and student behaviour when using equipment.
Implementation:
All new facilities operated by the school will be designed to be as falls-safe as possible.
 The school will comply with building regulations and requirements to ensure that new
and existing buildings are as falls-safe as possible.
 Educational programs and services provided will have guidelines, which optimise the
likelihood of falls occurring and maximise safety and these guidelines will be publicised
 before programs/services commence.
In-service training in relation to falls prevention by a designated staff member.
 The school will make available curriculum materials and will encourage falls-safety
education for students.
 Identification of falls hazards will occur every six months within the physical environment
audit and be undertaken by the designated staff member or management team member.
 The school community will be encouraged to report falls of both a serious and less
serious nature and near misses.
 The school will continue to implement the footwear policy for students and school
management will promote functional footwear.
Evaluation:
Any incidents reported involving falls will be followed up to identify prevention measures.
www.eduweb.vic.gov.au/hrweb/ohs/accp/comply.htm This policy will be reviewed as part of the GIPS
3 year policy review cycle. To be ratified by School Council at the October meeting 2016. Next review
2019.

87

Sponsorship Policy
Rationale:
Glen Iris Primary School recognises the mutual benefits that can be gained from developing positive
and purposeful partnerships with organisations, businesses and other groups within the wider school
community.
Aim:
To improve student learning, to increase staff development opportunities, and to enhance school
resources through a deliberate strategy of developing positive and purposeful partnerships with
organisations, businesses and other members of the wider school community.
Implementation:
 Any staff member, with Principal approval, can investigate potential sponsorship arrangements.
 The staff member will provide School Council with a detailed written report of any proposal, and
seek School Council approval before finalising any partnership arrangements. Any pecuniary
interests by School Councillors must be declared to School Council at the time of the report.
 All sponsorship and partnership arrangements will be considered by School Council on merit,
and decisions will be made on a case-by-case basis.
 When pursuing potential sponsorship arrangements, the staff member is required to adhere to
the school’s code of ethics and the Department of Education and Training Gifts, Benefits and
Hospitality Policy and Guidelines (pdf - 563.37kb) and Victorian Government Sponsorship Policy
 Sponsorships will only be sought with organisations, companies and societies where a clear and
demonstrable benefit for the students and the school’s programs can be guaranteed.
 Sponsorship arrangements must take into account the views of the school community, as well as
the school values, goals and objectives.
 Sponsorship arrangements will only be entered into with organisations, companies and societies
that have a positive public image, are associated with products and services appropriate for a
school to align themselves, and that improves educational outcomes for students.
 Arrangements must not be entered into with companies directly involved with tobacco or alcohol
products, or that are associated with offensive subjects or themes or activities, or that seek
information from the school that would contravene the Information Privacy Act 2001, or political
parties, or gaming venues. Arrangements must also not be entered to with religious
organisation, unregistered charities and not-for-profit organisations or any company or
organisation that is financially unsound or unstable.
 Arrangements must not be entered into that will result in activity in breach of Code of Conduct for
the Victorian Public Sector.
 Sponsorships arrangements that contain restrictions regarding the school’s ability to purchase
goods and services freely, or restrict the schools ability to make choices in any way, or expect
the school to endorse or promote their product or services will be avoided.
 Each individual sponsorship arrangement will be reviewed on an annual basis by School
Council.
Evaluation:This policy will be reviewed as part of the GIPS 3 year policy review cycle.Ratified by
School Council October 2017. Next Review 2020.
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Staff Leave Policy
Rationale:
This Policy is to be read in conjunction with the School Policy and Advisory Guide (SPAG) the School
Strategic Plan and the Equal Opportunity Policy.
All staff should receive equitable opportunity to be granted leave entitlements at a time mutually suitable
to the individual and to the school.
Aim:
To ensure the granting of leave should not disadvantage the school's curriculum organisation or delivery
or financial position
Definitions
Definitions:
 Long Service Leave, Leave Without pay, Study Leave, Marriage Leave, Sporting Competitions
Leave, Trade Union Training, Isolated forms of Spouse Leave, Carers Leave, Pressing necessity
 Non-discretionary Leave: Must be granted. This includes: Jury Leave, Defence Forces Leave,
Maternity Leave, Other forms of leave as listed in SPAG.
Discretionary leave: May be granted by the Principal on consideration of factors listed above.
Implementation will include:
 Guidelines as set out in School Policy and Advisory Guide (SPAG) will be followed.
 The process will be fair, equitable, reasonable, impartial and non-discriminatory.
 The Needs of the school must be balanced against the rights of the individual.
 The Rights of the individual must be recognised, acknowledged and balanced against the needs of
the school.
 Requests for extensions to Family Leave or Leave without Pay will be considered provided that:
a. Individual circumstances are balanced against school needs
b. The school has the ability to remain in budget surplus.
c. It is unlikely that additional extensions will be able to be provided unless school needs allow and
there are exceptional individual circumstances.
 Every attempt will be made to grant leave at the time requested or at the earliest opportunity by
agreement.
 Results of a request for leave will be notified to the applicant in writing via the eduPay and email to
the Principal.
 Should a request be refused, the Principal will discuss the matter with the applicant to endeavour
to arrange a mutually suitable alternative.
 Factors to be taken into account when determining granting of leave include
a) The duration of notice given
b) The numbers of staff currently on leave
c) The period of time since the last leave and the nature of that leave
d) The school's ability to suitably replace that staff member ie needs of the students
e) The extent to which educational programs and services will be affected.
f) The personal circumstances of the applicant
g) Any previous leave requests and the outcomes of those requests
h) The benefit to the individual and to the school
 Leave for Pressing Necessity will have a high priority
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 A lower Priority will be given to application from a staff member who has been granted
leave previously other than Pressing Necessity1
Leave may NOT be granted if the school is operating in a budget deficit. (Leave greater than 30
days is paid outside the school global budget.)
Applications for Leave should be submitted in writing to the Principal at least two (2) terms prior to
the leave commencement with the exception of leave for compassionate or pressing necessity.
Application for these may be made as/when necessary and will be treated on an individual basis.
Applications must specify the exact (inclusive) date of the leave required together with type of
leave and payment details:
Leave without pay
Leave on full pay
Leave on half pay
Payment in advance is available. Staff taking a mixture of paid and unpaid leave should take paid
leave first.
Staff who wish to withdraw or change leave should advise the Principal in writing no later than four
(4) weeks prior to the leave commencement.
Any changes to leave will be at the discretion of the Principal and dependent on the school's ability
to approve these. If a replacement member of staff has been secured, cancellation of that leave
may not be approved.
Every attempt will be made to reconcile difficulties within the school setting to the mutual
satisfaction of all parties.
Appeals in relation to leave application which cannot be resolved in the school setting may be
referred to the Merit and Equity Board.

The Principal is ultimately responsible for the granting of leave but may refer the request to the
Leadership Team for advice or recommendation.

Resources:
http://www.education.vic.gov.au/hrweb/employcond/leave/default.ht
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.

1

Pressing Necessity is defined as permission to be absent from work in order for the employee to deal with an
unforeseen, unusual, or emergency situation, which normally involves the health or safety of the employee or their
immediate family.
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Staff Professional Development Policy
Rationale:
Life long learning is central to the school vision of Glen Iris Primary School being a learning community.
This vision requires staff to adopt and practise an attitude of continual self-improvement through
professional and personal learning, and to embed this learning into their teaching practice. The ongoing
enhancement of student outcomes is underpinned by this emphasis on staff development. There are a
number of assumptions that drive the school approach to staff learning.
1. That staff learning needs and interests are highly individual in nature and
require a differentiated approach
2. That school priorities will require a whole school approach
3. That collaborative learning through teamwork, sharing and feedback across
4. the staff provide a supportive framework for staff learning
5. That staff learning can occur within the teaching day in addition to outside
provision through staff training and external providers
Aims:
 To ensure all school staff have access to high quality professional learningexperiences which
are reflective of their own and the school’s priorities.
 To outline an annual process which ensures all staff have ownership of their learning plan, and
can receive feedback on their development and performance.
 To ensure that the approach to pedagogy practices across the school are consistent and
sequentially appropriate.
 To ensure professional practices are informed by current research, consistent with “best
practice”, and proven to be effective in building student skills and outcomes.
Implementation:
On an annual basis all staff will develop an individual Professional Development
Plan (PDP) which will reflect both school and individual priorities. This document
will identify both planned and incidental learning opportunities.
This document will in the first instance be developed in consultation with the
school professional development team, reviewed mid year and be signed off as
part of the annual PDP process. This signing off will entail discussion about future
areas of learning.
Evaluation:
The Staff Professional Development Policy will be amended by the school leadership as required to
ensure linkage with the School Strategic Plan, Annual Implementation Plan and Departmental
guidelines. The identification of how successful this approach to staff learning has been will be informed
by a range of indicators within the Staff Opinion Survey such as appraisal and recognition and
professional growth.

Evaluation

This policy will be reviewed as part of the GIPS 3 year policy review cycle. To be ratified by School
Council May meeting 2017. Next review 2020.
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SUNSMART Policy
This policy applies to all school events on and off site. This policy was written under the Sunsmart
Guidelines.
Rationale:
This SunSmart policy provides guidelines to:
 Ensure all students and staff have some UV exposure for vitamin D.
 Ensure all students and staff are well protected from too much UV exposure by using a
combination of sun protection measures whenever UV levels reach 3 and above.
 Ensure the outdoor environment is sun safe and provides shade for students and staff.
 Ensure students are encouraged and supported to develop independent sun protection skills.
 Support duty of care requirements
 Support appropriate OHS strategies to minimise UV risk and associated harms for staff and
visitors
Aim:
To ensure students and staff adhere to Sunsmart guidelines
Background:
A balance of ultraviolet radiation (UV) exposure is important for health. Too much of the sun’s UV can
cause sunburn, skin and eye damage and skin cancer. Exposure to the sun’s UV during childhood and
adolescence is associated with an increased risk of skin cancer in later life. Too little UV from the sun
can lead to low vitamin D levels. Vitamin D is essential for healthy bones and muscles, and for general
health.
Legislation and Standards
 Occupational Health and Safety Act 2004
 Education and Training Reform Act 2006: Sch.5 Reg. 1 (1.2)
Procedures
 Staff and students are encouraged to access the daily local sun protection times at
sunsmart.com.au or on the free SunSmart app to assist with the implementation of this
policy.
 A combination of sun protection measures are used for all outdoor activities from September
to the end of April and whenever UV levels reach 3 and above.
Healthy physical environment
1. Seek shade
 A shade audit is conducted regularly to determine the current availability and quality of
shade.
 The school council makes sure there is a sufficient number of shelters and trees providing
shade in the school grounds particularly in areas where students congregate e.g. lunch,
canteen, outdoor lesson areas and popular play areas.
 The availability of shade is considered when planning all other outdoor activities and
excursions.
 In consultation with the school council, shade provision is considered in plans for future
buildings and grounds.
 Students are encouraged to use available areas of shade when outside.
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Students who do not have appropriate hats or outdoor clothing are asked to play in the
shade or a suitable area protected from the sun.

2. Slip on sun protective clothing
 Sun protective clothing is included in our school uniform / dress code and sports uniform. School
clothing is cool, loose fitting and made of densely woven fabric. It includes shirts with collars and
elbow length sleeves, longer style dresses and shorts and rash vests or t-shirts for outdoor
swimming.
3. Slap on a hat
 All students and staff are required to wear hats that protect their face, neck and ears, i.e.
legionnaire, broad brimmed or bucket hats, whenever they are outside.
 Baseball or peak caps and visors are not considered a suitable
4. Slop on sunscreen
 Students must provide their own SPF 30 or higher broad spectrum, water resistant sunscreen.
This is included on the school’s booklist each year.
 Sunscreen is applied at least 20 minutes (where possible) before going outdoors and reapplied
every two hours if outdoors.
 Strategies are in place to remind students to apply sunscreen before going outdoors (e.g.
reminder notices, sunscreen monitors, sunscreen buddies).
 With parental consent, students with naturally very dark brown or black skin are not required to
wear sunscreen to help with vitamin D requirements.
5. Slide on sunglasses [if practical]
 Where practical students and staff are encouraged to wear close fitting, wrap-around sunglasses
that meet the Australian Standard 1067 (Sunglasses: Category 2, 3 or 4) and cover as much of
the eye area as possible.
Learning and skills:
 Programs on skin cancer prevention and vitamin D are included in the curriculum for all year
levels.
 SunSmart behaviour is regularly reinforced and promoted to the whole school community
through newsletters, school homepage, parent meetings, staff meetings, school assemblies,
student and teacher activities and on student enrolment.
Engaging children, educators, staff and families:
Staff and families are provided with information on sun protection and vitamin D through family
newsletters, noticeboards and the service’s website.
As part of OHS UV risk controls and role-modelling, when the UV is 3 and above staff, families and
visitors:
 wear a sun protective hat, covering clothing and, if practical, sunglasses when outside
 apply sunscreen
 seek shade whenever possible
Monitoring and review:
 The school council and staff regularly monitor and review the effectiveness of the SunSmart
policy (at least once every three years) and revise the policy when required by completing a
policy review and membership renewal with SunSmart at sunsmart.com.au.
 SunSmart policy updates and requirements will be made available to staff, families and visitors.
Resources:
The Compact: Roles and Responsibilities in Victorian government school education: Principle 3 (2012)
 DET School Policy & Advisory Guide (SPAG) Sun & UV protection (2011)
 DET Health, Safety & Workcover
 Victorian Early Years Learning and Development Framework (VEYLDF)
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Building Quality Standards Handbook (BQSH): Section 8.5.5 Shade Areas (Oct 2011)
Education and Training Parliamentary Committee Inquiry into Dress Codes and School Uniforms
in Victorian Schools -Government Response
Safe Work Australia:

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle. To be ratified
by School Council May 2017. Next review 2020.
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Sustainability Policy
Rationale:
Glen Iris Primary School aims to become a Sustainable School by reducing our ecological footprint
through adopting sustainable practises in our everyday lives. We will achieve this by integrating
sustainability into all areas of the curriculum and instilling a sense of ownership of and pride in improving
the environment.
Aim:
To lead the community by demonstrating exemplary practice in waste management, water, and energy
usage.
Implementation:
There will be an environmental focus incorporated into one inquiry unit across all year levels.
Energy
 To promote a ‘switch off and save’ policy for technological equipment, lighting and heating/cooling.
Waste
 To assign students to dispose of waste and recycled products daily in the appropriate manner.
 For students to dispose of paper into recycling bins.
 Use recycled paper for printers and photocopiers.
 Promote the reuse principle of paper in classrooms, staffroom and office.
Biodiversity
 Involve community members in planting and maintaining our gardens.
 Engage students and staff in the maintenance of our gardens.
Water
 To promote a ‘water-wise turn off’ policy.
 Students to engage in units of work relating to water conservation based on the Victorian
Curriculum.
 To assign students to monitor water usage and report wastage.
 Plant trees and plants that require minimal watering.
We will encourage community participation in environmental projects undertaken, as well as, invite
parents with expertise to help maintain and improve our school environment. We will also promote
sustainable living through educating the school community through our students.
All people within our school will be informed and responsible for implementing these programs.

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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Teacher Code of Conduct Policy
Rationale:
Staff at Glen Iris Primary School form a professional dedicated team committed to the personal wellbeing and education of the students in their care.
Our school community recognises the importance of, and a responsibility for, ensuring our school is a
safe, supportive and enriching environment that respects and fosters the dignity and self-esteem of
children and young people, and enables them to thrive in their learning and development.
Aims:
This Code of Conduct aims to protect children and reduce any opportunities for child abuse or harm to
occur. It also assists in understanding how to avoid or better manage risky behaviours and situations. It
is intended to complement child protection legislation, Department policy, school policies and
procedures and professional standards, codes or ethics as these apply to staff and other personnel.
Implementation:
The Principal, school leaders and staff of Glen Iris Primary School will support implementation and
monitoring of the Code of Conduct, and will plan, implement and monitor arrangements to provide
inclusive, safe and orderly schools and other learning environments.
The Principal and school leaders of Glen Iris Primary School will also provide information and support to
enable the Code of Conduct to operate effectively.
All staff, contractors, volunteers and any other member of the school community involved in child-related
work are required to comply with the Code of Conduct by observing expectations for appropriate
behaviour below.
The Code of Conduct applies in all school situations, including school camps and in the use of digital
technology and social media.
Acceptable behaviours
As staff, volunteers, contractors, and any other member of the school community involved in childrelated work individually, we are responsible for supporting and promoting the safety of children by:









upholding the school’s statement of commitment to child safety at all times and adhering to the
school’s child safe policy;
treating students and families in the school community with respect both within the school
environment and outside the school environment as part of normal social and community
activities;
listening and responding to the views and concerns of students, particularly if they are telling you
that they or another child has been abused or that they are worried about their safety/the safety
of another child;
promoting the cultural safety, participation and empowerment of students with culturally and/or
linguistically diverse backgrounds
promoting the safety, participation and empowerment of students with a disability;
reporting any allegations of child abuse or other child safety concerns to the school’s leadership;
understanding and complying with all reporting or disclosure obligations (including mandatory
reporting) as they relate to protecting children from harm or abuse; and
if child abuse is suspected, ensuring as quickly as possible that the student(s) are safe and
protected from harm.

96

Unacceptable behaviours
As staff, volunteers, contractors, and any other member of the school community involved in childrelated work we must not:
 ignore or disregard any concerns, suspicions or disclosures of child abuse;
 develop a relationship with any student that could be seen as favouritism or amount to
‘grooming’ behaviour (for example, offering gifts);
 ignore behaviours by other adults towards students when they appear to be overly familiar or
inappropriate;
 exhibit behaviours or engage in activities with students which may be interpreted as abusive and
not justified by the educational, therapeutic, or service delivery context;
 discuss content of an intimate nature or use sexual innuendo with students, except where it
occurs relevantly in the context of parental guidance, delivering the education curriculum or a
therapeutic setting;
 treat a child unfavourably because of their disability, age, gender, race, culture, vulnerability,
sexuality or ethnicity;
 communicate directly with a student through personal or private contact channels (including by
social media, email, instant messaging, texting etc.) except where that communication is
reasonable in all the circumstances, related to school work or extra-curricular activities or where
there is a safety concern or other urgent matters;
 photograph or video a child in a school environment except in accordance with school policy or
where required for duty of care purposes;
 consume alcohol contrary to school policy or take illicit drugs under any circumstances in the
school environment or at other school events where students are present.
Glen Iris Primary School has expectations that the Code of Conduct will be implemented within the
context of Glen Iris Primary School.
Evaluation:
This code of conduct will be reviewed as part of the school’s three-year review cycle, or after any
unexpected or adverse incident origination from an excursion. To be ratified August 2017
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Teaching and Learning Policy
Rationale:
Students are encouraged to maximise their learning potential through access to excellent teaching and
learning programs. Teachers are constantly improving and modifying their practice, to offer a consistent,
high-quality approach to education.
Aim:
Glen Iris Primary will:
 provide and implement quality programs to develop student’s knowledge and skills
 ensure that programs meet the needs of all students
 implement DET initiatives and priorities to ensure that best teaching practices support the
educational needs of all students.
Implementation:
Teachers at Glen Iris Primary will:
1. Implement the Principles of Teaching and Learning initiatives as follows:
a) The learning environment is supportive and productive
b) The learning environment promotes independence, interdependence and selfmotivation
c) Students’ needs, backgrounds, perspectives and interests are reflected in the learning
program
d) Students are challenged and supported to develop deep levels of thinking and
application
e) Assessment practices are an integral part of teaching and learning
f) Learning connects strongly with communities and practice beyond the classroom
2. Assess students using formative and summative strategies against relevant VICTORIAN
CURRICULUM learning outcomes.
3. Ensure curriculum programs are sequential and reflect DET, VICTORIAN CURRICULUM, school
initiatives and values
4. Provide differentiation through programs such as extension, enrichment and intervention
5. Develop Individual learning plans where necessary with students and parents
6. Ensure students are meaningfully engaged in developing their knowledge and skills whenever
possible
7. Enhance curriculum programs through a range of appropriate learning technologies
8. Engage in frequent professional development through means such as peer mentoring, curriculum
days and network meetings
Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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Visitors to the School Policy
Rationale:
To increase experience of the cultural and social features of the community, the Department
encourages schools to:
 ensure parents/guardians partner in their children’s development
 create strong partnerships with community services, schools, businesses and the wider community.
Definitions of types of visitors:
Visitors to schools may include, but are not limited to:
 prospective parents and employees
 those who are addressing a learning or developmental need, such as:
 parent and community volunteers
 invited speakers
 sessional instructors
 representatives of community, business and service groups
 local members of the State and Commonwealth Parliaments
 those who are conducting business such as:
 uniform suppliers
 booksellers
 official school photographers
 commercial salespeople
 trades people
 children’s services agents
 talent scouts
 instructors providing Special Religious Instruction (SRI), see: Special Religious Instruction
Other visitors may include:
 Department of Health and Human Services Child Protection Workers, and Victoria Police, see:
Police and DHS Interviews
 Persons who are authorised to enter on to the school premises, for a specific purpose (e.g.
Worksafe or Environmental Health officers). In such cases school procedures should set out:
 the process for checking the identification and authorisation of such persons
 the process for recording their attendance
 who should facilitate their entry on to the school premises in a manner consistent with the
authorisation.
Implementation:
School policy and procedures regarding visitors to the school must, as a minimum:
 require all visitors arriving and departing during school hours to use a visitors book to record their
name, signature, the date and time, and the purpose of the visit.
 include procedures for assessment and verification of the suitability of visitors to be in a location
where children freely move about, learn and play. The evidence required is generally a working with
children check (WWC Check); however if a visitor’s occupation exempts them from the requirement
to have a WWC check e.g. police officers, teachers, they must provide evidence to support their
claim to an exemption
 ensure that any programs or content delivered by visitors complies with the requirement that
education in Victorian government schools is secular (apart from the provision of Special Religious
Instruction)
 ensure that any programs delivered by visitors are delivered in a manner that supports and
promotes the principles and practice of Australian democracy including a commitment to the elected
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government, the rule of law, equal rights for all before the law, freedom of religion, freedom of
speech and association and the values of openness and tolerance.
To develop local policies and procedures school councils should consult the views of school
communities and address each of the following.
Considerations

School principals should consider

Safety needs






schools are not public places
the safety of students and staff
potential risks posed by visitors
the requirements for paid or volunteer workers to have a Working with
Children Check.

Visitors purpose



categories of visitors that will be allowed into the school and on what
conditions
potential benefits of different types of visits
whether the proposed visit is appropriate for young people (in the
relevant age group)
whether the proposed visit, programs or content to be delivered is
consistent with the values of public education, Department policies and
the Education and Training Reform Act 2006 (Vic)
whether a distinction should be made between the protocols applying
to:
 community-based, not-for-profit groups
 visitors with commercial, advertising or marketing purpose
the potential for a visitor or the content of their program/presentation to
cause controversy within the school or broader community.









Educational merit






whether the proposed visit is:
 for an educational purpose
 consistent with curriculum objectives
the reorganisation of school programs or routines required in relation to
the potential benefits to the students
the appropriate use of Department resources, including teachers’ time.

Legal requirements



legal considerations and Department policies concerning:
 privacy
 photographing of students
 mandatory reporting
 Children First - promoting and protecting the rights and well-being
of children.
 delivery of Special Religious Instruction.

Working with
Children Check
(WWCC)



the suitability of visitors who will be in a location where children move
freely about, learn and play
whether an exemption to the Working With Children Check applies to a
visitor
the evidence provided by the visitor to support their exemption due to
their occupation.
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Considerations
Procedures

School principals should consider











how to communicate policies and procedures to staff, visitors and
community
how to impose conditions on visitors, if required
how to manage and maintain a written record of all visitors
whether visitors will be required to wear a distinguishing badge
circumstances for visitors to be accompanied by a member of staff
that visitors delivering programs directly to students are adequately
supervised by teaching staff of the school, in order for the school’s duty
of care to be discharged to those students
the familiarisation with school routines, including the emergency
management plan, required for regular visitors
when parents will be notified in advance about visitors to the school
requirements for parental permission for students to participate in
programs or related activities delivered by visitors

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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Working with Children Checks Policy
Rationale:
Glen Iris Primary School prides itself on involving parents, guardians, family and caregivers in the
education of all the students. The school also places a high priority on maintaining a safe environment
for all students.
In order to achieve these two objectives, Working with Children Checks will be required for any
volunteer (parent, guardian, caregiver, community member) who participates in school activities which
require the volunteer to have direct contact with a child(ren) and which contact is not (or may not be at
all times) directly supervised.

Aim:
To provide a safe environment at Glen Iris Primary School.
Implementation:
The following activities required all volunteers to have a valid* Working with Children Check:








attendance at school camps;
classroom helper;
playground supervisor;
sports coach of a school team;
parent supervisor on excursions;
transporting students in a car to and/or from a school event (when the transport is organised
through the school); and
travelling with students on buses to and from school events.

From time to time the Principal and/or School Council may add activities to this list at their discretion.
Volunteers will be required to provide their respective Working with Children Check identification
number when volunteering for activities.

* A valid Working with Children Check requires the card to be issued to the volunteer, submission of the
application for a Working with Children Check is not sufficient.
Resources:
http://www.education.vic.gov.au/school/principals/spag/community/Pages/volunteers.aspx
http://www.workingwithchildren.vic.gov.au/home

Evaluation:
This policy will be reviewed as part of the GIPS 3 year policy review cycle.
To be ratified by School Council at the October meeting 2016. Next review 2019.
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