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DEFINITION OF TERMS

Term

Definition

‘the Curriculum’

AusVELS is the current Foundation to Year 10 curriculum. It is an interim
curriculum while the Victorian Curriculum is being fully implemented.
From 2017, the curriculum is the Victorian Curriculum Foundation–10 (F–10). It
sets out what every Victorian student should learn during their first eleven years
of schooling. The Victorian Curriculum F–10 incorporates the Australian
Curriculum and reflects Victorian priorities and standards. Replaces AusVELS
from 2017. For more information see the Victorian Curriculum website:
http://victoriancurriculum.vcaa.vic.edu.au/

‘the Department’

The Department of Education in the State of Victoria. Currently referred to as
the Department of Education and Training (DET). Website:
http://www.education.vic.gov.au/

NAPLAN

National Assessment Program - Literacy And Numeracy. An annual assessment
for students in Years 3, 5, 7 and 9. It has been part of the school calendar since
2008.

‘the School’

Deepdene Primary School. For the purposes of this document, this encompasses
the Principal, Assistant Principal, teaching staff and support staff employed at
Deepdene Primary School.
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ANAPHYLAXIS MANAGEMENT

SCHOOL STATEMENT

Deepdene Primary School will fully comply with Ministerial Order 706 and the associated guidelines
published and amended by the Department from time to time, and the School acknowledges its
responsibility to develop and maintain an Anaphylaxis Management Policy.
PURPOSE AND BROAD GUIDELINES



The aim of this policy is to provide, as far as practicable, a safe and supportive environment in which
students at risk of anaphylaxis can participate equally in all aspects of the student’s schooling.



In conjunction with parents, minimise the risk of an anaphylactic reaction occurring while the student
is in the care of the School (Individual Anaphylaxis Management Plans);



Ensure that all staff members are appropriately trained to respond to an anaphylactic reaction
(Training; School Management and Emergency Response Procedures);



Raise awareness about allergies and anaphylaxis and the School’s Anaphylaxis Management Policy in
the School community (Communication Plan);



Comply with Ministerial Order 706.

Refer to ‘Anaphylaxis Management in Schools’
(www.education.vic.gov.au/school/principals/health/Pages/anaphylaxisschools.aspx )
Note: The terminology in this policy is as defined in Ministerial Order 706.
IMPLEMENTATION



INDIVIDUAL ANAPHYLAXIS MANAGEMENT PLANS

Who must have an IAMP?
The Principal will ensure that an Individual Anaphylaxis Management Plan (“IAMP”) is developed in
consultation with the student’s parents, for any student who has been diagnosed by a Medical
Practitioner as being at risk of anaphylaxis, where the School has been notified of that diagnosis.
What must be included in an IAMP?
The IAMP will include:


Information about the student’s medical condition that relates to allergies and the potential for an
anaphylactic reaction, including the type of allergy or allergies the student has;
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Strategies to minimise the risk of exposure to known and notified allergens while the student is
under the care or supervision of School staff, including during in-school and out-of-school settings
such as classroom activities, recess and lunchtimes, before and after school, and special events
including sports, excursions and camps (Refer ‘ASCIA Risk Minimisation Strategies’ www.allergy.org.au/images/scc/ASCIA_Risk_minimisation_strategies_table_030315.pdf );



Who is responsible for implementing the risk minimisation and preventative strategies;



Information regarding the type and storage of medication;



Emergency contact details;



The ASCIA Action Plan and any other relevant medical information;

When must an IAMP be done?
An IAMP must be in place as soon as practicable after the student enrols, or is diagnosed as being at risk
of anaphylaxis, and where possible before the student’s first day of attendance.
The IAMP will be reviewed, in consultation with the student’s parents, in the following circumstances:


annually;



if the student’s medical condition changes, in so far as it relates to allergies and the potential for an
anaphylactic reaction; or



as soon as practicable after a student has an anaphylactic reaction at School.

Parent responsibilities
It is the responsibility of the student’s parents to:


Inform the School of their child’s allergies and the risk of anaphylaxis;



Provide the original or a colour photocopy of the appropriate fully completed ASCIA Action Plan,
signed and dated by a medical practitioner and including an up-to-date photo;
Red – Anaphylaxis (personal); Green – Allergic reactions; Orange – Anaphylaxis (general)
Refer ‘ASCIA Action Plans for Anaphylaxis’ www.allergy.org.au/health-professionals/anaphylaxisresources/ascia-action-plan-for-anaphylaxis



Provide the School with an in-date adrenaline autoinjector and any other in-date medication that
has been prescribed;



Inform the School in writing if their child’s medical condition changes, and if relevant provide an
updated ASCIA Action Plan;



Respond to the School concerning any requests concerning the student’s medical condition, key
documentation and management strategies.

Staff responsibilities
School staff will implement and monitor the student’s IAMP.
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STAFF TRAINING

The Principal is responsible for:



Ensuring that all School staff are aware of their training obligations under this policy, provided with
training opportunities, and are briefed at least twice per calendar year;
Nominating two School Anaphylaxis Supervisors and ensuring they are aware of their training
obligations and appropriately trained.

All School staff will be:


Expected to have undertaken the ASCIA Anaphylaxis e-training for Victorian Schools followed by a
competency check by a School Anaphylaxis Supervisor in the previous 2 years;



Obliged to attend a briefing twice per calendar year conducted by a staff member who has
successfully completed an Anaphylaxis Management Training Course in the previous 12 months,
covering:


the School’s Anaphylaxis Management Policy;



causes, symptoms and treatment of anaphylaxis;



the identities of the students at risk of an anaphylactic reaction, and where their medication
is located;



how to use an adrenaline autoinjector, including practice with a trainer adrenaline
autoinjector device;



the School’s general first aid and emergency response procedures;



the location of, and access to, adrenaline autoinjectors that have been provided by parents
or purchased by the School for general use.

Two staff members will be nominated as School Anaphylaxis Supervisors and will be required to
undertake a Course in Verifying the Correct Use of Adrenaline Autoinjector Devices 22303VIC in the
previous 3 years.


SCHOOL MANAGEMENT AND EMERGENCY RESPONSE PROCEDURES

School management pursuant to this policy includes:


A complete and up-to-date list of all students identified as being at risk of anaphylaxis must be
maintained;



The IAMPs including ASCIA Action Plans for each student will be located in the administration office;



A copy of the ASCIA Action Plans for each student will be kept with all First Aid Kits, and/or in such
other locations as determined by the Principal;



School staff members will keep a copy of the IAMPs and ASCIA Action Plans for students under their
care (i.e. in their class);



Adrenaline autoinjectors, including those for general use, will be kept in the administration office
and taken by a nominated staff member on excursions, camps and out-of-school special events
attended by a student at risk of anaphylaxis;



A nominated staff member will be responsible for storing the IAMPs, adrenaline autoinjectors, and
other medications;
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The Principal will ensure that while the student is under the care or supervision of the School there
is a sufficient number of School staff present who have successfully completed their training as per
this policy.

If an anaphylactic reaction occurs, this policy is to be read in conjunction with the School’s general first
aid and emergency response procedures policies, and the emergency response procedures in the
student’s ASCIA Action Plan and in those policies must be followed (including notifying emergency
contacts, calling an ambulance, and entering the incident on CASES).



ADRENALINE AUTOINJECTORS FOR GENERAL USE

The Principal will ensure the School purchases adrenaline autoinjectors for general use.
The Principal will determine the number of adrenaline autoinjectors required for general use
considering:


The number of students enrolled at the School who have been diagnosed as being at risk of
anaphylaxis;



The accessibility of adrenaline autoinjectors that have been provided by parents of students who
have been diagnosed as being at risk of anaphylaxis;



The accessibility and availability of adrenaline autoinjectors for general use;



The adrenaline autoinjectors for general use have a limited life, usually expiring within 12-18 months
and will need to be replaced at the School’s expense, either at the time of use of expiry, whichever
comes first.

The Principal will ensure the adrenaline autoinjectors for general use are kept in key locations and these
locations are made known to all staff.



COMMUNICATION PLAN

Staff
Communication with School staff will occur by the following means:


Staff will have access to the Anaphylaxis Management Policy via the School’s internet, and will be
made aware of their obligations to be familiar with this policy;



Staff training and briefings;



Students at risk of anaphylaxis will be identified and staff made aware of details;



The IAMPs and ASCIA Action Plans;



Volunteers, casual relief staff and visiting staff will have access to necessary information and be
briefed on their responsibilities.
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Parents
Communication with parents will occur by the following means:


Parents will have access to the Anaphylaxis Management Policy via the School’s internet, and will be
made aware of their obligations to be familiar with this policy;



Parents may discuss anaphylaxis management and risk minimisation strategies with staff;



IAMPs will be developed in conjunction with parents, and a copy will be given to parents;



Information will be disseminated to parents via newsletters, the internet and via notices.

Students
Communication with students will occur by the following means:


Students will have access to the Anaphylaxis Management Policy via the School’s intranet;



Information regarding anaphylaxis may be provided in group settings, classes and assemblies.

EVALUATION

The Principal must ensure an Annual Risk Management Checklist is completed at the start of each year.
This policy will be reviewed annually.
Last updated July 2016.
Ratified by School Council:
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ARTS

GENERAL STATEMENT

All students will be provided with engaging learning experiences in Performing and Visual Arts. At all levels,
learning programs in The Arts Disciplines will provide opportunities for children to develop their ability to
express personal ideas, feelings and experiences in imaginative ways.

RATIONALE

The purpose of the Visual Arts Program is to:


Provide opportunities for children to develop skills and techniques using a variety of media,
materials, equipment and technologies.

The purpose of the Performing Arts Program is to:


Develop skills in music, dance and drama.

BROAD GUIDELINES

Through the Visual and Performing Arts programs, children will:








Develop their creative and expressive capacities by learning about the different practices, disciplines
and traditions that have shaped the expression of culture locally, nationally and globally
Make, respond and learn to appreciate the specific ways arts are presented in different disciplines
Develop their ability to express, represent and communicate individual ideas, while taking into
account community, identity and different histories and cultures
Explore the performing arts in Dance, Drama and Music
Explore the world of visual representation and expression in Visual Arts
Be encouraged to respect and value the contributions of Aboriginal and Torres Strait Islander peoples
to Australia’s arts heritage
Be both artist and audience in the arts.

BASIS OF DISCRETION

The teacher may depart from these guidelines when he/she believes the interests of a student, or
circumstances within the school require different arrangements.
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IMPLEMENTATION











Learning programs and student reports should reflect understanding of learning needs in The Arts.
All children will have the opportunity to have their work displayed or presented
All children will have the opportunity to perform in front of an audience
The Performing and Visual Arts teachers will work collaboratively with classroom teachers to
coordinate school performances and presentations.
Music notation skills are learnt through games and activities using tuned and untuned instruments,
body percussion and instruments currently being learnt by individual children.
All children will have access to computers, iPads or associated technologies for arts purposes, where
applicable.
Private, individual music tuition is available at school for interested students on a ‘user-pay system’
(Levels 1-6).
All children will be given the opportunity to be involved in the school’s choral program (Levels 4-6),
individual instrumental programs (Levels 3-6) and ensemble programs (Levels 3-6).
Professional Development in The Arts should be encouraged and supported for the enrichment of a
comprehensive Arts program.

EVALUATION

Major evaluation every three years.
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ADMINISTRATION OF MEDICATION
PURPOSE

To explain to parents/carers, students and staff the processes Deepdene Primary School will follow to safely
manage the provision of medication to students while at school or school activities, including camps and
excursions.
SCOPE

This policy applies to the administration of medication to all students. It does not apply to:





the provision of medication for anaphylaxis which is provided for in our school’s Anaphylaxis Policy
the provision of medication for asthma which is provided for in our school’s Asthma Policy [Schools
should have an Asthma Policy in place if they have a student enrolled who has been diagnosed with
asthma.
specialised procedures which may be required for complex medical care needs.

POLICY

If a student requires medication, Deepdene Primary School encourages parents to arrange for the medication
to be taken outside of school hours. However, Deepdene Primary School understands that students may need
to take medication at school or school activities. To support students to do so safely, Deepdene Primary
School will follow the procedures set out in this policy.
AUTHORITY TO ADMINISTER

If a student needs to take medication while at school or at a school activity:







Parents/carers will need to arrange for the student’s treating medical/health practitioner to provide
written advice to the school which details:
o the name of the medication required
o the dosage amount
o the time the medication is to be taken
o how the medication is to be taken
o the dates the medication is required, or whether it is an ongoing medication
o how the medication should be stored.
In most cases, parents/carers should arrange for written advice to be provided in a Medication
Authority Form which a student’s treating medical/health practitioner should complete.
If advice cannot be provided by a student’s medical/health practitioner, the principal (or their
nominee) may agree that written authority can be provided by, or the Medication Authority Form can
be completed by a student’s parents/carers.
The principal may need to consult with parents/carers to clarify written advice and consider student’s
individual preferences regarding medication administration (which may also be provided for in a
student’s Student Health Support Plan).
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Parents/carers can contact Deepdene Primary School for a Medication Authority Form.
ADMINISTERING MEDICATION

Any medication brought to school by a student needs to be clearly labelled with:




the student’s name
the dosage required
the time the medication needs to be administered.

Parents/carers need to ensure that the medication a student has at school is within its expiry date. If school
staff become aware that the medication a student has at school has expired, they will promptly contact the
student’s parents/carers who will need to arrange for medication within the expiry date to be provided.
If a student needs to take medication at school or a school activity, the principal (or their nominee) will ensure
that:









Medication is administered to the student in accordance with the Medication Authority Form so that:
the student receives their correct medication
in the proper dose
via the correct method (for example, inhaled or orally)
at the correct time of day.
A log is kept of medicine administered to a student.
Where possible, two staff members will supervise the administration of medication.
The teacher in charge of a student at the time their medication is required:
o is informed that the student needs to receive their medication
o if necessary, release the student from class to obtain their medication.

Self-administration
In some cases it may be appropriate for students to self-administer their medication. The principal may
consult with parents/carers and consider advice from the student’s medical/health practitioner to determine
whether to allow a student to self-administer their medication.
If the principal decides to allow a student to self-administer their medication, the principal may require
written acknowledgement from the student’s medical/health practitioner, or the student’s parents/carers
that the student will self-administer their medication.
STORING MEDICATION

The principal (or their nominee) will put in place arrangements so that medication is stored:






securely to minimise risk to others
in a place only accessible by staff who are responsible for administering the medication
away from a classroom (unless quick access is required)
away from first aid kits
according to packet instructions, particularly in relation to temperature.
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For most students, Example School will store student medication in the School Office or First Aid Room
The principal may decide, in consultation with parents/carers and/or on the advice of a student’s treating
medical/health practitioner:
-

that the student’s medication should be stored securely in the student’s classroom if quick access
might be required
to allow the student to carry their own medication with them, preferably in the original packaging if:
o the medication does not have special storage requirements, such as refrigeration
o doing so does not create potentially unsafe access to the medication by other students.



WARNING
Deepdene Primary School will not:


in accordance with Department of Education and Training policy, store or administer analgesics such
as aspirin and paracetamol as a standard first aid strategy as they can mask signs and symptoms of
serious illness or injury
allow a student to take their first dose of a new medication at school in case of an allergic reaction.
This should be done under the supervision of the student’s parents, carers or health practitioner
allow use of medication by anyone other than the prescribed student except in a life threatening
emergency, for example if a student is having an asthma attack and their own puffer is not readily
available.




MEDICATION ERROR

If a student takes medication incorrectly, staff will endeavour to:
Step










Action
If required, follow first aid procedures outlined in the student’s Health Support
Plan or other medical management plan.
Ring the Poisons Information Line, 13 11 26 and give details of the incident and
the student.
Act immediately upon their advice, such as calling Triple Zero “000” if advised to
do so.
Contact the student’s parents/carers or emergency contact person to notify
them of the medication error and action taken.
Review medication management procedures at the school in light of the incident.
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In the case of an emergency, school staff may call Triple Zero “000” for an ambulance at any time.

REVIEW CYCLE

This policy was last updated on May 2018 and is scheduled for review in 2020
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ASSESSMENT AND REPORTING OF STUDENTS

PURPOSE




Assessment for all students should promote a positive attitude towards learning.
Reporting procedures to students and parents should clearly communicate the achievement of
students, and provide recommendations for future learning. Assessment and reporting should foster
co-operation and encourage communication between parents, teachers and students concerning
the student’s progress.

BROAD GUIDELINES

The Assessment and Reporting procedures should:








Help students become aware of their present stage of development, focus on achievement, build on
their strengths and acknowledge weaknesses to be overcome.
Monitor the effectiveness of the teaching/learning programs and processes.
Nurture students’ sense of personal worth.
Provide information to parents, students and staff about what has been learned, what skills
mastered, what learning experiences have been provided and recommendations for future learning.
Actively involve children in the assessment and reporting process through peer and self-assessment.
Describe the children’s progress in language which is constructive, clear, specific and appropriate to
the curriculum, as set out in The Curriculum.
The Department’s assessment and reporting policy will be followed.

IMPLEMENTATION

All teachers should follow the Yearly Reporting and Assessment Schedule.
REPORTING SCHEDULE

Term I

Parent/Teacher Interviews – ‘Getting to know you’
Parent Information Booklets

Term II

Mid-year written report - End of Term 2
Presentation of Student Assessment Folder
Parent/Teacher Interviews

Term IV

Written Report - December

Interviews between parents, students and staff are arranged as required.
Children may attend half year Parent/Teacher interviews.
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EVALUATION TECHNIQUES























student self-evaluation
peer discussion
continual teacher observation
check lists
anecdotal records
samples of children’s work
diagnostic self-evaluation
diagnostic testing
class tests
evaluation of errors
teacher discussing children’s work with children
special educational consultant’s reports
educational psychologists - reports.
parent/teacher Interviews
written reports
relevant medical data
NAPLAN data
Cumulative Records (Confidential Folder).
o A cumulative confidential folder will be maintained for each child detailing a resume of the
child’s history at Deepdene and containing copies of all school reports, referral reports,
NAPLAN reports and relevant communication letters from parents. The above folder and its
contents are confidential and will be retained at the school.
The Assessment folder will be maintained for each child containing samples of work and tests
administered during the previous year.
Class/Specialist teachers should maintain detailed records of assessment data.

EVALUATION

Program Evaluation:




Leadership Team to review effectiveness of Assessment and Reporting Policy.
Ongoing evaluation of relevant assessment folder tasks and schedule at each year level.
Annual minor evaluation involving staff, parents and pupils where appropriate.
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ASTHMA
PURPOSE

To ensure that Deepdene Primary School appropriately supports students diagnosed with asthma.
SCOPE

To explain to Deepdene Primary School parents/carers, staff and students the processes and procedures in
place to support students diagnosed with asthma.
This policy applies to:
 all staff, including casual relief staff, contractors and volunteers
 all students who have been diagnosed with asthma or who may require emergency treatment for
asthma and their parents/carers.
POLICY
ASTHMA

Asthma is a long term lung condition. People with asthma have sensitive airways in their lungs which react to
triggers, causing a ‘flare-up’. In a flare-up, the muscles around the airway squeeze tight, the airways swell and
become narrow and there is more mucus. This makes it hard to breathe. An asthma flare-up can come on
slowly (over hours, days or even weeks) or very quickly (over minutes). A sudden or severe asthma flare-up
is sometimes called an asthma attack.
Symptoms
Symptoms of asthma can vary over time and often vary from person to person. The most common asthma
symptoms are:





breathlessness
wheezing (a whistling noise from the chest)
tight feeling in the chest
persistent cough

Symptoms often occur at night, early in the morning or during/just after physical activity. If asthma is well
controlled, a person should only have occasional asthma symptoms.
Triggers
A trigger is something that sets off or starts asthma symptoms. Everyone with asthma has different triggers.
For most people with asthma, triggers are only a problem when asthma is not well controlled with
medication. Common asthma triggers include:





exercise
smoke (cigarette smoke, wood
smoke from open fires, burn-offs or
bushfires)
house dust mites
pollens

Deepdene Primary School Policies




colds/flu
weather
changes
such
thunderstorms and cold, dry air




moulds
animals such as cats and dogs

as
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chemicals such
cleaning products



food chemicals/additives



laughter or emotions, such as stress

as

household




deodorants (including perfumes,
after-shaves, hair spray and aerosol
deodorant sprays)
certain
medications
(including
aspirin and anti-inflammatories)

ASTHMA MANAGEMENT

If a student diagnosed with asthma enrols at Deepdene Primary School:
1. Parents/carers must provide the school with an Asthma Action Plan which has been completed by the
student’s medical practitioner. The plan must outline:
 the prescribed medication taken by the student and when it is to be administered, for example
as a pre-medication to exercise or on a regular basis
 emergency contact details
 the contact details of the student’s medical practitioner
 the student’s known triggers
 the emergency procedures to be taken in the event of an asthma flare-up or attack.
2. Parents/carers should also provide a photo of the student to be included as part of the student’s
Asthma Action Plan.
3. Deepdene Primary School will keep all Asthma Action Plans:
 in the School Office
 in the classroom of students with asthma
 in the Sick Bay
4. If a student diagnosed with asthma is going to attend a school camp or excursion, Deepdene Primary
School parents/carers are required to provide any updated medical information.
5. If a student’s asthma condition or treatment requirements change, parent/carers must notify the
school and provide an updated Asthma Action Plan.
6. School staff will work with parents/carers to review Asthma Action Plans once a year
Student asthma kit
All students diagnosed with asthma are required to have a student asthma kit at school which contains:



their own prescribed reliever medication labelled with the student’s name
their spacer (if they use one)

Students will be required to keep their asthma kits with them while at school.
Asthma emergency response plan
If a student is:



having an asthma attack
difficulty breathing for an unknown cause, even if they are not known to have asthma

School staff will endeavour to follow the Asthma First Aid procedures outlined in the table below. School staff
may contact Triple Zero “000” at any time.
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Step
1.

Action
Sit the person upright





2.

Be calm and reassuring
Do not leave them alone
Seek assistance from another staff member or reliable student to locate the student’s
reliever, the Asthma Emergency Kit and the student’s Asthma Action Plan (if available).
If the student’s action plan is not immediately available, use the Asthma First Aid as
described in Steps 2 to 5.

Give 4 separate puffs of blue or blue/grey reliever puffer:





Shake the puffer
Use a spacer if you have one
Put 1 puff into the spacer
Take 4 breaths from the spacer

Remember – Shake, 1 puff, 4 breaths
3.

Wait 4 minutes


If there is no improvement, give 4 more separate puffs of blue/grey reliever as above

(or give 1 more dose of Bricanyl or Symbiocort inhaler)
4.

If there is still no improvement call Triple Zero “000” and ask for an ambulance.



Tell the operator the student is having an asthma attack
Keep giving 4 separate puffs every 4 minutes until emergency assistance arrives

(or 1 dose of Bricanyl or Symbicort every 4 minutes – up to 3 doses of Symbicort)
5.

If asthma is relieved after administering Asthma First Aid, stop the treatment and observe the
student. Notify the student’s emergency contact person and record the incident

Staff will call Triple Zero “000” immediately if:






the person is not breathing
if the person’s asthma suddenly becomes worse or is not improving
if the person is having an asthma attack and a reliever is not available
if they are not sure if it is asthma
if the person is known to have anaphylaxis
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Training for staff
Deepdene Primary School will arrange asthma management training for staff via the First Aid Training
provided by Healthguard on an annual basis. This will include:






the procedures outlined in this policy
the causes, symptoms and treatment of asthma
identities of the students diagnosed with asthma
how to use a puffer and spacer
the location of:
o the Asthma Emergency Kits
o asthma medication which has been provided by parents for student use.

Deepdene Primary School will also make available this policy to casual relief staff and volunteers who will be
working with students.
Asthma Emergency Kit
Deepdene Primary School will provide and maintain an Asthma Emergency Kit which will be kept on school
premises at the office.
The Asthma Emergency Kit will contain:







at least 1 blue or blue/grey reliever medication such as Airomir, Admol or Ventolin
at least 2 spacer devices (for single person use only) to assist with effective inhalation of the blue or
blue/grey reliever medication (Deepdene Primary School will ensure spare spacers are available as
replacements). Spacers will be stored in a dust proof container.
clear written instructions on Asthma First Aid, including:
o how to use the medication and spacer devices
o steps to be taken in treating an asthma attack
A record sheet/log for recording the details of an asthma first aid incident, such as the number of puffs
administered

The Office Staff will monitor and maintain the Asthma Emergency Kit. They will:





ensure all contents are maintained and replaced where necessary
regularly check the expiry date on the canisters of the blue or blue/grey reliever puffers and place
them if they have expired or a low on doses
replace spacers in the Kits after each use (spacers are single-person use only)
dispose of any previously used spaces.

The blue or blue/grey reliever medication in the Asthma Emergency Kit may be used by more than one
student as long as they are used with a spacer. If the devices come into contact with someone’s mouth, they
will not be used again and will be replaced.
After each use of a blue or blue/grey reliever (with a spacer):



remove the metal canister from the puffer (do not wash the canister)
wash the plastic casing
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rinse the mouthpiece through the top and bottom under running water for at least 30 seconds
wash the mouthpiece cover
air dry then reassemble
test the puffer to make sure no water remains in it, then return to the Asthma Emergency Kit.

Management of confidential medical information
Confidential medical information provided to Deepdene Primary School to support a student diagnosed with
asthma will be:



recorded on the student’s file
shared with all relevant staff so that they are able to properly support students diagnosed with asthma
and respond appropriately if necessary.

Epidemic Thunderstorm Asthma
Deepdene Primary School will be prepared to act on the warnings and advice from the Department of
Education and Training when the risk of epidemic thunderstorm asthma is forecast as high.
FURTHER INFORMATION AND RESOURCES



Asthma Australia: Resources for schools
School Policy and Advisory Guide:
o Asthma
o Asthma Attacks: Treatment
o Asthma Emergency Kits

REVIEW CYCLE
Policy reviewed 2020, to be reviewed in 2021.
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BULLYING PREVENTION POLICY
PURPOSE:

Deepdene Primary School is committed to providing a safe and respectful learning environment where
bullying will not be tolerated.
The purpose of this policy is to:







explain the definition of bullying
make clear that all forms of bullying at Deepdene Primary School will not be tolerated
ask that everyone in our school community be alert to signs and evidence of bullying behaviour, and
accept responsibility to report bullying behaviour to school staff
ensure that all reported incidents of bullying are appropriately investigated and addressed
ensure that support is provided to students who may be affected by bullying behaviour (including
victims, bystanders and perpetrators)
seek parental and peer group support in addressing and preventing bullying behaviour at Deepdene
Primary School.

When responding to bullying behaviour, Deepdene Primary School aims to:





be proportionate, consistent and responsive
find a constructive and positive solution for everyone
stop the bullying from happening again
restore the relationships between the students involved.

Deepdene Primary School acknowledges that school staff owe a duty of care to students to take reasonable
steps to reduce the risk of reasonably foreseeable harm, which can include harm that may be caused by
bullying behaviour.
SCOPE

This policy applies to all school activities, including camps and excursions.
This policy should be read in conjunction with our school’s Student Wellbeing and Engagement Policy, Duty
of Care Policy and Statement of Values and School Philosophy.
POLICY

Definitions
In 2018 the Education Council of the Council of Australian Governments endorsed the following definition
of bullying for use by all Australian schools:

Bullying is an ongoing and deliberate misuse of power in relationships through repeated verbal,
physical and/or social behaviour that intends to cause physical, social and/or psychological harm. It
can involve an individual or a group misusing their power, or perceived power, over one or more
persons who feel unable to stop it from happening.
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Bullying can happen in person or online, via various digital platforms and devices and it can be obvious
(overt) or hidden (covert). Bullying behaviour is repeated, or has the potential to be repeated, over
time (for example, through sharing of digital records)
Bullying of any form or for any reason can have immediate, medium and long-term effects on those
involved, including bystanders. Single incidents and conflict or fights between equals, whether in
person or online, are not defined as bullying.
Bullying has three main features:




It involves a misuse of power in a relationship
It is ongoing and repeated, and
It involves behaviours that can cause harm.

Bullying can be:




direct physical bullying – e.g. hitting, tripping, and pushing or damaging property.
direct verbal bullying – e.g. name calling, insults, homophobic or racist remarks, verbal abuse.
indirect bullying – e.g. spreading rumours, playing nasty jokes to embarrass and humiliate, mimicking,
encouraging others to socially exclude a person and/or damaging a person’s social reputation or social
acceptance.

Cyberbullying is direct or indirect bullying behaviours using digital technology. For example via a mobile
phone, tablets, computers, chat rooms, email, social media, etc. It can be verbal, written or include use of
images, video and/or audio.
Other distressing and inappropriate behaviours:
Many distressing behaviours may not constitute bullying even though they are unpleasant. Students who are
involved in or who witness any distressing behaviours of concern are encouraged to report their concerns to
school staff.
Mutual conflict involves an argument or disagreement between people with no imbalance of power. In
incidents of mutual conflict, generally, both parties are upset and usually both want a resolution to the issue.
Unresolved mutual conflict can develop into bullying if one of the parties targets the other repeatedly in
retaliation.
Social rejection or dislike is not bullying unless it involves deliberate and repeated attempts to cause distress,
exclude or create dislike by others.
Single-episode acts of harassment, nastiness or physical aggression are not the same as bullying. If someone
is verbally abused or pushed on one occasion, they are not being bullied. Harassment, nastiness or physical
aggression that is directed towards many different people is not the same as bullying. However, single
episodes of harassment, nastiness or physical aggression are not acceptable behaviours at our school.
BULLYING PREVENTION

Deepdene Primary School has a number of programs and strategies in place to build a positive and inclusive
school culture. We strive to foster a school culture that prevents bullying behaviour by modelling and
encouraging behaviour that demonstrates acceptance, kindness and respect.
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Bullying prevention at Deepdene Primary School is proactive and is supported by research that indicates that
a whole school, multifaceted approach is the most effective way to prevent and address bullying. At our
school:









We have a positive school environment that provides safety, security and support for students and
promotes positive relationships and wellbeing
We strive to build strong partnerships between the school, families and the broader community that
means all members work together to ensure the safety of students.
Teachers are encouraged to incorporate classroom management strategies that promote positive
behaviour
A range of year level programs are planned for each year to raise awareness about bullying and its
impacts
In the classroom, our social and emotional learning curriculum teaches students what constitutes
bullying and how to respond to bullying behaviour assertively. This promotes resilience, assertiveness,
conflict resolution and problem solving
We seek to empower students to be confident communicators and to resolve conflict in a nonaggressive and constructive way
Students are encouraged to look out for each other and to talk to teachers and older peers about any
bullying they have experienced or witnessed.

INCIDENT RESPONSE

Reporting concerns to Deepdene Primary School
Bullying complaints will be taken seriously and responded to sensitively at our school.
Students who may be experiencing bullying behaviour, or students who have witnessed bullying behaviour,
are encouraged to report their concerns to school staff as soon as possible.
In most circumstances, we encourage students to speak to the Yard Duty Teacher or class teacher. However,
students are welcome to discuss their concerns with any trusted member of staff.
Parents or carers who may develop concerns that their child is involved in, or has witnessed bullying
behaviour at Deepdene Primary School should contact the class teacher as soon as possible after the incident.
Investigations
When notified of alleged bullying behaviour, school staff are required to:



record the details of the allegations in the student’s file
inform the class teacher, the relevant Area Leader, Assistant Principal and Principal.

The classroom teacher (in conjunction with Area Leader and Assistant Principal) is responsible for
investigating allegations of bullying in a timely and sensitive manner. To appropriately investigate an
allegation of bullying, they may:



speak to the students involved in the allegations, including the victim/s, the alleged perpetrator/s and
any witnesses to the incidents
speak to the parents of the students involved
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speak to the teachers of the students involved
take detailed notes of all discussions for future reference
obtain written statements from all or any of the above.

All communications in the course of investigating an allegation of bullying will be managed sensitively.
Investigations will be completed as quickly as possible to allow for the behaviours to be addressed in a timely
manner.
The objective of completing a thorough investigation into the circumstances of alleged bullying behaviour is
to determine the nature of the conduct and the students involved. A thorough understanding of the alleged
bullying will inform staff about how to most effectively implement an appropriate response to that behaviour.
Serious bullying, including serious cyberbullying, is a criminal offence and may be referred to Victoria Police.
For more information, see: Brodie’s Law.
RESPONSES TO BULLYING BEHAVIOURS

When there is sufficient information to understand the circumstances of the alleged bullying and the students
involved, a number of strategies may be implemented to address the behaviour and support affected
students in consultation with classroom teachers, Area Leaders, Assistant Principal and Principal.
There are a number of factors that will be considered when determining the most appropriate response to
the behaviour. When making a decision about how to respond to bullying behaviour, Deepdene Primary
School will consider:







the age and maturity of the students involved
the severity and frequency of the bullying, and the impact it has had on the victim student
whether the perpetrator student or students have displayed similar behaviour before
whether the bullying took place in a group or one-to-one context
whether the perpetrator demonstrates insight or remorse for their behaviour
the alleged motive of the behaviour, including any element of provocation.

The classroom teacher or Assistant Principal or Principal may implement all, or some of the following
responses to bullying behaviours:
1. Facilitate a restorative practice meeting with all or some of the students involved. The objective of
restorative practice is to repair relationships that have been damaged by bringing about a sense of
remorse and restorative action on the part of the person who has bullied someone and forgiveness
by the person who has been bullied.
2. Facilitate a mediation between some or all of the students involved to help to encourage students to
take responsibility for their behaviour and explore underlying reasons for conflict or grievance.
3. Implement disciplinary consequences for the perpetrator students, which may include removal of
privileges, detention, suspension and/or expulsion consistent with our Student Wellbeing and
Engagement Policy, the Ministerial Order on Suspensions and Expulsions and any other relevant
Department policy.
4. Provide discussion and/or mentoring for different social and emotional learning competencies of the
students involved, including resilience programs
5. Monitor the behaviour of the students involved for an appropriate time and take follow up action if
necessary.
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6. Implement year group targeted strategies to reinforce positive behaviours, for example resilience
programs
The classroom teacher and Assistant Principal are responsible for maintaining up to date records of the
investigation of and responses to bullying behaviour.
Deepdene Primary School understands the importance of monitoring the progress of students who have been
involved in or affected by bullying behaviour. Our ability to effectively reduce and eliminate bullying
behaviour is greatly affected by students reporting concerning behaviour as soon as possible, so that the
responses implemented by Deepdene Primary School are timely and appropriate in the circumstances.

EVALUATION

This will be reviewed on a 1-2 year basis following analysis of school data on reported incidents of, and
responses to bullying to ensure that this policy remains up to date, practical and effective.
Data will be collected through:
 discussion with students
 regular student bullying surveys
 regular staff surveys
 assessment of school based data, including the number of reported incidents of bullying in each year
group and the effectiveness of the responses implemented.
REVIEW CYCLE

This policy was last updated 2020 and is scheduled for review in 2021/2022.
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CAMPS AND EXCURSIONS

GENERAL STATEMENT

Deepdene Primary School is conscious of the value of providing first hand experiences as a basis for
meaningful and effective learning. Excursions, incursions and camps offer an extension to the everyday
classroom program.

RATIONALE

Camps and excursions enhance in-school experiences by providing a variety of social and physical
environments.

BROAD GUIDELINES

This program should provide for the children:








The opportunity to develop inter-dependence through a series of ‘away from school / home’
experiences.
The opportunity for children and their teachers to relate to each other in an ‘away from school /
home’ environment.
The opportunity to provide situations where life skills can be developed.
The opportunity to experience a variety of social environments, generally located outside the school
and home
The opportunity to participate in and contribute to, a range and balance of experiences both cultural
and curriculum based.
The opportunity to improve self-management skills when away from school and home.
The opportunity to participate in enjoyable experiences with peers and teachers.

IMPLEMENTATION








The School Policy and Advisory Guide and Department guidelines for Camps, Excursions and
Outdoor Education will be adhered to.
The camps should, where possible, relate to the topic being focussed on each term or should be
adventure based.
Camp should encompass both financial and academic considerations.
Camp costs will be shared equitably among all attendees.
To ensure access for all, consideration will be given to families in need.
When required, parents may be invited to assist staff on particular camps, with approval to be
sought by School Council.
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Selection of staff to attend camp will take into consideration year level, experience, special expertise
and first aid qualifications.
School organisation may need to vary to accommodate the camp program.
The following is recommended:
o Year 3 2 days / 1 night
Focus: Adventure based / close to Melbourne
o Year 4 3 days / 2 nights
Focus: Adventure based
o Year 5 4 days / 3 nights
Focus: Adventure based
o Year 6 Duration - dependent on Educational Tour being local or interstate
Focus: Educational Tour

EVALUATION

Minor Evaluation of each camp will be carried out annually.
Last reviewed 2017
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CAMPS AND EXCURSIONS RISK MANAGEMENT ASSESSMENT FORMS

The Excursion Coordinator for this event should assess each of the following hazards and any others you think relevant and
complete charts below:
1.
2.
3.
4.

Bushfires
Severe storms and flooding
Earthquake
School Bus Accident/Vehicle Incident

5.
6.
7.
8.

Missing Student
Medical Emergencies
Incidents
Aggressive student behaviour

9.
10.
11.
12.

Intruders
Internal fires and smoke
Snakes and other wildlife
Other relevant to camp area

All relevant Risk Management Plans have been attached. In addition the following risks have been assessed.

Almost
Certain
Likely
Possible

Pre-existing medical
conditions
School Bus Accident/Vehicle
Incident

Likelihood

Unlikely

Medical Emergencies
Incidents
Missing Student
Rare

Insignificant

Minor

Moderate

Major

Severe

Impact
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Environmental Emergency

Medium = Tolerable

Event

Pre-existing medical conditions (asthma,
allergies). Some medical pre-existing
conditions may be triggered or worsened
by outdoor activity, particularly when it is
sudden or strenuous

Allergies
Foods and other allergens such as insect
stings and medication can trigger
anaphylaxis.
A student suffers a severe allergic
reaction (anaphylaxis) to a meal served
by the camp kitchen.

Risk Management Strategies

Asthma Management Plan – Asthma First Aid Plan
Epipen
Medical Conditions Form

Ensure the parents of the food-allergic student supply
information about their child’s allergies, including an
up-to-date action plan for anaphylaxis signed by a
doctor. Make sure this documentation is brought to
the camp.
Ensure all staff attending are trained and know how to
respond.
Communicate with camp operators and the camp cook
in advance. Ensure details are confirmed in writing.

School Bus Accident/Vehicle Incident
A bus transporting students to the camp
is involved in a road accident/break down.

For minor accident, inform school. For serious
accident, phone emergency service.
If possible, reassure students.
Show students where the emergency exit is.
Students to be informed that they must keep their
seat belts fastened and not lean across the aisle to talk
to friends.

Ensure vehicles comply with road authority’s
registration requirements.
Ensure drivers comply with all licensing requirements.
Ensure that equipment carried inside vehicles is
securely stowed so as not to create a risk of injury or
damage.
Missing Student
Provide adequate supervision at all times using ratio of
1:10.
Take roll so as to have a list of all students.
Discuss dangers of leaving group with students.
Students will stay together as a large group except
when split into two smaller groups within confines of
the camp site, at this time they will be under
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supervision of staff member.
If a student does get separated from group all
students will sit in a closely supervised area while one
staff member searches and maintains constant
communication with main group.
School and emergency services will be contacted as
necessary.
A student is injured during an activity and
teachers are unable to call for emergency
services immediately, as they have not
carried a mobile phone or their mobile
has failed e.g. dead battery

Carry out all activities within a safe proximity to camp
site.
Develop a location specific communication strategy for
day-to-day operations and emergencies.(All adults
supervising the activities should always carry a mobile
phone)
Before leaving campsite, make sure that: Your mobile
is fully charged – You have stored the phone numbers
of other staff on camp.

A pre-existing medical condition results in
injury or illness during the excursion

Staff will collect and then review current confidential
medical information for all students and staff. Where
uncertainty exists, additional information will be
sought.
At least one staff member will have first aid qualification
and a first aid kit, which is appropriate to the activity
and the environments to be encountered.
Medical information will be carried by staff on the
excursion and referred to as necessary.
At the start of the excursion, staff will ensure that there
is no new illness that may have an impact on the ability
of the affected student(s) or staff to participate.
Consideration will also be given as to whether that
illness might spread to others in the group.
The emergency response strategy will include
communication and evacuation procedures
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APPROVAL PROFORMA FOR ALL CAMPS, EXCURSIONS AND ACTIVITIES REQUIRING SCHOOL COUNCIL
APPROVAL
DEPARTMENT OF EDUCATION & TRAINING

This proforma details minimum requirements for school council approval. It must be submitted to the principal for
school council approval prior to the excursion.

All information on this proforma is required. Add attachments if necessary.

School councils are responsible for approving:








overnight excursions
camps
interstate/overseas visits
excursions requiring sea or air travel
excursions involving weekends or vacations
adventure activities.

Complete the Student Activity Locator online form three weeks prior to the excursion.
Sections with an * have explanatory notes included at the end of this document.

Ensure you have the most current version of this template
Download from the Safety Guidelines for Education Outdoors website at:

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

PROGRAM NAME, YEAR, LOCATION, DATE(S), TEACHER-IN-CHARGE

Name of program:

Year level(s):

Location(s)- provide address and phone number below:
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Date(s):

Cost per student:

Camp Coordinator:

* EDUCATIONAL PURPOSE

The major learning focus of this Environmental Adventure Resort is for our students to further develop
their self – confidence, problem solving and team work skills
PROGRAM DETAILS

A detailed daily itinerary is attached:
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Supervision strategy for all aspects of the itinerary

* Overnight accommodation

Type of accommodation

Accredited residential campsites

Tents/camping

Other

Physical location. As above

Contact phone number(s):

1. Residential campsite (if applicable)

2. Staff mobiles

ADVENTURE ACTIVITIES:






Flying Fox
Raft Building
Archery
Giant Swing

The conduct of each activity will comply with the requirements outlined in the Safety Guidelines for that
activity.

Staff providing instruction activities have read the relevant safety guidelines, all Westbreen Staff are
trained on the relevant activity at the camp, they then stay on this activity for the rotations.
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All risk management processes are contained within Activity Risk Assessment document

* Transport arrangements

Internal

External

Both

Type of transports and seating capacity: DRIVERS

Will a member of the supervising staff be driving students?

No

Approximate distance between school and destination:

All transport requirements comply with the advice in the School Policy and Advisory Guide, Transporting
Students and VicRoads regulations.

YES

STUDENTS AND STAFF
STUDENTS:

Number of female students:

Number of male students:

Total number of students attending:

List required student preparation, if any:
No preparation for the activities during the camp is required and any necessary equipment will be listed
in a list provided to the students.
A medical form will be completed by all students attending to verify pre-existing medical conditions. A
dietary requirement form will be sent out.
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STAFF:
Where possible all staff members including teachers, school support staff, parents, volunteers and external contractors should
be listed. Indicate those who have a current first aid qualification. Indicate staff members with first aid and CPR training
including the qualification or certification held.

Staff Attending:
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CASH HANDLING
PURPOSE
Cash transactions are one of the most vulnerable areas of the school. To safeguard these assets, 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 practice.
BROAD GUIDELINES


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



















All monies collected in the classrooms will be forwarded to the Office in the classroom zip lock wallets
provided to each class.
No cash is to be kept in the classroom.
A written receipt will be given to all cash payments made over the counter prior to an official receipt
once processing of payment is made.
An official receipt will be issued for all monies received once processed, and the original given to the
payer. In the event that the computer system or CASES21 is unavailable, a hand-written receipt will be
issued.
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 room 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 twice per week – more often if needed. Money will not be left at
the school during school vacation periods.
Bank deposit slips are to be prepared through CASES21 in duplicate. One copy is kept by the bank; the
other copy filed at school for auditing purposes.
Preparation of the banking will be shared by the Administration Officer and Business Manager.
Any discrepancies must be 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.
Cash advances through EFTPOS facilities will not be allowed.
He school has a zero tolerance to fraud.
All cases of suspected or actual theft of money, fraud, misappropriation or corruptions are to be
reported to Executive Director, Audit and Risk Division, DET fraud.control@edumail.vic.gov.
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EVALUATION
This policy will be reviewed as part of the school’s 3-year review cycle.

This policy was ratified by School Council - 2018
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CHILD SAFETY REPORTING OBLIGATIONS POLICY AND PROCEDURES

PURPOSE

The purpose of this policy is to ensure that all staff and members of our school community understand the
various legal and other reporting obligations related to child safety that apply to Deepdene Primary School.
The specific procedures that are applicable at our school are contained at Appendix A.

SCOPE

This policy applies to all school staff, volunteers and school community members. It also applies to all staff
and students engaged in any school and school council-run events, activities and services [such as Outside
School Hours Care].
POLICY

All children and young people have the right to protection in their best interests.
Deepdene Primary School understands the important role our school plays in protecting children from abuse
including:







Physical abuse
Sexual abuse (including sexual exploitation)
Family violence
Emotional abuse
Neglect (including medical neglect)
Grooming

The staff at Deepdene Primary School are required by law to comply with various child safety reporting
obligations. For detailed information about each obligation, please refer to Identifying and Responding to All
Forms of Abuse in Victorian Schools.
At Deepdene Primary School we also recognise the diversity of the children and young people at our school
and take account of their individual needs and backgrounds when considering child safety.
MANDATORY REPORTING

Principals, registered teachers, registered medical practitioners, nurses and all members of the police force
are mandatory reporters under the Children, Youth and Families Act 2005 (Vic).
All mandatory reporters must make a report to the Department of Health and Human Services (DHHS) Child
Protection as soon as practicable if, during the course of carrying out their professional roles and
responsibilities, they form a belief on reasonable grounds that:


a child has suffered, or is likely to suffer, significant harm as a result of physical abuse and/ or sexual
abuse, and
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the child’s parents have not protected, or are unlikely to protect, the child from harm of that type.

A mandatory reporter who fails to comply with this legal obligation may be committing a criminal offence. It
is important for all staff at Deepdene Primary School to be aware that they are legally obliged to make a
mandatory report on each occasion that they form a reasonable belief that a child is in need of protection
and they must make a mandatory report even if the principal does not share their belief that a report is
necessary.
At our school, all mandated school staff must undertake the Mandatory Reporting and Other Obligations
eLearning Module annually.
For more information about Mandatory Reporting see the Department’s School Policy and Advisory Guide:
Child Protection – Reporting Obligations.
CHILD IN NEED OF PROTECTION
Any person can make a report to DHHS Child Protection (131 278 – 24 hour service) if they believe on
reasonable grounds that a child is in need of protection.
The policy of the Department of Education and Training (DET) requires all staff who form a reasonable belief
that a child is in need of protection to report their concerns to DHHS or Victoria Police, and discuss their
concerns with the school leadership team.
For more information about making a report to DHHS Child Protection, see the Department’s School Policy
and Advisory Guide: Child Protection – Making a Report and Four Critical Actions for Schools: Responding to
Incidents, Disclosures and Suspicions of Child Abuse.
At Deepdene Primary School we also encourage all staff to make a referral to Child FIRST when they have
significant concern for a child’s wellbeing. For more information about making a referral to Child FIRST see
the School Policy and Advisory Guide: Child Protection – Reporting Obligations.
REPORTABLE CONDUCT
Our school must notify the Department’s Employee Conduct Branch (9637 2594) if we become aware of an
allegation of ‘reportable conduct’.
There is an allegation of reportable conduct where a person has formed a reasonable belief that there has
been:





a sexual offence (even prior to criminal proceedings commencing), sexual misconduct or physical
violence committed against, with or in the presence of a child;
behaviour causing significant emotional or physical harm to a child;
significant neglect of a child; or
misconduct involving any of the above.

The Department, through the Employee Conduct Branch, has a legal obligation to inform the Commission for
Children and Young People when an allegation of reportable conduct is made.
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Our principal must notify the Department’s Employee Conduct Branch of any reportable conduct allegations
involving current or former teachers, contractors, volunteers (including parents), allied health staff and school
council employees.
If school staff become aware of reportable conduct by any person in the above positions, they should notify
the school principal immediately. If the allegation relates to the principal, they should notify the Regional
Director.
For more information about Reportable Conduct see the Department’s School Policy and Advisory Guide:
Reportable Conduct Scheme.
FAILURE TO DISCLOSE OFFENCE
Reporting child sexual abuse is a community-wide responsibility. All adults (i.e. persons aged 18 years and
over), not just professionals who work with children, have a legal obligation to report to Victoria Police, as
soon as practicable, where they form a ‘reasonable belief’ that a sexual offence has been committed by an
adult against a child under the age of 16 by another person aged 18 years or over.
Failure to disclose information to Victoria Police (by calling 000 or local police station) as soon as practicable
may amount to a criminal offence unless a person has a ‘reasonable excuse’ or exemption from doing so.
‘Reasonable belief’ is not the same as having proof. A ‘reasonable belief’ is formed if a reasonable person in
the same position would have formed the belief on the same grounds.
For example, a ‘reasonable belief’ might be formed when:






a child states that they have been sexually abused
a child states that they know someone who has been sexually abused (sometimes the child may be talking
about themselves)
someone who knows a child states that the child has been sexually abused
professional observations of the child’s behaviour or development leads a mandated professional to form
a belief that the child has been sexually abused
signs of sexual abuse leads to a belief that the child has been sexually abused.

‘Reasonable excuse’ is defined by law and includes:



fear for the safety of any person including yourself or the potential victim (but not including the alleged
perpetrator or an organisation)
where the information has already been disclosed, for example, through a mandatory report to DHHS
Child Protection.

For more information about this reporting obligation, see the Department’s School Policy and Advisory Guide:
Failure to disclose offence.
FAILURE TO PROTECT OFFENCE
This reporting obligation applies to school staff in a position of authority. This can include principals, assistant
principals and campus principals. Any staff member in a position of authority who becomes aware that an
adult associated with their school (such as an employee, contractor, volunteer or visitor) poses a risk of sexual
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abuse to a child under the age of 16 under their care, authority or supervision, must take all reasonable steps
to remove or reduce that risk.
This may include removing the adult (i.e. persons aged 18 years and over) from working with children pending
an investigation and reporting your concerns to Victoria Police.
If a school staff member in a position of authority fails to take reasonable steps in these circumstances, this
may amount to a criminal offence.
For more information about this reporting obligation, see the Department’s School Policy and Advisory
Guide: Failure to protect offence.
GROOMING

Grooming is a criminal offence under the Crimes Act 1958 (Vic). This offence targets predatory conduct
undertaken by an adult to prepare a child, under the age of 16, to engage in sexual activity at a later time.
Grooming can include communicating and/or attempting to befriend or establish a relationship or other
emotional connection with the child or their parent/carer.
For more information about this offence and reporting obligations see: Child Exploitation and Grooming.
RELATED POLICIES AND FURTHER INFORMATION

Child Safe Policy
REVIEW CYCLE

This policy was last updated in June 2019 and is scheduled for review in 3 years.
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APPENDIX A
CHILD SAFETY REPORTING PROCEDURES AT DEEPDENE PRIMARY SCHOOL

FOR STUDENTS




All students should feel safe to speak to any staff member to raise any concerns about their safety or
any other concerns that they have.
If a student does not know who to approach at Deepdene Primary School they should start with a
member of the staff including Assistant Principal or Principal.

MANAGING DISCLOSURES MADE BY STUDENTS

When managing a disclosure you should:













listen to the student and allow them to speak
stay calm and use a neutral tone with no urgency and where possible use the child’s language and
vocabulary (you do not want to frighten the child or interrupt the child)
be gentle, patient and non-judgmental throughout
highlight to the student it was important for them to tell you about what has happened
assure them that they are not to blame for what has occurred
do not ask leading questions, for example gently ask, “What happened next?” rather than “Why?”
be patient and allow the child to talk at their own pace and in their own words
do not pressure the child into telling you more than they want to, they will be asked a lot of questions
by other professionals and it is important not to force them to retell what has occurred multiple times
reassure the child that you believe them and that disclosing the matter was important for them to do
use verbal facilitators such as, “I see”, restate the child’s previous statement, and use non-suggestive
words of encouragement, designed to keep the child talking in an open-ended way (“what happened
next?”)
tell the child in age appropriate language you are required to report to the relevant authority to help
stop the abuse, and explain the role of these authorities if appropriate (for a young child this may be as
simple as saying “I will need to talk to people to work out what to do next to help you”).

When managing a disclosure you should AVOID:



displaying expressions of panic or shock
asking questions that are investigative and potentially invasive (this may make the child feel
uncomfortable and may cause the child to withdraw)



going over the information repeatedly (you are only gathering information to help you form a belief on
reasonable grounds that you need to make a report to the relevant authority)



making any comments that would lead the student to believe that what has happened is their fault



making promises to the child about what will occur next or that things will be different given the process
can be unpredictable and different for each child depending on their circumstances (instead reassure
them that you and others will do your best to help).
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GENERAL PROCEDURES

Our school will follow the Four Critical Actions for Schools: Responding to Incidents, Disclosures and
Suspicions of Child Abuse (Four Critical Actions) when responding to incidents, disclosures and suspicions of
child abuse.
All staff at our school who believe that a child is in need of protection, even if it doesn’t meet the threshold
required for mandatory reporting or the staff member is not a mandatory reporter, should in the first
instance, speak to the Principal or should make the required reports to DHHS Child Protection and/or
Victoria Police as necessary.
At our school the Principal will be responsible for monitoring overall school compliance with this procedure.
Nothing in this procedure prevents a staff member or any other person from reporting to the relevant
authorities if they form a reasonable belief that a child is at risk of abuse.
REPORTING SUSPICIONS, DISCLOSURES OR INCIDENTS OF CHILD ABUSE

Responsibilities of all school staff
If a school staff member reasonably suspects or witnesses an incident of child abuse or receives a disclosure
of child abuse, they must:







If a child is at immediate risk of harm, separate alleged victims and others involved, administer first
aid and call 000.
Speak to the Principal as soon as possible, who will follow the Four Critical Actions.
Make detailed notes of the incident or disclosure Responding to Suspected Child Abuse: Template
and ensure that those notes are kept and stored securely in locked filing cabinet.
If the staff member is a mandatory reporter and reasonably believes that a student has suffered
physical and/or sexual abuse from which the child’s parents have not protected the child, they must
make a report to DHHS Child Protection.
If the staff member has formed a ‘reasonable belief’ that a sexual offence has been against a child,
they must make a report to Victoria Police.

In circumstances where a member of the leadership team disagrees that a report needs to be made, but the
staff member has formed a ‘reasonable belief’ that the child is in need of protection and/or has been the
victim of sexual abuse, the staff member must still contact DHHS Child Protection and/or Victoria Police to
make the report.
RESPONSIBILITIES OF THE PRINCIPAL

The Principal is responsible for promptly managing the school’s response to an incident, suspicion or
disclosure of child abuse, and ensuring that the incident, suspicion or disclosure is taken seriously. The
Principal is also responsible for responding appropriately to a child who makes or is affected by an
allegation of child abuse.
If the Principal receives a report from a school staff member or member of the school community of a
suspicion, disclosure or incident of child abuse, they must:
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Follow the Four Critical Actions as soon as possible, including:
o Responding to an emergency
o Reporting to authorities/referring to services
o Contacting parents/carers and
o Providing ongoing support.
Make detailed notes of the incident or disclosure, including actions taken using the Responding to
Suspected Child Abuse: Template and ensure that those notes are kept and stored securely in locked
office filing cabinet. They are also responsible for ensuring that any staff member who reported the
incident, disclosure or suspicion to them also makes and keeps notes of the incident.
At Deepdene Primary School, the Principal will be responsible for ensuring that there is a prompt
response to the disclosure and that the child is appropriately supported.

If the principal/other nominated staff member responsible above is unavailable, the Acting Principal will
take on the role and responsibilities described in this section.
DUTY OF CARE AND ONGOING SUPPORT FOR STUDENTS

Fulfilling the requirements in this procedure does not displace or discharge any other obligations that arise
if a person reasonably believes that a child is at risk of abuse.
All staff have a duty of care to take reasonable steps to prevent reasonably foreseeable harm to students.
All staff must ensure that the Principal is aware of any incidents, suspicions or disclosures of child abuse as
soon as possible after they occur. This will allow appropriate supports to be put in place for the student
affected.
FOR SCHOOL VISITORS, VOLUNTEERS AND SCHOOL COMMUNITY MEMBERS

All community members aged 18 years or over should be aware of their legal obligations – see Failure to
disclose offence above, in this Policy.
Any person can make a report to DHHS Child Protection if they believe on reasonable grounds that a child is
in need of protection. For contact details see the Four Critical Actions https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildA
buse.pdf
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CLASSROOM HELPERS

GENERAL STATEMENT

Deepdene Primary School values and appreciates the partnership forged between parents and the school as
we work together to achieve excellence in education.
In doing so, we recognise the importance of parent involvement and the subsequent benefit to students.

RATIONALE

We believe that parental involvement in school curriculum activities:









Develops a partnership between home and school
Supports student learning
Enhances school/classroom based programs
Develops parents’ understanding of the curriculum
Develops positive communication between home and school
Provides opportunities for students to work with other adults
Allows the school to utilise parents’ special interests, expertise and abilities
Provides opportunities for students to work in small groups or one to one situations.

BROAD GUIDELINES






Volunteer helpers in the school who are required to work on a ‘one to one’ situation with students
will be asked to undergo a ‘Working with Children’ check.
A teacher must be present whilst volunteers are working with individuals or groups of students.
Classroom helpers will be made aware of the emergency and evacuation procedures.
Teachers are responsible for the organisation of all curriculum activities

Parents are to be guided by the teacher in:




Management of group activities
Understanding the varying capabilities of individual students
Maintaining confidentiality in the wider community

Teachers will ensure that students are aware of the expectations of their behaviour whilst under the care of
the classroom helper.
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IMPLEMENTATION







All students working with a classroom helper must be supervised by a teacher.
Teachers will ensure that classroom helpers are aware of their responsibilities.
Teachers will provide specific guidelines.
Parent helpers who are unable to meet their commitment to a program should notify the school.
Teachers will notify assisting classroom helpers if a program needs to be cancelled.

EVALUATION

Informal feedback from students, staff and parents.
Ongoing monitoring of programs by teachers
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CLASSROOM ORGANISATION
PURPOSE

The School aims to provide a comprehensive and challenging learning program for all children. Classes
should be formed in such a way as to make best use of human and physical resources in order to meet the
school’s educational aims.
BROAD GUIDELINES:












Children may experience different forms of class organisation during their seven years at primary
school.
These may include classes of similar aged children, composite classes (two year levels in the same
class), or multi-age grouping (more than two years in the same class).
When forming new classes, the following criteria will be considered:
mixed academic ability
gender balance
positive friendship groups
After the full seven years at school, children should have been grouped with many others within
their year level.
Classes or grades are normally the basic unit of school organisation. They are not necessarily
permanent and, where it is desirable for educational reasons, may change in composition as
activities vary throughout the day, term or year.
Department guidelines will be considered.

IMPLEMENTATION











Projected enrolments for the following year should be determined by:
Current enrolment
Information from parents on children leaving - parents are required to inform the school following a
Newsletter notice in the first week of October.
Known new enrolments.
The Principal, in consultation with the staff, decides on class groupings for the following year based
on School Policy and enrolment figures. A second option should be prepared to cater for enrolment
changes.
Parents will be kept informed and invited to become involved in developing proposed class
groupings for the following year.
Educational reasons for the classroom organisation will be communicated at the commencement of
each year.
Where possible children and parents will be advised of classroom and class teacher by the end of
the year.

EVALUATION:

Written comments may be retained and reviewed during the evaluation.
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CLASS FORMATION
GENERAL STATEMENT

To provide a clear and consistent framework from which balanced classes may be drawn.
Class teachers, specialist staff, Principal and Assistant Principal will decide upon the compositions of classes.
These decisions will be based upon expert knowledge of student’s needs.
RATIONALE

Children should be grouped to optimise intellectual, emotional and social development.
IMPLEMENTATION








Class lists will be compiled by year level teachers after consultation with colleagues and specialist
staff. Lists are based on each child’s particular abilities, characteristics and needs. Positive
friendships groupings may also be considered.
Parents who have information of social or educational significance which they wish to be taken into
consideration as class lists are prepared, must provide this information in writing to their child’s
teacher or the Principal by the date stipulated in the school newsletter. While parent requests are
taken seriously, not all can be accommodated.
Suggested class lists will be forwarded to the Principal and Assistant Principal for consideration and
finalisation. Once the final composition is decided, no further alterations will be made.
Staff will be allocated to classes by the Principal following appropriate consultation with all teachers.

EVALUATION

At the end of each year the process will be assessed and redefined if necessary.
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COMMUNICABLE DISEASES
GENERAL STATEMENT

The school management has responsibility to ensure, as far as practicable, the provision and maintenance
of a safe, secure working environment in which all staff, students, contractors and visitors can participate in
school and community activities.
This Policy should be read in conjunction with other policies under the Occupational Health and Safety
Policy documentation.
RATIONALE

This Policy operates within the guidelines of the Occupational Health and Safety Act 1985 and our
responsibility of ensuring a safe, secure environment for all staff, students, contractors and visitors.
BROAD GUIDELINES







All students have the right to access education but it follows that parents have the responsibility to
inform the school of any potentially serious communicable diseases to which the student has been
exposed.
Communicable diseases are of concern in our community.
Deepdene Primary School aims to develop responsible behaviour and attitudes in order to eliminate
risks to the health and wellbeing of all members of the school community.
No student will be excluded from Deepdene Primary School on the grounds that he/she has AIDS or
HIV Infection or may have or has been in contact with persons with AIDS or HIV Infection.

IMPLEMENTATION









Guidelines as set out in Schools of the Future Reference Guide 4.5.8 — 4.5.10 will be followed.
A copy of the Exclusions Table will be included in the newsletter at the beginning of each school year
and in the Information Booklet given to all parents new to the school.
Appropriate enrolment procedures regarding provision of Immunization Certificates will be
followed.
Teachers trained in First Aid and all teachers in close contact with a student with Hepatitis B and/or
C will be encouraged to be immunised.
‘AIDS and H1V Policy and Implementation Guidelines’ will be adhered to.
Appropriate safety procedures, as set out in Schools Policy and Advisory Guide will be observed.
Any student with moist skin lesions or abrasions which are weeping or discharging and which cannot
be covered should, as a precaution, remain away from school until the wound can be covered or has
healed.

EVALUATION

Review of processes.
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COMMUNITY PARTICIPATION
GENERAL STATEMENT

Deepdene Primary School values and appreciates the partnership forged between the local community and
school as we work together to achieve excellence in education. In doing so, we recognise the importance of
community involvement and the subsequent benefit to students.
RATIONALE

We believe that community participation in school activities:









Develops the partnership between the community and school
Allows the school to draw on special interests and expertise of community members
Develops a sense of community
Supports student learning
Enhances school/classroom based programs
Develops positive relationships
Provides opportunities for students to work with members of the community
Involves the school community indecision making.

BROAD GUIDELINES







Volunteer helpers from the community will be asked to undergo a ‘Working with Children’ check.
The cost of this check will be met by School Council.
A teacher must be present whilst volunteers from the community are working with individuals or
groups of students.
Community helpers will be made aware of the emergency and evacuation procedures.
Teachers are responsible for the organisation of all curriculum activities
Parent Representatives will be appointed as classroom community liaisons.

Community members are to be guided by the teacher in:




Management of group activities
Understanding the varying capabilities of individual students
Maintaining confidentiality in the wider community

IMPLEMENTATION

Opportunities will be provided for participation in:







School Council
School Council Subcommittees
Parents’ Association
Program support
Fundraising & Sponsorship
Social functions
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Working Bees
Forums

EVALUATION

Formal and informal feedback.
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COMPLAINTS POLICY
PURPOSE




provide an outline of the complaints process at Deepdene Primary School so that parents and
members of the community are informed of how they can raise complaints or concerns about issues
arising at our school
ensure that all complaints regarding Deepdene Primary School are managed in a timely, effective, fair
and respectful manner.

SCOPE

This policy relates to complaints brought by parents, carers, students or members of our school community
and applies to all matters relating to our school. In some limited instances, we may need to refer the
complainant to another Department of Education and Training process where there are different mechanisms
in place to review certain decisions, for example, expulsion appeals.
POLICY

Deepdene Primary School welcomes feedback, both positive and negative, and is committed to continuous
improvement. We value open communication with our families and are committed to understanding
complaints and addressing them appropriately. We recognise that the complaints process provides an
important opportunity for reflection and learning.
We value and encourage open and positive relationships with our school community. We understand that it
is in the best interests of students for there to be a trusting relationship between families and our school.
When addressing a complaint, it is expected that all parties will:






raise and discuss issues in a courteous and respectful manner
acknowledge that the goal is to achieve an outcome that is in the affected student’s best interests and
acceptable to all parties
act in good faith and respect the privacy and confidentiality of those involved, as appropriate
recognise that all parties, including the broader school community, have rights and responsibilities
that must be balanced
recognise that schools and the Department may be subject to legal constraints on their ability to act
or disclose information in some circumstances.

PREPARATION FOR RAISING A CONCERN OR COMPLAINT

Deepdene Primary School encourages parents, carers or members of the community who may wish to submit
a complaint to:





carefully consider the issues you would like to discuss
remember you may not have all the facts relating to the issues that you want to raise
think about how the matter could be resolved
be informed by checking the policies and guidelines set by the Department and Deepdene Primary
School
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Deepdene Primary School is always happy to discuss with parents/carers and community members any
concerns that they may have. Concerns in the first instance should be directed to your child’s teacher. Where
possible, school staff will work with you to ensure that your concerns are appropriately addressed.
Where concerns cannot be resolved in this way, parents or community members may wish to make a formal
complaint to the Principal.
If you would like to make a formal complaint, in most cases, depending on the nature of the complaint raised,
our school will first seek to understand the issues and will then convene a resolution meeting with the aim of
resolving the complaint together. The following process will apply:


Complaint received: Please either email, telephone or arrange a meeting through the front office with
the Assistant Principal or Principal, to outline your complaint so that we can fully understand what the
issues are. We can discuss your complaint in a way that is convenient for you, whether in writing, in
person or over the phone.



Information gathering: Depending on the issues raised in the complaint, the Principal, Assistant
Principal or nominee may need to gather further information to properly understand the situation.
This process may also involve speaking to others to obtain details about the situation or the concerns
raised.



Response: Where possible, a resolution meeting will be arranged with the Assistant Principal/Principal
to discuss the complaint with the objective of reaching a resolution satisfactory to all parties. If after
the resolution meeting we are unable to resolve the complaint together, we will work with you to
produce a written summary of the complaint in the event you would like to take further action about
it. In some circumstances, the Principal may determine that a resolution meeting would not
appropriate. In this situation, a response to the complaint will be provided in writing.



Timelines: Deepdene Primary School will acknowledge receipt of your complaint as soon as possible
(usually within 48 hours) and will seek to resolve complaints in a timely manner. Depending on the
complexity of the complaint, Deepdene Primary School may need some time to gather enough
information to fully understand the circumstances of your complaint. We will endeavour to complete
any necessary information gathering and hold a resolution meeting where appropriate within 10
working days of the complaint being raised. In situations where further time is required, Deepdene
Primary School will consult with you and discuss any interim solutions to the dispute that can be put
in place.

RESOLUTION

Where appropriate, Deepdene Primary School may seek to resolve a complaint by:






an apology or expression of regret
a change of decision
a change of policy, procedure or practice
offering the opportunity for student counselling or other support
other actions consistent with school values that are intended to support the student, parent and
school relationship, engagement, and participation in the school community.

In some circumstances, Deepdene Primary School may also ask you to attend a meeting with an independent
third party, or participate in a mediation with an accredited mediator to assist in the resolution of the dispute.
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ESCALATION

If a parent or community member is not satisfied that their complaint has been resolved by the school, or if
their complaint is about the Principal, then the complaint should be referred to the North Eastern Victorian
Region.
Deepdene Primary School may also refer a complaint to NEVR if we believe that we have done all we can to
address the complaint.
REVIEW PERIOD

This policy was last updated on 22/4/2018 and is scheduled for review in 2020
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CRITICAL INCIDENT RECOVERY
RESPONDING TO A TRAUMATIC OR CRITICAL INCIDENT IN WHICH THE SCHOOL IS INVOLVED









Deepdene Primary School may become directly or indirectly involved in a tragic or traumatic event.
The incident may involve loss of life, serious injury or emotional disturbance. The incident may occur
in the school environment or outside. It may involve staff, students or those close to them. The
network of those involved in a traumatic event can be wide, especially if it directly involves the
school. Feelings of grief and loss can continue over long periods of time.
Counselling should be provided for all those who need it. This may include many who do not seem
to be closely connected to the event or the individuals involved. The school may be in a position to
help grieving families at difficult times, e.g. through the school’s participation in the funeral service.
While school should operate as normally as possible, some degree of flexibility should exist.
It is essential that people be given clear, accurate information at all times. It is essential that a
Critical Incident Recovery Team be formed to manage the short and long term effects.

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 staff members, psychologists, counsellors, external Department personnel,
support agencies etc. The size and composition of the team will be related to the nature of the
incident. Distribute names of the Critical Incident Recovery Team members, and inform others of
the role of the team.
As soon as possible provide information to the community as to what has happened, and what is
being done.
Appoint a skilled Critical Incident Recovery Team member to respond to media enquiries. A written
press release may be useful. If necessary, protect others from contact with the media. Advice
regarding this may be obtained from the Department’s Emergency Communications Centre and the
Department’s 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.
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Continue contact with the family to identify their expectations of the school, e.g. student
participation in funeral or memorial service.
Try to identify those most likely to need help, e.g. classmates, teacher, special friends. Some
students not directly affected may become distressed.
Ensure that counselling help is available. Contact the Regional Office and/or Department if
necessary. All emergency or criminal activity, in which the safety or wellbeing 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.
Continue normal routines at school but acknowledge the effect of tragedy on the school community.
Be flexible with those in need of help. Be aware that many people may be deeply affected, e.g. an
event may cause a person to recall some traumatic event involving them in the past. The
anniversary may also be a difficult time.
Maintain links with the family. The school and family may wish to develop a memorial garden, erect
a memorial plaque, or display a photo in a prominent position in the school.
Be sensitive to staff and student’s needs over a period of time.

LINKS

Links which are connected with this policy are:



the Department’s Emergency Management Planning
the Department’s Emergency and Critical Incidents

EVALUATION

Evaluation of the Plans will follow any critical incident at the school.
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DISTRIBUTION OF MEDICATION
POLICY AND PROCEDURE



Full details of medical conditions and allergies are supplied on the student enrolment form by the
parents or guardians when the student first commences at Deepdene. It is the responsibility of all
parents to keep the administration office fully informed of all conditions and allergies and any
changes to regime or medication as it may affect the student during the school day.



Any severe allergy requiring ready access to medication such as an epipen or ventolin is noted by
administration staff upon enrolment and followed up with the parents. Parents are requested to
complete an asthma management plan or an anaphylaxis action plan. These plans are stored in the
first aid room in folders clearly marked “Asthma Plans” and “Anaphylaxis Plans”.

ANAPHYLAXIS







The Anaphylaxis policy which summarises practice at Deepdene P.S is attached. Information and
I.D. photos pertaining to students with severe allergies are recorded by the administrative staff and
displayed in all first aid bags, with school rolls and in the administration office. The “Students with
medical conditions” summary is attached.
Student epipens, provided by the student’s family, are stored at the administration office and are
taken by the student or their teacher on all school excursions and camps.
School epipens, provided by the school, are stored at the administration office and in teachers’
offices, as appropriate.
All school staff are trained in the use of the epipens in accordance with DET directives. There are
two anaphylaxis training sessions per annum.

ASTHMA





Students are expected to provide their own ventolin and carry it around with them as appropriate.
The school also provides ventolin for emergencies. School supplies of ventolin together with
ventolin spacers are stored in the first aid room and in the sports/excursions first aid bags and the
camps first aid supplies bags. Ventolin is administered as recommended in the student asthma
management plan.
School policy and practice in regard to asthma management at Deepdene operates in accordance
with DET directives.

OTHER ALLERGIES AND CONDITIONS




Parents may request administration staff to store and to oversee dispensation of prescribed
medications. These are stored in the fridge in the first aid room or in the office with the epipens.
Deepdene staff are not permitted to administer any medication without written permission of
parents or guardians. Panadol and asprin are never purchased and are never kept in the first aid
room or with any first aid supplies at Deepdene.
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MONITORING THE EFFECTS OF MEDICATION

Please note: School staff do not monitor the effects of medication and will seek emergency medical assistance if concerned about a student’s
behaviour following medication.

Privacy Statement
The school collects personal information so as the school can plan and support the health care needs of the student. Without the
provision of this information the quality of the health support provided may be affected. The information may be disclosed to relevant
school staff and appropriate medical personnel, including those engaged in providing health support as well as emergency personnel,
where appropriate, or where authorised or required by another law. You are able to request access to the personal information that we
hold about you/your child and to request that it be corrected. Please contact the school directly or FOI Unit on 96372670.

Authorisation:
Name of Medical/health practitioner:
Professional Role:
Signature:
Date:
Contact details:

Name of Parent/Carer or adult/Mature minor**:
Signature:
Date:
If additional advice is required, please attach it to this form

**Please note: Mature minor is a student who is capable of making their own decisions on a range of issues, before they reach eighteen
years of age. (See: Decision Making Responsibility for Students - School Policy and Advisory Guide).
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Medication Authority Form
for a student who requires medication whilst at school

This form should be completed ideally by the student’s medical/health practitioner, for all medication to be administered at school. For
those students with asthma, an Asthma Foundation’s School Asthma Action Plan should be completed instead. For those students with
anaphylaxis, an ASCIA Action Plan for Anaphylaxis should be completed instead. These forms are available from the Australasian
Society of Clinical Immunology and Allergy (ASCIA): http://www.allergy.org.au/health-professionals/ascia-plans-action-and-treatment.

Please only complete those sections in this form which are relevant to the student’s health support needs.

Name of School:

Student’s Name:

Date of Birth:_________________________

MedicAlert Number (if relevant): _______________________Review date for this form:_______________________

Please Note: wherever possible, medication should be scheduled outside the school hours, e.g. medication required three times a day is
generally not required during a school day: it can be taken before and after school and before bed.

Medication required:
Name of Medication/s

Dosage
(amount)

Time/s to be
taken

How is it to
be taken?
(eg orally/
topical/injection)

Dates

Start date:

/ /

End Date:

/ /

□ Ongoing medication
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Start date:

/ /

End Date:

/ /

□ Ongoing medication

Start date:

/ /

End Date:

/ /

□ Ongoing medication

Start date:

/ /

End Date:

/ /

□ Ongoing medication

Medication Storage
Please indicate if there are specific storage instructions for the medication:

Medication delivered to the school
Please ensure that medication delivered to the school:

Is in its original package
The pharmacy label matches the information included in this form.

Self-management of medication
Students in the early years will generally need supervision of their medication and other aspects of health care management. In line with their age
and stage of development and capabilities, older students can take responsibility for their own health care. Self-management should follow
agreement by the student and his or her parents/carers, the school and the student’s medical/health practitioner.
Please advise if this person’s condition creates any difficulties with self-management, for example, difficulty remembering to take medication at a
specified time or difficulties coordinating equipment:
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Monitoring effects of Medication
Please note: School staff do not monitor the effects of medication and will seek emergency medical assistance if concerned about a student’s behaviour
following medication.

Privacy Statement
The school collects personal information so as the school can plan and support the health care needs of the student. Without the provision of this information the quality of the health
support provided may be affected. The information may be disclosed to relevant school staff and appropriate medical personnel, including those engaged in providing health support as
well as emergency personnel, where appropriate, or where authorised or required by another law. You are able to request access to the personal information that we hold about
you/your child and to request that it be corrected. Please contact the school directly or FOI Unit on 96372670.

Authorisation:
Name of Medical/health practitioner:
Professional Role:
Signature:
Date:
Contact details:

Name of Parent/Carer or adult/Mature minor**:
Signature:
Date:
If additional advice is required, please attach it to this form
**Please note: Mature minor is a student who is capable of making their own decisions on a range of issues, before they reach eighteen years of age. (See: Decision Making
Responsibility for Students - School Policy and Advisory Guide).
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DUTY OF CARE
All government school staff will be made aware of their legal responsibilities. As part of the government
school principal contract, government school principals are required to plan, implement and monitor
arrangements to ensure the safety, security and wellbeing of students.
DEFINITION

Whenever a student–teacher relationship exists, the teacher has a special duty of care. This is defined as:
“A teacher is to take such measures as are reasonable in the circumstances to protect a student under the
teacher’s charge from risks of injury that the teacher should reasonably have foreseen.” (Richards v State of
Victoria (1969) VR 136 at p. 141) As part of that duty, teachers are required to supervise students
adequately. This requires not only protection from known hazards, but also protection from those that
could arise (that is, those that the teacher should reasonably have foreseen) and against which preventive
measures could be taken.
School authorities in breach of the duty of care may be liable for injuries inflicted by one student on
another, as well as for injuries sustained by a student.
Schools normally satisfy the duty of care by allocating responsibilities to different staff. For example, the
principal is responsible for making and administering such arrangements for supervision as are necessary
according to the circumstances in each school, and teachers are responsible for carrying out their assigned
supervisory duties in such a way that students are, as far as can be reasonably expected, protected from
injury.
RATIONALE

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

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

Although the general duty is to take reasonable steps to protect students from reasonably foreseeable risks
of injury, specific (but not exhaustive) requirements of the duty involve providing adequate supervision in
the school or on school activities as well as providing safe and suitable buildings, grounds and equipment.
A teacher’s duty of care is not confined to the geographic area of the school, or to school activities, or to
activities occurring outside the school where a student is acting on a teacher’s instructions. The duty also
applies to situations both before and after school where a teacher can be deemed to have ‘assumed’ the
teacher pupil relationship.
Quite apart from mandatory reporting requirements, a teacher has a concurrent duty of care to protect a
student from harm that is reasonably foreseeable. A breach of this duty of care may lead to legal action
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being taken against the individual teacher or teachers concerned. A breach of this duty of care will be
established if a teacher or principal failed to take immediate and positive steps after having acquired actual
knowledge or formed a belief that there is a risk that a child is being abused or neglected, including sexual
abuse.
The teacher’s duty of care is greater than that of the ordinary citizen in that a teacher is obliged to protect a
student from reasonably foreseeable harm or to assist an injured student, while the ordinary citizen does
not have a legal obligation to respond.
Whilst each case regarding a teacher’s legal duty of care will be judged on the circumstances that occurred
at the time, the following common examples may be times when a teacher has failed to meet their legal
duty of care responsibilities to their students:











arriving late to class or leaving a class early
arriving late to scheduled timetabled yard duty responsibilities
failing to act appropriately to protect a student who claims to be bullied
believing that a child is being abused but failing to report the matter appropriately
being late to supervise the line-up of students after the bell has sounded
leaving students unattended in the classroom
failing to instruct a student who is not wearing a hat to play in the shade
ignoring dangerous play
leaving the school during time release without approval
inadequate supervision on a school excursion

RISKS TO STUDENTS OUTSIDE THE SCHOOL ENVIRONMENT

Legal cases establish that a teacher’s duty of care does not start nor end at precise times during the day.
The approach generally taken is that a teacher’s duty applies irrespective whether the risk occurs in or
outside the school environment. However, the important issue in all cases will be whether the school took
reasonable steps to protect the student from the risk.
Risks outside the school environment may sometimes call for immediate and positive steps by a school
depending on the age of students, urgency and threat of injury. Consider for example, if a live power line
came down outside the school, no emergency workers had arrived, and primary children are about to be
dismissed to walk home. No school would allow the children to walk out to that danger unsupervised.
Staff are responsible for their students at all times.
The following instructions and notices apply to all staff.
CLASSROOM SUPERVISION





Teachers must not leave the classroom unattended at any time during a lesson.
It is not appropriate to leave students in the care of ancillary staff, voluntary staff, parents or trainee
teachers (At law, the Duty of care cannot be delegated)
It is not appropriate to leave students in the care of external education providers for example
incursions (At law, the Duty of care cannot be delegated)
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In an emergency situation use the phone for the Principal or Assistant Principal or contact the
teacher in the next room. (if appropriate – send another student for assistance)
No student should be left unsupervised outside the classroom as a withdrawal consequence for
misbehaviour. Withdrawal is to be conducted by sending a student to a colleague’s classroom, or to
the Assistant Principal or Principal. The teacher, Principal or Assistant Principal is to be contacted
first to alert them that the student is on their way.

YARD SUPERVISION












Yard supervision is an essential element in teachers' duty of care.
Be aware that yard duty supervision within the school requires the teacher to fully comply with
Department guidelines and brings with it an increased duty of care. It is a teacher’s responsibility to
be aware of these guidelines and duty of care responsibilities.
Teachers rostered for duty are to attend the designated area at the time indicated on the roster.
Teachers on duty are to remain in the designated area until replaced by the relieving teacher.
The handing over of duty from one teacher to another must be quite definite and must occur in the
area of designated duty. Where a relieving teacher does not arrive for duty, the teacher currently
on duty should send a message to the office, but not leave the area until replaced.
No changes to the yard duty roster are to be made without the approval of the Daily organiser, or
Assistant Principal.
Be alert and vigilant - intervene immediately if potentially dangerous behaviour is observed in the
yard.
You should always be on the move and highly visible.

EXCURSIONS, INCURSIONS AND CAMPS











students are usually less constrained and more prone to accident and injury than in a more closely
supervised classroom.
an incursion with an external provider does not absolve supervision duties of the teacher, including
first aid duties. A teacher must be present at all times and remain the person designated with duty
of care responsibilities.
camps and excursions outside the school require the teacher to fully comply with Department
guidelines and bring with it an increased duty of care. It is a teacher’s responsibility to be aware of
these guidelines and remain the person designated with duty of care.
excursion and camp activities require the teacher to ensure that the venue and transport adhere to
Department guidelines.
school policy is for students to be counted on and off transport and at other times on a regular basis
whilst on excursion or camp activities.
The teacher in charge will have copies of all confidential medical forms and permission notes with
contact details. A copy of this material will also be kept at school.
The teacher in charge or designated teacher of an excursion or camp will carry a mobile phone and a
first aid kit.
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If the return time from an excursion or camp is delayed, the teacher in charge will contact the school
to inform the Principal of the new arrival time so that parents can be contacted and a senior staff
member will remain at school until they arrive.

All staff must follow Department guidelines when organising an excursion, incursion or camp. All procedural
steps contained in the School’s Camps and Excursions and Excursions and Incursions policies must also be
followed.
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ELECTRONIC BANKING
PURPOSE
Internet banking provides the school with the opportunity to undertake various banking functions on-line,
which realize savings in banking fees and administration costs as well as providing improved service to staff
and suppliers.
BROAD GUIDELINES
To utilise the benefits of internet banking whilst ensuring the school’s procedures and internal controls
meet the Department’s requirements in accordance with “Education Training and Reform Regulations
2007”.
IMPLEMENTATION








Payments through Electronic banking software must be authorized by two members of School
Council who are authorised to approve payments.
The school Business Manger must not under any circumstances, be nominated as an authoriser.
Electronic banking can be used for payment of invoices and local payroll, including “direct debit” and
“pay anyone” transactions.
Setting up of initial transaction details and any changes will be the responsibility of the business
manager. An authorized officer will verify accuracy of all details.
Changes to creditor and payee details will be in writing and endorsed by an authorized officer.
All documentation required for electronic payments must be obtained, completed, checked and
endorsed by two authorized officers as per DET guidelines.
“Pay anyone” transactions must be checked and authorized by the Principal or Assistant Principal
and a second authorised signatory. The Business Manager or delegate will be responsible for
inputting payment details from CASES 21 processing.

EVALUATION:





Provision of up to date, secure banking software.
Maintenance and upgrading of hardware and software as may be required.
Procedures should be reviewed annually to confirm/enhance internal control.
Regular revision of associated costs should be undertaken by the Finance Committee.

Reviewed:

2018

TO be endorsed by School Council Feb 2020
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EMERGENCY AND SECURITY MANAGEMENT
GENERAL STATEMENT

The school management has responsibility to ensure, as far as practicable, the provision and maintenance
of a safe, secure working environment in which all staff, students, contractors and visitors can participate in
school and community activities.
This Policy should be read in conjunction with other policies under the Occupational Health and Safety
Policy documentation and with the school’s DISPLAN and Emergency Management Plan documentation.
RATIONALE

Emergency Management at this school refers to a comprehensive process put in place to ensure the safety
of staff and students prior to, during and following emergencies. Security Management includes security of
buildings and grounds.
BROAD GUIDELINES

Definitions: An emergency is the actual or imminent occurrence of an event which in any way endangers or
threatens to endanger the safety and health of any person or which destroys or damages or threatens to
destroy or damage any property or endangers or threatens to endanger any property.
In the school context an emergency includes incidents that occur during school hours, during camps or
excursions or outdoor adventure activities. It encompasses incidents that occur during travel to or from
school, that involve media or that involve negligence or legal liability including:














Fatality including suicide
Collapse or major damage to buildings or equipment
Serious injury, assault or sexual assault
Siege, hostage, disappearance or removal of a student
Motor vehicle collision
Impact by machinery, equipment or aircraft
Firearms, weapons or bomb threat
Fire in school
Bush or grass fire
Fumes, spill, leak or contamination by hazardous material
Outbreak of disease
Flood or windstorm
Earthquake or other natural disaster
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The Emergency Management process comprises 4 key elements:
1. Preparedness – School Emergency Management Plan
2. Prevention – Focus of Plan plus Minimising effect of emergencies
3. Response  The Office of Emergency Management is responsible for the provision of emergency advice and
assistance and Security Management Services to schools.
 The Office of Emergency Management operates a 24 hour communications centre that monitors
schools’ intruder detection system and co-ordinates the provision of support and advice to
schools during emergencies
 The Emergency Management Act 1 986 provides the legislative framework for coordination of
emergency management activity within Victoria.
IMPLEMENTATION
EMERGENCIES











The school will immediately report emergencies to the Office of Emergency Management’s 24 hour
communications centre by telephone on 9589 6266.
The school will also immediately notify the relevant emergency services immediately when an
emergency occurs which threatens anyone’s safety or threatens to damage property.
All fires, including those extinguished and regardless of size, must be reported to the Fire Brigade
and Office of Emergency Management’s 24 hour communications centre by telephone on 9589
6266.
The school’s Emergency Management Plan (DISPLAN) is attached and will be made available and
visible to all in the school.
Staff are expected to be aware of the contents of the DISPLAN and to be able to carry out the
responsibilities set out therein.
The school will provide training to ensure that they are able to do this.
All school activities will be planned so that the safety of staff and students is maintained and that
students are adequately supervised.
Exercises will be conducted regularly to test responses to the plan with particular emphasis on
firefighting equipment, alternative exits from the buildings and grounds and evacuation procedures.

SECURITY





Staff will be trained in the use of the Intruder Detection system in the school.
On entry to an alarmed area of the school, the staff member must immediately deactivate the
alarm.
Staff must avoid environmental influences that may activate an alarm (e.g. display materials placed
inappropriately).
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Prior to commencing building works which may alter the structure or use of rooms the Principal
must notify the Office of Emergency Management’s 24 hour communications centre



All criminal activity, including vandalism, threats of assault and/or arson and burglary are to be
reported immediately to both Police and the Office of Emergency Management’s 24 hour
communications centre by telephone on (03) 9589 6266

EVALUATION

Annual review of DISPLAN processes.
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ENGLISH
PURPOSE

To provide a seven-year sequential program of quality teaching in English. To foster an appreciation of
language and promote confidence in its use.
BROAD GUIDELINES

The Victorian Essential Learning Standards - English, which includes the strands of Reading, Writing,
Speaking and Listening, is the guide for English teaching at Deepdene Primary School.
Language experiences should build on the previous knowledge, skills and experiences of the children and
take into account their individual differences.
The classroom environment should build on successes, encourage risk taking and be supportive of
children’s learning in English.
The program should introduce students to a wide range of literary styles and develop an appreciation and
enjoyment of literature.
The English program should support those children whose first language is not English.
Staff should undertake professional development in current methods of English teaching.
The school should undertake to keep parents informed and involved in current English teaching practices.
IMPLEMENTATION
















The conventions of speaking, listening, reading and writing will be taught.
The children should be taught to express ideas, listen attentively, respond appropriately and value
their own and each other’s ideas and opinions.
Frequent opportunities will be provided for children to speak, listen, read and write for different
purposes.
Opportunities should be offered for students to develop the ability to speak, listen, read, view and
write with enjoyment, purpose, effect and confidence in a wide range of contexts.
Drama will be used as a means of exploring language.
Teachers will provide experiences such as storytelling and live theatre through excursions and visits.
A variety of resources should be provided to implement the program, including take home books,
resource centre materials and appropriate computer programs.
Teachers will read to children from a wide range of materials.
Children are expected to read at home on a regular basis.
School guidelines for reading at home and responding to written work will be provided for parents.
Parent information and education sessions should be held to increase community understanding of
the teaching and learning of English.
Opportunities should be provided for staff to participate in professional development
The school will encourage active parental involvement in the English program.
West Australian First Steps spelling should be used in year 3-6
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Building the Bridge should be provided to children in years 3-6 based on need
The Victorian Early Years Literacy Program forms the basis of English teaching in years Foundation-4
Reading Recovery should be provided to children in year 1 based on need

EVALUATION

A minor evaluation will be undertaken by the English Team at the beginning of Term 4 each year.
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EQUAL OPPORTUNITY
GENERAL STATEMENT

The principles of Merit and Equity are an integral component of good personnel and educational policy and
practice. Enhanced student learning outcomes will occur when receiving services from personnel in which
the skills of all people are valued. Equal Opportunity in education allows for full participation of all students
in all areas of the curriculum regardless of the student’s gender, race, socio-economic status, ethnic
background or disability.
RATIONALE

Deepdene Primary School is committed to processes focussed on managing diversity, which encourage
equality of opportunity in an environment free from discrimination or harassment.
No student, staff member, visitor, member of the school community or contractor shall be discriminated
against on the basis of age, sex, race, disability, industrial activity, sexual preference, marital or parental
status, appearance, political beliefs or through their association with any person with any of these
attributes.
BROAD GUIDELINES















Employment merit and equity guidelines will be applied in all employment matters including:
Recruitment, selection, information gathering and verification, appointment, transfer and
promotion
Selection panels and processes
Discipline and dismissal
Remuneration and conditions of work
Staff induction, training and development
Increased involvement of women in decision making within the school
Assignment of special duties and payments and the assignment of “acting” positions.
All documentation developed at the school will reflect Equal Opportunity principles
Curriculum content will address issues of gender inclusive learning strategies
The school will provide Curriculum, which will be adaptable to the needs, interests and abilities of all
students.
All students will have equal access to physical resources, teacher time and all areas of learning.
The school will identify areas of school life where discrimination and/or disadvantage may occur
and, through Risk Management strategies, address these issues.



IMPLEMENTATION



It is the responsibility of each staff member to be aware of their rights and responsibilities under the
Equal Opportunity Act and to seek clarification of issues as they arise
Teachers are encouraged to use inclusive learning strategies and resources in all areas of curriculum
Staff will provide excellent role models for students in this area as in all other areas.
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EVALUATION

Organisational policies, curriculum policies and processes together with management plans will be
reviewed regularly to ensure that they reflect the principles of equal opportunity and employment equity.
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EXCURSIONS AND INCURSIONS
BASIC BELIEFS

Excursions are seen as an integral part of the school curriculum as they enable students to explore, extend
and enrich their learning and their social skills development, in a non-school setting. Excursions
complement, and are an important aspect of the educational programs offered at the school. An excursion
is defined as any activity beyond the school grounds.

AIMS








To reinforce, complement and extend the learning opportunities beyond the classroom
To develop an understanding that learning is not limited to school, and that valuable and powerful
learning takes place in the real world.
To provide a safe, secure learning experience for students in a venue external to the school.
To further develop social skills such as cooperation, tolerance, communication, individual and group
interaction.
To further develop problem solving and life survival skills.
To extend understanding of their physical and cultural environment.

GUIDELINES FOR ACTION










All excursions must be approved by the Principal or their nominee(s)
The Principal or his nominee(s) will ensure that all excursions, transport arrangements, emergency
procedures and staffing comply with Department guidelines. Refer to: the Department Excursion
Policy
Once the excursion has been approved all relevant documentation must be completed. The staff
member organising the activity will add an entry to the Department’s ‘Student Activity Locator (SAL)’
(https://edugate.eduweb.vic.gov.au/sites/emergencymanagement/DEECDSAL/Default.aspx) three
weeks prior to the excursion departure date, and ensure relevant details are entered on the
calendar on the intranet.
School Council is responsible for the approval of:
o Overnight excursions
o Camps
o Interstate visits
o International visits
o Excursions requiring sea or air travel, weekends or vacations
o Adventure activities
The Principal or their nominee is responsible for the approval of all single-day excursions other than
those that must be approved by School Council as mentioned above.

Deepdene Primary School Policies

77

EXPECTATIONS












The Department’s requirements and guidelines relating to preparation and safety will be observed
in the conduct of all excursions.
The Area leader will ensure that full records are maintained regarding the camp/excursion.
The Area leader will ensure that adequate pre-excursion planning and preparation, including the
preparation of students, takes place.
Satisfactory arrangements will be made to provide continuous instruction for the students
remaining at the school during the absence of staff accompanying an excursion.
The Department will not be involved in any expense associated with the conduct of excursions. The
school may choose to subsidise some excursions or some student’s expenses.
Prior to conducting a camp or excursion, the approval of the School Council or the principal will be
obtained. Council must approve overnight or adventure activities. The Principal must approve these
and other activities.
Students and their parents/carers need to be made aware that acceptable standards of behaviour
will be expected during a camp or an excursion.
The emergency management process of the school will extend to and incorporate all camps and
excursions.
All Department requirements and guidelines that apply to the conduct of excursions are also
applicable to all overseas and interstate (domestic) camps/excursions.

PROGRAM

Prior to conducting a camp or excursion, the Department’s requirements and guidelines relating to camps
or excursions, will be rigorously observed.
Consideration in planning should include:





Safety, Emergency & Risk Management , including Bushfires
Student Preparation
Student Medical Information
Safety Guidelines for Education Outdoors

The principal or their nominee will ensure that full records are submitted to School Council regarding the
camp/excursion well in advance of the starting date of the event and that no camp/excursion occurs unless
all the formal record keeping has been completed and approved.
Prior to the camp or excursion parent/carers are to be made aware that the Department does not provide
student accident cover and that they need to make their own arrangements for cover.
ARRANGEMENTS FOR PAYMENTS

All efforts will be made not to exclude students simply for financial reasons. Parents experiencing financial
difficulty, who wish for their children to attend an excursion, are invited to discuss alternative arrangements
with the Business Manager. Decisions relating to alternative payment arrangements will be made by the
Business Manager in consultation with the appropriate staff, on an individual basis.
Deepdene Primary School Policies

78

All families will be given sufficient time to make payments for excursions. Parents will be provided with
permission forms and excursion information clearly stating payment finalization dates.
Office staff will be responsible for managing and monitoring the payments made by parents and will
provide organizing teachers with detailed records on a regular basis.

TEACHER RESPONSIBILITIES:

















A designated “Teacher in Charge” will coordinate each excursion.
The Teacher in Charge must provide the General Office with a final student list
In the case where an excursion involves a particular class or year level group, the organizing teacher
will ensure that there is an alternative program available for those students not attending the
excursion.
All students must have returned a signed permission note and payment to be able to attend the
excursion.
Copies of completed permission notes and medical information must be carried by excursion staff at
all times.
The school will provide a first aid kit for each excursion. The teacher in charge is responsible for
collecting these prior to leaving.
The teacher in charge will communicate the anticipated return time with the general office in the
case where excursions are returning out of school hours. Parents will be informed prior to students
leaving for the excursion, that they can phone the office to receive an updated anticipated return
time.
Parents may be invited to assist in the delivery of excursions.
The decision to exclude a student will be made by the Principal, Assistant Principal, in consultation
with the organizing teacher. Both the parent and the student will be informed of this decision prior
to the excursion.
All excursion staff and, where appropriate, the students will be familiar with the specific procedures
for dealing with emergencies on each excursion.
On days of extreme fire danger or total fire ban, the principal or their nominee may need to cancel
an excursion at short notice.
Excursion groups will be equipped with mobile telephones and first aid kits to be used in emergency
situations.

LINKS

The key Links which are connected with this policy are sourced through:
the Department’s Excursion and Activities
(http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursions.aspx#mainContent)
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EVALUATION

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

PURPOSE

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.
At Deepdene Primary School we recognise as part of the duty care owed to students that staff are required
to administer first aid (when necessary) within the limits of their skill, expertise and training.
BROAD GUIDELINES













First Aid facilities will be provided and all staff will be trained to Level 1 and carry out updates as
required. Some staff may be trained to Level 2.
A sufficient number of staff (including at least 1 administration staff member) to be trained to a
Level 2 first aid certificate, and with up-to-date CPR qualifications.
A first aid room will be available for use at all times. A comprehensive supply of basic first aid
materials will be stored in the first aid room.
First Aid duties will be organised and implemented according to our school’s needs.
Staff will be kept fully informed regarding acute chronic medical conditions likely to occur to
students and staff.
It is a responsibility of parents to inform the school office of all disabilities, allergies, diseases and
conditions that may affect the wellbeing of the child whilst in the care of school staff.
In case of serious injury or illness, diagnosis and treatment are the responsibility of the ambulance
officer or medical practitioner in attendance.
First Aid kits and mobile phones will be taken on excursions and camps.
Department of Education and Training directives must be adhered to at all times.
An appointed First Aid trained staff member will be responsible for the maintenance of First Aid
materials.
Relevant personal information and photograph of at risk students will be requested from parents for
display in the general office.

Our School will:





administer first aid to children when in need in a competent and timely manner.
communicate children’s health problems to parents when considered necessary.
provide supplies and facilities to cater for the administering of first aid.
maintain a sufficient number of staff members trained with a Level 2 first aid certificate.

IMPLEMENTATION



The name of any student collected from the school due to illness or injury by a parent or guardian
must be entered into Compass via the Kiosk at the Office.
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All serious injuries are to be recorded on Compass Chronicle. In case of a life threatening injury the
Office of Emergency Management will be notified immediately by the Principal.
Supervision of the first aid room will form part of the daily yard duty roster. Any children in the first
aid room will be supervised by a staff member at all times.
All injuries or illnesses that occur during class time will be referred to the administration staff who
will manage the incident, all injuries or illnesses that occur during recess or lunch breaks, will be
referred to the staff member on duty in the first aid room.
In cases of serious injury or illness, parents, ambulance and or doctor will be summoned
immediately
Parents of ill children will be contacted to take the children home.
Parents will be contacted when necessary in the event of any head or facial injury.
Every classroom will be provided with a small First Aid kit to cater for minor injuries.
Staff members on yard duty will carry First Aid kits at all times.
Minor injuries only will be treated by staff members on duty, while more serious injuries-including
those requiring parents to be notified or suspected treatment by a doctor - require a level 2 first aid
trained staff member to provide first aid.
Any children with injuries involving blood must have the wound covered at all times.
Information of students with serious illness will be kept in the Confidential Information Folders
found in each classroom.
When appropriate, and where parent permission in writing has been given, teachers may assist and
supervise students to take their medication.
All school camps will have at least one Level 2 first aid trained staff member at all times.
A comprehensive first aid kit will accompany all camps, along with a mobile phone.
All students attending camps or excursions will have provided a signed medical form providing
medical detail and giving teachers permission to contact a doctor or ambulance should instances
arise where their child requires treatment. Copies of the signed medical forms to be taken on
camps and excursions, as well as kept at school.
All children, especially those with a documented asthma management plan, will have access to
Ventolin and a spacer at all times.
No medication including headache tablets will be administered to children without the express
written permission of parents or guardians.
Parents who collect their child from school for any reason (other than emergency) must sign the
child out of the school on Compass via the Kiosk at the Office.

KEY REFERENCE

Department’s First Aid http://www.education.vic.gov.au/school/principals/spag/health/Pages/firstaid.aspx
EVALUATION

This policy was updated in 2020 and is due for review in 2023
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FUNDRAISING

RATIONALE

Fundraising plays an important role by adding to the funding provided by the Department and
supplementing annual voluntary levies and donations to help maintain high quality programs for the
children at Deepdene Primary School.
PURPOSES

To provide funds to maintain the high standard of the School’s curriculum and facilities.
To provide social opportunities for parents, staff and children to interact while raising funds for Deepdene
Primary School.
To provide a service to the School Community.
To encourage the participation of the wider community, as well as the immediate school community in
raising funds for the school.
BROAD GUIDELINES:

That major fundraising be the responsibility of the Parents Association.
That fundraising maintains the integrity and values of Deepdene Primary School and does not contravene
Department guidelines.
That the fundraising team consists of nominated representatives of the Parents’ Association and interested
parents, and that the chair of the fundraising team be a member of the Parents Association.
That the fundraising team establish an annual fundraising plan.
That fundraising targets and achievements be reported to the School Council.
That volunteer parents and staff assist in planning and running activities.
CONCLUSION

Fundraising is a vital part of the School’s resources and is to be encouraged and supported by School
Council.
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HEAD LICE
GENERAL STATEMENT

Head lice infections are common and create concern for many families. Parents have the primary
responsibility for the detection and treatment of head lice, however schools also have a role in the
management of head lice infections and in providing support for parents and students.
Anyone can catch head lice. Head lice cannot fly, hop or jump. They spread from person to person by head
to head contact, and may also be spread by the sharing of personal items such as combs, brushes and hats.
RATIONALE

This school policy outlines the roles and responsibilities of Deepdene Primary School community members
in providing recommended procedures to follow in minimising outbreaks of head lice.
BROAD GUIDELINES

To respond to reports of head lice quickly and effectively.
To ensure that an effective process for treating head lice is well known and consistently followed.
To ensure that parents and guardians are well informed about head lice treatment.
IMPLEMENTATION













Parents have the primary responsibility for the detection and treatment of head lice on their
children.
Head lice inspections will not be undertaken at school.
The school will assist with the treatment of head lice by keeping the community informed with upto-date information.
Children to be kept informed about the nature, detection and treatment of head lice as part of the
health program.
Teachers or staff members suspecting that a child has head lice will report concerns to the Principal
or their nominee.
A letter will be sent home to all families of children in the identified classroom. The reply slip
attached to this letter must be returned to the classroom teacher acknowledging that hair has been
checked at home and that any necessary treatment has been undertaken.
Where an active case is detected, the school encourages immediate treatment and return to school
after appropriate treatment has commenced.
The Principal will ensure that information relating to the prevention and eradication of head lice
appears throughout the year in the school newsletter, particularly at times of any heavy outbreaks.
The Victorian Government Public Health and Wellbeing Regulations 2009 and Department
regulations will be complied with.
Children with long hair will be strongly encouraged to wear their hair tied back.
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Suggested parent action to include:
o -once a week inspection of children’s hair
o -regular inspection of all household members followed by treatment if head lice are
detected.
If requested, the Principal will also provide parents of children found to have head lice with
information about head lice treatment and prevention.

EVALUATION

This policy will be reviewed annually.
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HOMEWORK
PURPOSE

The purpose of this policy is to outline to Deepdene Primary School’s students, parents/carers and school
staff the expectations for homework and at-home learning.
SCOPE

This policy applies to students in all year levels and staff responsible for setting homework.
POLICY

Deepdene Primary School acknowledges that homework should be tailored and adapted to suit the personal
and developmental needs of students.
Teachers at Deepdene Primary School are encouraged to exercise their discretion in assigning tasks that are
appropriate for their students and most likely to be meaningful.
BROAD GUIDELINES

Homework should have a specific learning purpose
Homework should encourage the development of good attitudes, work skills and study habits, as well as
organisational skills
Homework should reinforce and consolidate classwork and provide extension work
Homework should be challenging and should take into account the child’s capabilities and individual
learning needs
The time spent on homework will be determined according to the age and ability of the child
In the Early Years, homework will mainly consist of daily reading to, with or by parents/carer or older
siblings
Completion of homework should be the responsibility of the child, with parents and teachers providing
support.
IMPLEMENTATION

Shared expectations and responsibilities:
Homework is a shared responsibility between the school, teachers, students and their parents/carers. In
order to get the most out of homework tasks, it is important that everyone understands their obligations and
responsibilities.
Deepdene Primary School will support students by:




fostering lifelong learning and connecting families with the learning of their children, as part of a
comprehensive and balanced curriculum within Victorian schools
ensuring the school’s homework policy is relevant to the needs of students
advising parents/carers of homework expectations at the beginning of the school year
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encouraging parents/carers of early primary school aged children to read to and with their children
for enjoyment
ensuring that upper primary students use homework diaries to provide a regular communication
between parents and the school.

Homework at Deepdene Primary School aims to:




provide varied, challenging and meaningful tasks related to class work to suit the students' learning
needs
help students develop organisational and time-management skills
offer a wide range of opportunities for families to engage in their children’s learning experiences.

It is expected that students will take responsibility for their own learning by:





being aware of the school’s homework expectations
accepting responsibility for the completion of homework tasks within set time frames
following up on comments made by teachers
seeking assistance when difficulties arise

Parents/carers can support their children by:








developing a positive and productive approach to homework
ensuring there is a balance between the time spent on homework and recreational activities
reading to them, talking with them and involving them in learning opportunities during everyday
household routines and physical activity
talking to teachers about any concerns they have about the homework
ensuring upper primary students keep a homework diary
discussing homework with their child in their first language, if English is not the main language spoken
at home, and linking it to previous experiences
linking homework and other learning activities to the families’ culture, history and language, linking
with relevant services, clubs, associations and community.

FURTHER INFORMATION AND RESOURCES



School Policy and Advisory Guide:
o Homework Guidelines
o Homework Expectations

REVIEW CYCLE

This policy is scheduled for review in 2022.
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ILLEGAL, OFFENSIVE AND DANGEROUS MATERIALS AND THEMES
GENERAL STATEMENT

The school management has responsibility to ensure, as far as practicable, the provision and maintenance
of a safe, secure working environment in which all staff, students, contractors and visitors can participate in
school and community activities without harassment.
This Policy should be read in conjunction with other policies under the Occupational Health and Safety
Policy documentation.
RATIONALE

The aim of this Policy is to ensure that our students are not exposed to offensive, dangerous or obscene
materials while in the care of the school.
Any undesirable behaviour, including the introduction of illegal, dangerous and offensive materials, must be
prevented from adversely affecting the learning environment or negatively influencing the learning
behaviours of our students.
BROAD GUIDELINES







Definition: Any material or theme which is offensive is unacceptable in this school
Illegal, dangerous and offensive materials and behaviours are banned from this school
Curriculum materials and resources used in the school will be appropriate for the student’s age
group and well-being in social, emotional and moral development.
The need to explore issues and ideas relating to any Curriculum area will be relevant to the central
issue of education and be conducted with due respect for the student and their parents.
The need to explore sensitive issues such as relationships, drug usage, body image, death and
sexuality will be done sensitively while respecting privacy, cultural views, religious and personal
beliefs.

IMPLEMENTATION









Curriculum themes and materials will be reviewed annually by Principal and/or the Leadership
Team.
Where the Principal has any doubt concerning the nature of materials or themes the matter will be
referred to School Council for consideration.
Where the Principal/School Council considers that a theme or materials might be slightly offensive
parents must be forewarned of the nature of the material/themes that may be offered and of the
right of the parents to object.
Objections will be addressed to the Principal who may refer the matter to the School Council for
further consideration.
If the objection is upheld the school has an obligation to offer alternative material or themes.
Students bringing illegal, dangerous or offensive materials into the school will be involved in
disciplinary action.
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Students who have knowledge that illegal, dangerous or offensive materials have been brought into
the school have a responsibility to notify a staff member. Failure to do this may place other students
at risk and will lead to disciplinary action.
Where appropriate parents and/or police will be notified.
Disciplinary action will be appropriate and determined on an individual basis.
Students will be expected to have an age-appropriate understanding of correct behaviour in regard
to offensive, illegal and dangerous materials.
Specific curriculum programs will be developed and implemented to assist in the development of
these understandings.

EVALUATION

Annual review of processes
Annual review of Curriculum
Annual summary of Disciplinary Action taken as a result of offences

Deepdene Primary School Policies

89

INFORMATION AND COMMUNICATIONS TECHNOLOGY
GENERAL STATEMENT

To provide access to Information and Communications Technology (ICT) to all students, staff and the school
community.
To use ICT as a valuable tool to enhance all areas of learning.
RATIONALE

To provide learning experiences which develop productive and creative ways of working individually and
collaboratively.
To develop new thinking and learning skills that produce innovative insights.
To encourage students to communicate locally and globally and to share knowledge in an appropriate
manner.
BROAD GUIDELINES

Students should be given the opportunity to use a variety of ICT tools as outlined in the school’s Scope and
Sequence.
ICT should be effectively integrated into the curriculum and class activities.
IMPLEMENTATION









the ICT Co-ordinator oversees the program
each class should have access to fixed and portable devices
staff should become familiar with the operation, scope and appropriate use of ICT
opportunities should be provided for staff to participate in professional development
curriculum related software should be reviewed, updated and made available through the relevant
curriculum budgets
Deepdene Primary School Guidelines for the ‘Appropriate Use of Information and Communications
Technology for Students’ policy to be signed by both students and parents each year
This policy is to be implemented with the Deepdene Primary School ‘Acceptable Use Policy for
Information and Communications Technology’.

EVALUATION

Annual evaluation of policy and program.
This policy was updated July 2018.
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INVESTMENTS
GENERAL STATEMENT

School Council has an obligation to maximise returns from available funds while ensuring their security
through investment with institutions that represent a low risk.
RATIONALE

This Policy addresses the need to provide direction and guidance for the investment of school funds.
There is a need to support the School Council’s management practices and accountability requirements
while providing a productive use of capital pending disbursement.
BROAD GUIDELINES




Investments will be taken in line with completion of a program or project.
Investments be placed on the following basis:
1. The institution or institutions will be approved deposit taking institutions regulated by the
Australian Prudential Regulation Authority.
2. The maximum investment term will be 364 days (12 months).
3. Any investments and/or cash movements will be at the discretion of two authorised signatories.
4. Any investments and/or cash movements invested outside existing banking arrangements will
require council approval.
5. The minimum rating required for investments out of APRA regulated institutions will be a
Standard and Poor’s Rating of A1 or above.

IMPLEMENTATION







Government cash grant and locally raised funds will be monitored monthly by School Council in
order to determine excess funds which will be invested.
Investment accounts will only be in the name of the School Council and will be reported through
CASES21 Finance to School Council
Terms of investments will be varied to maximise return whilst being cognisant of cash flow
requirements over the year.
Revenue derived from the Investment program will be utilised according to the school’s Annual
Financial Budget process.
School Council will maintain an Investment Registrar and will formally minute, monitor and review
o The level of funds invested
o Investment institution
o Terms of investment including period, percentage rate and maturity date.

EVALUATION

Annual review of policy and processes.
Reviewed/ratified: To be endorsed by School Council Feb 2020
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LEARNING AND TEACHING STATEMENT
Learning and teaching are the focus of our school. The best interests of all students are central to all
decision making.
Our school culture is based on a commitment to learning and high expectations of students, staff and
parents within a secure and supportive environment.
Staff at our school are committed to:
o
o
o
o
o
o
o
o
o
o
o
o
o

Developing children to their highest level of intellectual, emotional, social and physical competence
Encouraging students to take increasing responsibility for their own learning and behaviour
Promoting personal excellence
Promoting learning as a lifelong process
Providing a happy, safe and stimulating learning environment which values play, cooperation and
respect for individual differences
Encouraging students to accept challenges in learning
Providing all students with a wide range of relevant, challenging and purposeful experiences
Building on the previous knowledge, skills, experiences and successes of the students
Being supportive of children’s learning to nurture self-esteem, confidence and independence
Using a variety of teaching methods and strategies which recognises different learning styles and
abilities
Evaluating student progress and communicate appropriate information to parents, teachers and
students
Being involved in professional development that focuses on improved learning and teaching
Striving to strengthen links between home and school to enhance learning and the community spirit.
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LIBRARY RESOURCE CENTRE
PURPOSE





The Library Resource Centre is designed to support and enrich the whole school curriculum by
providing a comprehensive range of efficiently organised book and non-book materials to aid
teaching and learning.
The Library Resource Centre also operates as a curriculum resource area for the whole school to
develop quality teaching, learning and assessment programs.

RATIONALE

To promote the love of reading and research, an appreciation of literature, language and other cultures, as
well as to develop information skills for lifelong learning.
BROAD GUIDELINES








The program should support and enrich the educational program of the school.
The program should teach the children basic research skills for independent and efficient use of
library resources and to facilitate lifelong learning.
The librarian should make the Resource Centre an appealing and organised area with materials
suited to the interests and abilities of children and the needs of the school.
The Resource Centre should be staffed by a trained librarian or teacher librarian.
The Resource Centre should encourage frequent use by children, staff and parents.
The Resource Centre should be promoted as a venue for children’s educational (research) and
recreational (literature) needs.

IMPLEMENTATION











All children should receive a minimum of one library session a week, which will include exposure to
a wide range of literature and library resources.
All children should be taught library skills, which include how to access the library’s online catalogue
and how to locate books on the shelves, and a sequenced research and study skills.
All children should have daily access to the Resource Centre including lunchtime sessions when
possible.
All staff must ensure that the Resource Centre and all the resources are used with care by both staff
and students.
Information should be provided on a regular basis to the school community.
Books, other library resources, and equipment should receive regular maintenance as well as
continual updating.
An annual collection audit or stock check will be carried out at the end of the year.
The love of literature should be developed and cultivated by participation in the various book
festivals or promotions and the annual Children’s Book Week.
Booking of authors/illustrators/performers to visit the school during Book Week to encourage
children’s interests in books as well as the exposure to Australian authors and illustrators.
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EVALUATION

Evaluation of children’s use of the library and information skills through observation and written work.
Annual stock checking to ensure that the resources are up-to-date and in good condition, as well as to keep
track of missing items.
A minor evaluation to be carried out each year.
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LANGUAGES: FRENCH
PURPOSE




To develop ability to communicate in the French language.
To develop a sensitivity to different cultures leading to effective participation in a multi-cultural
world.

BROAD GUIDELINES






The program will promote a positive attitude towards the acquisition of another language.
The program will provide activities to assist the development of skills in language learning.
The program will provide activities to develop an awareness of French culture.
The program will be guided by the principles outlined in the Draft Shape of the Australian
Curriculum: - Languages.

IMPLEMENTATION








The principal will determine the amount of time devoted to French tuition.
Students will participate in listening, speaking, viewing, reading and writing activities in the French
language.
Students will be involved in communicative language activities where there is a real purpose for
interaction, that are engaging and stimulate thinking.
Each student will be given the opportunity to speak French during French classes.
Integrated Topics or other topics of interest will be the basis of some content based learning.
ICT will be used to enhance learning.

EVALUATION




The program will be evaluated at the end of each term.
The program will be reviewed when the ‘Australian Curriculum: Languages ‘second stage is
published.
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MATHEMATICS

PURPOSE

To teach students the skills in Mathematics to enable them to function confidently in society, now and in
the future so that they can utilise mathematical language, skills and understanding.
To provide a sequential program of quality teaching in Mathematics from Foundation to Level Six.
BROAD GUIDELINES

Deepdene Primary School should implement a sequential and organised program based upon the
curriculum.
The program should provide opportunities for students to learn both individually and in co-operative group
learning situations, building on previous experiences.
Students should be exposed to a wide range of activities to enhance their confidence and enjoyment in
Mathematics.
The Mathematical program should develop an understanding of the processes including risk-taking and
problem solving activities.
The program should utilise technology to enhance Mathematical understandings.
IMPLEMENTATION

Teachers should implement a sequential and organised program from Foundation to Level 6 in keeping with
the current curriculum.
Learning opportunities should be structured to cater for the identified needs of each student.
Students’ individual abilities should be monitored using a range of formal and informal assessment
strategies.
IMPLEMENTATION










The program is based on the Curriculum in Mathematics.
Children will experience Mathematics daily through a variety of teaching strategies.
A variety of concrete materials will be used to introduce and reinforce concepts.
Regular problem solving based on real-life experience is an integral part of the program.
Children will be provided with regular opportunities to develop and practice computation skills and
automatic response. Children will use computers and calculators as a tool to enhance learning.
Regular meetings of staff within Year Levels will occur to plan, revise and evaluate the Mathematics
program.
Teachers will provide enrichment and extension opportunities based on need.
Opportunities should be provided for staff to participate in professional development.
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RESOURCES




A budget will be made available to facilitate this policy.
Resources will be purchased to meet the ongoing needs of the school and the priorities as set out in
Strategic Plan and AIP.

EVALUATION

A minor evaluation of the Mathematics policy will be undertaken each year.
Reviewed/ratified: 2018
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MOBILE PHONES AND SMART WATCHES
PURPOSE

To explain to our school community Deepdene Primary School’s policy requirements, and expectations
regarding the safe and appropriate use of mobile phones and smart watches by students, at school or during
school activities.
SCOPE

This policy applies to all students at Deepdene Primary School.
POLICY

Deepdene Primary School understands that students may bring a mobile phone to school, particularly if they
are travelling independently to and from school or to extra-curricular activities.
During school hours, mobile phones need to be switched off and handed in to the class teacher.
Smart watches use
Smart watches are not be worn at school or during school activities at any time.
During school hours parents should contact the school office if they need to communicate with their child.
Mobile phone use
Mobile phones and smart watches must not be used:







During school hours
in any way that disrupts the learning of others
to send inappropriate, harassing or threatening messages or phone calls
to engage in inappropriate social media use including cyber bullying
to capture video, audio or images of people, including students, teachers and members of the school
community without their permission
to capture video, audio or images in the school toilets, changing rooms and gym.

Students who use their mobile phone inappropriately at school may be issued with consequences consistent
with our school’s Student Wellbeing and Engagement and/or Bullying policies.
In some circumstances, students’ mobile phones may be confiscated and stored securely at the school office.
Insurance
Students are responsible for their mobile phone and any personal items brought to school. Please note that
Deepdene Primary School does not have accident insurance for accidental property damage. Students and
their parents/carers are encouraged to obtain appropriate insurance for valuable items, including mobile
phones that may be brought to school.
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Camps and Excursions
In most circumstances, students will not be allowed to bring their smart watches or mobile phones on
overnight school camps or excursions. Deepdene Primary School will provide students and their parents and
carers with information about items that can be brought to special activities and events, including smart
watches and mobile phones.
RELATED POLICIES AND RESOURCES




Deepdene Primary School’s Student Wellbeing and Engagement and Internet and Social Media Policies
School Policy and Advisory Guide: Students Using Mobile Phones

REVIEW PERIOD
This policy was last updated in July 2018 and is scheduled for review in 2020.
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OCCUPATIONAL HEALTH AND SAFETY –GENERAL

GENERAL STATEMENT

The school management has responsibility to ensure, as far as practicable, the provision and maintenance
of a safe, secure working environment which is without risks to health and safety for all staff, students and
visitors.
This Policy should be read in conjunction with other policies under the Occupational Health and Safety
Policy documentation
RATIONALE

The school community recognises the importance of: 







Securing the health, safety and welfare of persons at work through provision of a safe and healthy
work environment
Protecting persons at work against risks to health or safety.
Eliminating at the source risks to the health, safety and welfare of persons at work
Raising the awareness, of staff, students and visitors, of the need to take responsibility for their own
safe work practices and knowledge of the Occupational Health and Safety Act where appropriate.
Providing for the involvement of employees and employers (including those associations
representing them) in formulation and implementation of health and safety standards
Providing support for injured or “at risk” staff and for those involved with Work Cover
Providing appropriate Health and Safety training.

BROAD GUIDELINES








The Principal is responsible for the implementation of the Occupational Health and Safety Act in this
school.
Health and Safety issues are the responsibility of each individual employee
The School Council and staff will observe, implement and fulfil the requirements of Department
Guidelines and of the Occupational Health and Safety Act.
The School Council shall ensure that all policies in the Occupational Health and Safety grouping are
periodically reviewed and are in accord with practices within the school environment.
All regulations relating to correct use of equipment, plant and substances will be followed.
Risk management strategies will be implemented in accord with Occupational Health and Safety
requirements.

IMPLEMENTATION




An Occupational Health and Safety Representative, with a specific role statement and accountability
process, shall be elected annually from the school staff
Opportunities will be provided for in-service training for staff members in the areas of Occupational
Health and Safety and personal development as appropriate
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The school will provide the required number of persons with current and appropriate First Aid
qualifications.
Staff will implement Manual Handling regulations.
Staff will maintain a safe and hygienic working environment across the school with regular
inspections
A formal process of reporting, recording and investigating of incidents will be followed
A formal process of reporting, recording and investigating of potential or actual hazards will be
implemented
A Preventative maintenance program will be provided
All members of the school community will be made familiar with the school’s Occupational Health
and Safety Policy.
The school will ensure that risks to the health and safety of non-employees (including students’
visitors, official visitors, volunteers, neighbours and contractors are minimised while on Department
property or engaged in Department programs e.g. assisting on excursions.
The school will take every practicable step to provide and maintain a safe and healthy work
environment for all employees, students, visitors, volunteers and contractors.
Signage relating to Occupational Health and Safety shall be prominently displayed in English and in
appropriate Languages Other Than English.
Copies of this Policy and the accompanying documents shall be made available to all contractors,
visitors and volunteers.

EVALUATION

Annual Occupational Health and Safety Audit
As outlined in individual Policies and Procedures in this area
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PARENT COMPLAINTS
GENERAL STATEMENT
Deepdene primary School recognises that it is in the best interest of students for there to be a trusting and
cooperative relationship between parent and school. Deepdene Primary School recognises a parent’s right
to make a complaint and its responsibility to provide a framework within which efforts can be made to
resolve complaints.
It is the Department’s belief that parent complaints are best handled at the school level in an environment
where parents feel able to speak up about issues concerning the education of their children.
An effective complaint-handling system has a clear process for resolving complaints, treats people fairly, is
timely and provides those people involved in a complaint with a fair opportunity to respond to issues and to
present their views.

RATIONALE
The purpose of this policy is to ensure that:


the Department (schools, regions, central office) meets its obligation to respond to parent complaints
in a fair, effective and efficient manner



parents are informed of how they can make a complaint at their child’s school.

This policy covers all students attending Victorian government schools.
This policy does not apply to matters where rights and processes for review and appeal already exist. These
include:


student expulsions, see: Expulsions



complaints about staff that if upheld would constitute misconduct, see: Complaints, unsatisfactory
performance and misconduct



student critical incident matters, see: Student Critical Incident Advisory Unit



other criminal matters, see: Police – Department Protocols

BROAD GUIDELINES
The principal is responsible for the efficient and effective organisation, management and administration of
the school including the school’s complaint-handling processes.
Information about how parents can make a complaint and have it resolved at their school is available on the
Department’s parent complaints web page.
When addressing a complaint it is expected that parents and school personnel will:


show respect and understanding of each other’s point of view



operate within applicable legislation
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acknowledge that their goal is to achieve an outcome acceptable to all parties



act in good faith and in a calm and courteous manner



recognise that all parties have rights and responsibilities which must be balanced.

All Department staff (schools, region, central office) must observe the code of conduct for Victorian public
sector employees.
For further information, please see:
Creating Respectful and Safe School Communities
Code of Conduct for Victorian Public Sector Employees
ANONYMOUS COMPLAINTS
The Department requires all complaints to be considered. However, it recognises that its staff might not be
able to fully consider a complaint if they cannot effectively liaise with the parent. Furthermore, anonymous
complaints raise natural justice issues for respondents who have a right to know particulars of the
allegations made against them.
For information about how to manage unreasonable complainant behaviour, see:
Victorian Ombudsman’s Unreasonable Complainant Conduct Manual
Managing Unreasonable Complainant Conduct (joint project of the Australasian Parliamentary
Ombudsman)

Please refer to the Parent Complaints Policy Document (Interim): Resolving parent issues and concerns on
the Department’s website:
https://www.education.vic.gov.au/school/principals/spag/community/Pages/parentcomplaints.aspx
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PARENT PAYMENT
PURPOSE
To ensure that parent payment practices are consistent, transparent and ensure that all children have
access to the standard curriculum.
BROAD GUIDELINES
The Victorian community shares a vision to build an education system that champions excellence and
ensures that every child and young person has access to the opportunities to succeed in life, regardless of
their background or circumstances.
Schools are best placed to make local decisions which ensure that all students can access a broad range of
learning opportunities that support their expectations and promote their aspirations as they move through
the education system. Parent contribution, in all forms, assists schools to provide an enriched learning and
teaching program for every student and is highly valued by school communities.
Learning and teaching programs vary across schools based on local needs and circumstances and reflect
each school’s priorities, decisions and resources. This, in turn, informs the parent payment charges
approved by school councils that may vary from one school to the next.
IMPLEMENTATION
WHAT CAN SCHOOLS CHARGE FOR?

The Education and Training Reform Act 2006 provides for instruction in the standard curriculum program to
be free to all students in government schools. School councils are responsible for developing and approving
school-level parent payment charges and can request payments from parents under three categories only.
Essential Student Learning Items, Optional Items and Voluntary Financial Contributions.
Essential Student Learning Items are those items, activities or services that are essential to support student
learning of the standard curriculum. These are items that the school considers essential for all students and
which students take possession of. Parents may choose to provide the items themselves or buy the items
from the school where practical and appropriate.
Optional Items are those items, activities or services that are offered in addition to or support instruction in
the standard curriculum program. These are provided on a user-pays basis so that if parents choose to
access them for students, they are required to pay for them.
Voluntary Financial Contributions Parents can be invited to make a donation to the school for a general or
specific purpose, e.g. school grounds projects, library fund or for new equipment. Only some Voluntary
Financial Contributions are tax-deductible.
The attached diagram "Understanding Parent Payment Categories” provides examples of items and
materials under each category.
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In implementing this policy, schools must adhere to the following principles:

PRINCIPLES

Educational value: Student learning, aspirations and wellbeing are paramount when schools determine
their parent payments practices
Access, equity and inclusion: All students have access to the standard curriculum program and participation
of all students to the full school program is facilitated
Affordability: Cost to parents is kept to a minimum and is affordable for most families at the school
Engagement and Support: Early identification and engagement strategies by the school ensure parents are
well informed of the payment options and supports available for those experiencing hardship
Respect and Confidentiality: Parents and students experiencing hardship are treated with respect, dignity,
sensitivity and without judgement and the identity and personal information of all parents and students are
kept confidential in respect to parent payments
Transparency and Accountability: School parent payment practices are well communicated, clear and
transparent and their impact on student programs and families are reviewed by school
COST AND SUPPORT TO PARENTS

When school councils consider the proposed requests for parent payments the cost is kept to a minimum
and is affordable to most parents at the school.
School principals must ensure that:












items students consume or take possession of are accurately costed
payment requests are broadly itemised within the appropriate category
parents are advised that they have the option of purchasing equivalent Essential Student Learning Items
themselves, in consultation with the school
information on payment options is available, accessible and easily understood to all parents so that they
know what to expect and what supports they can access
parents are provided with early notice of annual payment requests for school fees (i.e. a minimum of six
weeks’ notice prior to the end of the previous school year). This enables parents to save and budget
accordingly.
parents are provided with reasonable notice of any other payment requests that arise during the school
year- ensuring parents have a clear understanding of the full financial contribution being sought
the status and details of any financial arrangements are kept confidential and only shared with relevant
school personnel
parents experiencing hardship are not pursued for outstanding school fees from one year to the next
use of debt collectors to obtain outstanding school funds owed to the school from parents is not
permitted
there will be only one reminder notice to parents for voluntary financial contributions per year
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Invoices/statements for unpaid essential or optional items accepted by parents are not generated more
than monthly or according to the parent payment arrangement with the school.

SUPPORT FOR FAMILIES

Families may experience financial difficulties and may be unable to meet the full or part payments
requested. Principals and school councils exercise sensitivity to the differing financial circumstances of
students and their families when considering parent payment fees. There are a range of support options
available to support and assist parents. These can be accessed through “Cost support for families.”
Consideration to hardship arrangements in respect to payment requests is provided to families
experiencing long term hardship or short term crisis on a confidential, case by case basis. All schools have
written hardship arrangements that include a proactive approach to providing support for parents
experiencing financial difficulty.
All parents are provided the name and contact details of a nominated parent payment contact person at
the school who they can discuss payment arrangements with.
ENGAGING WITH PARENTS

In respect to each school’s development of its parent payments, school councils will engage in effective
communication with the school community and have strategies in place to ensure they are aware of and
understand the needs and views of parents.
PARENT PAYMENT CHARGES

Deepdene Primary School Council will annually review parent payments requested to ensure they are in line
with Department of Education & Training guidelines. Charges will be clearly itemized, costed and
categorized as Essential Education Items, Family Contributions and Parent Voluntary Contributions (Tax
Deductible Items).
Parent contribution requests will be made in line with the principles of Educational value; Access, equity
and inclusion; Affordability; Engagement and Support; Respect and Confidentiality; Transparency and
Accountability
Parent contributions will be requested to assist the school in providing an enhanced teaching and learning
program for every student in line with the school priorities.
PAYMENT ARRANGEMENTS AND METHODS

Parents will be provided with early notification of annual payment requests (a minimum of 6 weeks prior to
the commencement of the next school year). Reasonable notice will be given for any other payment
requests during the year (i.e. camps, swimming).
Parents will be permitted to make payments in instalments, and be provided with several methods of
making payment including, cash, cheque or direct deposit. Parents are able to enter into confidential
payment arrangements by contacting the Principal (Stephen Rees) or Business Manager (Kim Hastings) on
9817 1917 or by making a confidential appointment time.
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FAMILY SUPPORT OPTIONS

*
There are a number of support options available for parents including but not limited to;
*
Second hand uniform if available
*
Camps, Sports & Excursion Funding (CSEF) available to eligible parents
*
State Schools Relief support available for uniforms/footwear/calculators/textbooks (School
lodged application – Principal / Business Manager))
*
Local community supports (Principal / Business Manager can provide further information)
*
Information regarding support options is available from the general office and will be
advertised periodically in the Newsletter and on the website.
CONSIDERATION OF HARDSHIP

The school understands that families may experience financial difficulties or hardship at times and may be
unable to meet full or part payments requested. Families are invited to contact the Business Manager (Kim
Hastings) to make payment arrangements or alternatively can contact the Principal (Stephen Rees) for a
confidential discussion and information regarding support options.
COMMUNICATION WITH FAMILIES

The Parent Payment Policy and Implementation will be published on the school website. It will also be
distributed to families each year along with the annual payment request.
General enquiries regarding parent charges may be made to the office on 98171917. Concerns should be
directed in the first instance to the Business Manager.
EVALUATION
MONITORING AND REVIEW OF THE IMPLEMENTATION OF THE POLICY

The School Council (via the Finance Committee) will conduct an annual review of the implementation of the
Parent Payment Policy including addressing any concerns raised by the school community. Any changes to
the Policy Implementation will be reported back to the community via notice on the schools website and
report in the schools Newsletter.
REVIEW OF POLICY IMPLEMENTATION

Schools will monitor the effectiveness and impact of the implementation of this policy at least annually as
part of its ongoing improvement and report back to the school community.
The full Parent Payment Policy is available from the Department’s School Policy and Advisory Guide.
Answers to the most commonly asked questions about school costs for parents see:
Frequently Asked Questions – For Parents
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PETTY CASH
RATIONALE

At times, production of order forms and cheques for small purchases is inconvenient or unrealistic. On such
occasions, petty cash may be used.
AIMS

To implement a petty cash process that meets the school’s needs and at the same time complies with
Departmental requirements.
IMPLEMENTATION














The purpose of petty cash is to meet minor payments for purposes other than salary and wages. The
limit on any one payment is $25.
The principal, with the permission of the school council, may establish a petty cash advance under
the following conditions:
The initial advance is to be established by drawing a cheque made payable to the advance holder,
that is the member of staff responsible for the custody and control of the cash advance, and opened
to ‘pay cash’.
Advances are to be adjusted at the end of each school year by the repayment of cash, or cash &
vouchers, or vouchers equal to the advance
Authorised advances may be re-established at the beginning of the next year.
A petty cash docket is to be used to show the details for each individual payment.
All documentation relating to the payment, that is, cash register dockets, supplier’s invoices and so
on, should be attached to the petty cash docket and, in turn, it is to be attached to the petty cash
schedule that is the advance holder’s summary record of transactions. At the time of payment, all
dockets and supporting documentation are to be cancelled by writing or stamping the word ‘paid’
across all documents.
A record of petty cash expenditure (as per petty cash schedule mentioned above) is to be held by
the advance holder. The record is to show the amount of the advance, the date the cash was paid,
the signature of the person incurring the expense, a brief description of the expense, the account to
be charged and the amount of purchase(s).
Before petty cash is replenished a reconciliation must occur by The custodian who must ensure:

the total of the payments made plus the balance of cash on hand equal the amount of the original
advance.








When replenishing is needed the Custodian should prepare the payment voucher to replenish the
advance to its fixed amount, that is a cheque is to be drawn for the sum of the total payment made
A fresh record of the petty cash payment is to be started after each recoupment of advance.
In accordance with internal control procedures, only one officer is to be the custodian of a petty
cash advance and accountable for it. Therefore, no other person is entitled to access the advance.
Cash on hand is to be kept in a secure location (lockable drawer/safe) at all times. The cash on hand
must be fully adjusted and re-banked at the end of each school year. During other vacation periods,
where small amounts are held it is not necessary for action to be taken.
The principal or an officer appointed by the principal should carry out checks (at least two per year).
The check should also include and is intended to ensure that:
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the records are up-to-date
loans are not being taken from the advance
security is being maintained at all times over the advance and vouchers.
The custodian must be present at all times during the check. The principal is to be advised in writing
of the results of the check in a signed and dated report from the checking officer and the advance
custodian.

EVALUATION
This policy will be reviewed as part of the school’s three-year review cycle.

School Council last ratified this policy - August 2017

To be endorsed by School Council Feb 2020
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PHOTOGRAPHING, FILMING AND RECORDING STUDENTS POLICY
PURPOSE

To explain to parents/carers how Deepdene Primary School will collect, use and disclose photographs, video
and recordings of students, how parent/carer consent can be provided and how it can be withdrawn .
SCOPE

This policy applies to the general collection, use and disclosure of photographs, video and recordings (images)
of students. It does not cover the use of Closed Circuit Television (CCTV).
POLICY

This policy outlines the practices that Deepdene Primary School has in place for the collection, use and
disclosure of images of students to ensure compliance with the Privacy and Data Protection Act 2014 (Vic). It
also explains the circumstances in which Deepdene Primary School will seek parent/carer consent and how
consent can be provided and/or withdrawn.
As a general rule, use relates to images which are shared and distributed only within the school for school
purposes (i.e. ID photos, Compass), whilst disclosure is used for images which are shared and distributed
outside of the school staff and are available to other students, parents/carers and the wider school
community.
Deepdene Primary School will ensure that parents/carers are notified upon enrolment and at the
commencement of each school year of the ways in which our school may use images of students. There are
many occasions during the school year where staff photograph, film or record students participating in school
activities or events, for example classroom activities, sports events, concerts, excursions, incursions, camps
etc]. We do this for many reasons including to celebrate student participation and achievement, showcase
particular learning programs, document a student’s learning journey/camps/excursions/sports events,
communicate with our parents/carers and school community in newsletters and on Compass.
Deepdene Primary School will use student images reasonably, appropriately and sensitively, consistent with
our obligations under the Child Safe Standards and our school’s Child Safety Policy Reporting Obligations and
Procedures Policy. If at any time a parent/carer or student has a concern about the use of any images they
should contact the Principal.
In addition to the processes outlined below, parents/carers can contact the School Office at any time to
withdraw their consent for any future collection, use or disclosure of images of their child. However:



if the images have already been published and are in the public domain, it may not be possible for
consent to be withdrawn.
There may be occasions when the school will record whole of school or large group events [and make
those recordings available to the school community through DVD sales etc], such as the school
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concert and sports events etc] and if your child participates, they may appear in these recordings
which will be available to the whole school community.
The school can still collect, use and disclose images in circumstances where consent is not required
(see below for more information).

OFFICIAL SCHOOL PHOTOGRAPHS

Each year Deepdene Primary School will arrange for a professional photographer to take official school
photographs of students. This will generally involve both class photos and individual photos being taken.
Official school photographs may be:




purchased by parents/carers
used for school identification cards
stored on CASES21 and Compass for educational and administrative purposes.

Deepdene Primary School will notify parents/carers in advance of the official school photographs being taken
to give them an opportunity to decide whether their child will be included in the official school photographs.
Parents/carers who choose to opt-out of having their child participate in official school photographs must
contact Deepdene Primary School before the date photos are scheduled to be taken to advise that their child
will not participate. There is no obligation on any parent or carer to purchase any photographs taken.
IMAGES FOR USE AND DISCLOSURE WITHIN THE SCHOOL COMMUNITY AND ORDINARY SCHOOL
COMMUNICATIONS

From time to time Deepdene Primary School may photograph, film or record students to use within the school
community, including:







in the school’s communication, learning and teaching tools (for example, emails, classroom blogs or
apps that can only be accessed by students, parents or school staff with passwords eg Compass etc)
for display in school classrooms, on noticeboards etc
in the school’s newsletter
to support student’s health and wellbeing (e.g. photographs of pencil grip to assist in OT assessments)
Year Level Photo booklets
An Annual Consent Form and Collection Notice will be distributed to parents/carers on enrolment
and also at the beginning of each school year

IMAGES TO BE USED OR DISCLOSED OUTSIDE THE SCHOOL COMMUNITY

External use or disclosure by the school
Photographs, video or recordings of students may also be used in publications that are accessible to the public,
including:




on the school’s website [including in the school newsletter which is publicly available on the website
on the school’s social media accounts
in any school magazine
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We will notify you individually if we are considering using any images of your child for specific advertising or
promotional purposes.
MEDIA

The media, or the Department of Education and Training’s media team, may seek to photograph, film or
record students for a news story or school event. This may include broadcast media, online or social media
or print media, including newspapers and magazine publications.
When our school receives such requests Deepdene Primary School will:



provide parents/carers with information about the organisation involved and when/for what
purposes the photography, filming or recording will occur
seek prior, express parent/carer consent in writing.

Students will only be photographed, filmed or recorded by the media at school if express consent is provided
for that specific media event. Neither the school nor the Department own or control any photographs, video
or recordings of students taken by the media.
[Please see the ‘More information and resources’ section on the webpage for a template media cover letter
and a template media consent form]
Other external collection, use or disclosure
If there is a situation which will involve the collection, use or disclosure of images of students by or to third
parties which is not otherwise covered by this policy, Deepdene Primary School will:



provide parents/carers with information about the event or activity, the organisation involved and
when the photography, filming or recording will occur
seek prior, express parent/carer consent in writing.

[Please see the ‘More information and resources’ section on the webpage for a template specific event
cover letter and a template specific event consent form]
SCHOOL PERFORMANCES, SPORTING EVENTS AND OTHER SCHOOL APPROVED ACTIVITIES

Deepdene Primary School permits parents/carers, students and invited guests to photograph, film or record
school performances, sporting events and other school-approved activities (excluding school productions
where there is an official DVD recording by an outside production company).
Deepdene Primary School requests that parents/carers, students and invited guests who photograph, film
or record school activities only do so for their own personal use and do not publish the images in any form,
including on social media, without the prior consent of persons whose children also appear in the images.
Neither the school nor the Department own or control any images of students taken by parents/carers,
students or their invited guests at school activities.

IMAGES TO MANAGE STUDENT BEHAVIOUR OR FULFIL OUR SCHOOL’S LEGAL OBLIGATIONS
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On occasion it may be necessary for school staff to photograph, film or record students when necessary to:




fulfil legal obligations, including to:
o take reasonable steps to reduce the risk of reasonably foreseeable harm to students staff and
visitors (duty of care)
o provide a safe and suitable workplace (occupational health and safety law)
for identification purposes, when necessary to implement discipline and/or behaviour management
policies.

Deepdene Primary School does not require or obtain consent from parents/carers or students to photograph,
film or record students for these reasons. However, when Deepdene Primary School photographs, films or
records a student for any of these purposes, staff will only collect and use such images in a way that is
reasonable and appropriate in the circumstances.
STAFF USE OF PERSONAL DEVICES

School staff may use their own personal devices to capture images of students for reasonable and legitimate
educational purposes. If this occurs, staff are expected to upload the images to the school database and
delete the images from their device within a week of the images being captured.

FURTHER INFORMATION AND RESOURCES



School Policy and Advisory Guide: Photographing and Filming Students

REVIEW CYCLE AND EVALUATION

This policy is due for review in 2022/23.
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PHYSICAL EDUCATION
GENERAL STATEMENT

All students will be encouraged to develop positive attitudes towards health, fitness and sporting
behaviours. The curriculum should develop student’s motor skills in a wide variety of physical activities and
sports at all levels.
RATIONALE

The purpose of the Physical Education program is to:


Provide opportunities for students to develop skills and abilities in order to foster lifelong physically
active habits.

BROAD GUIDELINES

Through the Physical Education program students:




Should receive regular, planned, sequential lessons with the emphasis on participation
should take part in intra and inter school sport
who excel in a particular sport while representing the school should be provided with the
opportunity to participate in higher level competition.

IMPLEMENTATION



The program should be co-ordinated by the teaching staff based on the Curriculum



the Physical Education teacher should be responsible for the purchase, maintenance, storage and
distribution of materials, equipment and resources



students should be given the opportunity to be involved in house cross country, athletics and
swimming carnivals (Levels 3- 6), and a sports day (Foundation – Level 2)



students in Levels 5-6 should have the opportunity to represent the school in the Interschool Sport
competition



students should have the opportunity to represent the school in higher level competitions such as
District, Division, Regional and State competitions in swimming, cross country and athletics



students who achieve at a high level in a particular sport will be given the opportunity to try out for
State Team representation



students should participate in additional Physical Education activities across all year levels such as
swimming, Perceptual Motor Program (PMP), sports activities, classroom fitness and Bike Education

EVALUATION

Minor evaluations annually. Major review every three years.
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PRIVACY
SCOPE

This policy applies to members of school staff and the school council at Deepdene Primary School. This
policy will be made available on request.
AUTHORISATION

This policy was adopted at Deepdene Primary School at the School Council meeting on Wednesday, 10th
September 2003.
REVIEW DATE

This policy shall be reviewed every three years and updated if required.
BACKGROUND

All staff of Deepdene Primary School are required by law to protect the personal and health information the
School collects and holds.
The Victorian privacy laws, the Information Privacy Act 2000 and Health Records Act 2001, provide for the
protection of personal and health information.
The privacy laws do not replace any existing obligations Deepdene Primary School has under other laws.
Essentially this policy will apply when other laws do not regulate the use of personal information.
DEFINITIONS

Personal information means information or opinion that is recorded in any form and whether true or not,
about an individual whose identity is apparent, or can be reasonable be determined from the information
or opinion. For example, this includes all paper and electronic records, photographs and video recordings.
Health information is defined as including information or opinion about a person’s physical, mental or
psychological health, or disability, which is also classified as personal information. This includes information
or opinion about a person’s health status and medical history, whether recorded or not.
Sensitive information is defined as information relating to a person’s racial or ethnic origin, political
opinions, religion, trade union, or other professional, or trade association membership, sexual preferences,
or criminal record that is also classified as personal information about an individual.
In this policy personal information refers to personal information, health information and sensitive
information unless otherwise specified.
Parent in this policy in relation to a child, includes step parent, an adoptive parent, a foster parent,
guardian, or a person who has custody or daily care and control of the child.
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Staff in this policy is defined as someone who carries out a duty on behalf of the School, paid or unpaid, or
who is contracted to, or directly employed by the School or the Department. Information provided to a
School through job applications is also considered staff information.
POLICY CONTEXT

Personal Information is collected and used by Deepdene Primary School to:








provide services or to carry out the School statutory functions,
assist the School services and its staff to fulfil its duty of care to students,
plan, resource, monitor and evaluate School services and functions,
comply with Department reporting requirements,
comply with statutory and or other legal obligations in respect of staff,
investigate incidents or defend any legal claims against the School, its services or its staff, and
comply with laws that impose specific obligations regarding the handling of personal information.

COLLECTION OF PERSONAL INFORMATION

The School collects and holds personal information about students, parents and staff.
USE AND DISCLOSURE OF THE PERSONAL INFORMATION PROVIDED

Students and Parents:
The purposes for which the School uses personal information of students and parents include:







keeping parents informed about matters related to their child’s schooling,
looking after students’ educational, social and health needs,
celebrating the efforts and achievements of students,
day-to-day administration,
satisfying the School’s legal obligations, and
allowing the School to discharge its duty of care.

Staff
The purposes for which the School uses personal information of job applicants, staff members and
contractors include:






assessing the suitability for employment,
administering the individual’s employment or contract,
for insurance purposes, such as public liability or WorkCover,
satisfying the School’s legal requirements, and
investigating incidents or defending legal claims about the school, its services or staff.

Deepdene Primary School Policies

116

The School will use and disclose personal information about a student, parent and staff when:




it is required for general administration duties and statutory functions,
it relates to the purposes for which it was collected, and
for a purpose that is directly related to the reason the information was collected and the use would
be reasonably expected by the individual and there is no reason to believe they would object to the
disclosure.

The School can disclose personal information for another purpose when:




the person consents, or
it is necessary to lessen or prevent a serious or imminent threat to life, health or safety
or
is required by law or for law enforcement purposes.

Where consent for the use and disclosure of personal information is required, the school will seek
consent from the appropriate person. In the case of a student’s personal information, the school will
seek the consent from the student and/ or parent depending on the circumstances and the student’s
mental ability and maturity to understand the consequences of the proposed use and disclosure.
Deepdene Primary School will generally seek the consent of the student’s parents and will treat consent
given by the parent as consent given on behalf of the student.
ACCESSING PERSONAL INFORMATION

A parent, student or staff member may seek access to their personal information, provided by them, that is
held by the School.
Access to other information may be restricted according to the requirements of laws that cover the
management of school records. These include the Public Records Act and the Freedom of Information Act.
UPDATING PERSONAL INFORMATION

The School aims to keep personal information it holds accurate, complete and up-to-date. A person may
update their personal information by contacting the General Office Bursar.
SECURITY

School staff and students have use of information communication technologies (ICT) provided by the
School. This use is directed by:




the Department’s Acceptable Use policy for Internet, email, and other electronic communications.
the Department’s IT Security Policy
Collection of Information at Deepdene PS - Proxy server records web sites visited, time and date and
which work station is being used to access sites. Network administrators have access to this data
and can determine the user of the workstation at the time. Data can be presented graphically in
order to assess usage. Web server records remote (viewer’s computer), IP address, dates, time and
pages visited.
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COMPLAINTS UNDER PRIVACY

Should the school receive a complaint about personal information privacy this will be investigated in
accordance with the Department’s Privacy Complaints Handling Policy.
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PRIMARY SCHOOL PRIVACY NOTICE
Information About The Enrolment Form.
Please Read This Notice Before Completing The Enrolment Form.
This confidential enrolment form asks for personal information about your child as well as family
members and others that provide care for your child. The main purpose for collecting this information is
so that Deepdene Primary School can register your child and allocate staff and resources to provide for
their educational and support needs. All staff at Deepdene Primary School and the Department are
required by law to protect the information provided by this enrolment form.
Health information is asked for so that staff at Deepdene Primary School can properly care for your child.
This includes information about any medical condition or disability your child may have, medication your
child may rely on while at school, any known allergies and contact details of your child’s doctor. Deepdene
Primary School depends on you to provide all relevant health information because withholding some health
information may put your child’s health at risk.
Deepdene Primary School requires information about all parents, guardians or carers so that we can take
account of family arrangements. Family Court Orders setting out any access restrictions and parenting
plans should be made available to Deepdene Primary School. Please tell us as soon as possible about any
changes to these arrangements. Please do not hesitate to contact the Principal, Mrs Barbara Crooke, if you
would like to discuss, in strict confidence, any matters relating to family arrangements.
Emergency Contacts
These are people that Deepdene Primary School may need to contact in an emergency. Please ensure
that the people named are aware that they have been nominated as emergency contacts and agree to
their details being provided to Deepdene Primary School.
Student Background Information
This includes information about a person’s country of birth, aboriginality, language spoken at home and
parent occupation. This information is collected so that Deepdene Primary School receives appropriate
resource allocations for their students. It is also used by the Department to plan for future educational
needs in Victoria. Some information is sent to Commonwealth government agencies for monitoring,
planning and resource allocation. All of this information is kept strictly confidential and the Department will
not otherwise disclose the information to others without your consent or as required by law.
Religious Affiliation
If you want your child to receive religious instruction while at Deepdene Primary School, please complete
this section. The Department of Education & Training needs to know what type of religious instruction is
sought so the Department can, where possible, provide appropriate religious instruction at Deepdene
Primary School.

Deepdene Primary School Policies

119

Immunisation status
This assists Deepdene Primary School in managing health risks for children. This information may also be
passed to the Department of Human Services to assess immunisation rates in Victoria. Information sent to
the Department of Human Services is aggregate data so no individual is identified.
Visa status
This information is required to enable Deepdene Primary School to process your child’s enrolment.
UPDATING YOUR CHILD’S RECORDS
Please let Deepdene Primary School know if any information needs to be changed by sending updated
information to the school office. During your child’s time with Deepdene Primary School we will also send
you copies of enrolment information held by us. Please use this opportunity to let us know of any changes.
ACCESS TO YOUR CHILD’S RECORD HELD BY SCHOOL
In most circumstances you can access your child’s records. Please contact the Principal to arrange this.
Sometimes access to certain information, such as information provided by someone else, may require a
Freedom of Information request. We will advise you if this is required and tell you how you can do this.
If you have any concerns about the confidentiality of this information, please contact the Principal. The
Department can also provide you with more detailed information about privacy policies that govern the
collection and use of information requested on this form. Please call the Department's Privacy Manager on
(03) 9637 3601 if you would like this information.
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PROGRAM FOR STUDENTS WITH DISABILITIES
GENERAL STATEMENT

The Department’s criteria for consideration for the Program for Students with Disabilities are as follows:








Severe behaviour disorder
Hearing impairment
Intellectual disability
Severe language disorder
Physical disability
Vision impairment
Autism Spectrum Disorder (ASD)

RATIONALE




To successfully integrate students into mainstream schooling.
To ensure that all students with disabilities and impairments have equitable access to resources and
curriculum programs.

BROAD GUIDELINES





The rights and wellbeing of all students and staff should be upheld.
The curriculum should be flexible, broad and inclusive.
Integration support should be established and maintained for all integration students.

IMPLEMENTATION








The Principal’s nominee and School Guidance Officer will oversee the initial funding application to
the Department including the educational needs questionnaire and required documentation. This
will include evidence form a variety of professionals (i.e.: Speech Therapist and associated medical
professionals)
Once funding is established, a Student Support Group will be established. This Student Support
Group will include the Principal or nominee, parent or guardian of the student, the class teacher.
The Student Support Group will review and evaluate the student’s program and progress on a
regular basis as determined by the group, and at other times if requested by any member of the
group.
The Principal or Principal’s nominee will oversee integration aide time or other related programs
such as Occupational Therapy or Speech Therapy that may be required.

EVALUATION

Student Support Groups will monitor the programs and progress of each funded student.
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PROFESSIONAL DEVELOPMENT
PURPOSE





To ensure that all staff value and are actively involved in Professional Development.
To promote and enhance effective teaching strategies, thus improving learning outcomes.
To provide Professional Development opportunities that enhance school programs and are in line
with Annual Implementation priorities.

BROAD GUIDELINES








All staff should develop a Professional Development plan reflecting Area or Team and personal
goals.
All staff should be involved in on-going Professional Development as it is a vital, essential and
integral component of teaching.
Curriculum days, curriculum workshops, individual attendance at Professional Development
programs, tertiary studies, visiting speakers, and visits to other schools should provide necessary
learning experiences and professional growth.
Teachers/staff attending professional development programs will report to the appropriate team.
The team or individual should, if appropriate, report to the whole staff.
Professional Development should reflect the common goals and strategies in the Annual
Implementation Plan including the ‘whole school’ focus.

IMPLEMENTATION






Organisation of Professional Development will be determined by the Professional Development
Coordinator and Team following consultation with the leadership team.
Approval to attend Professional Development Programs will be made by the Professional
Development Coordinator.
Curriculum Day focus and dates should be determined by the Professional Development Coordinator
and Leadership Team and ratified by School Council each year.
Content and planning for Curriculum Days should be the responsibility of the appropriate Curriculum
Team or Leadership Team.
o Approved Professional Development will be funded through the budget.
o Payment of CRTs will be from the Professional Development budget.
o Funding for facilitators and speakers may be included in this budget.

EVALUATION

Demonstrated evidence of enhanced teaching practices resulting from Professional Development.
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REFUNDS
PURPOSE
To ensure that there is a fair and equitable refund process which does not compromise the financial
viability of providing opportunities to students to participate in curricular activities. To provide clear
guidelines for the refunds of parent payments for learning materials and voluntary subject/service
contributions in the event of a student’s exit from the school.
BROAD GUIDELINES
Deepdene Primary School encourages all students to fully participate in curricular activities, including
excursions, visiting performers, activities run by external providers, swimming and camps. The school must
ensure that the provision of these services does not incur direct costs to the school, nor cause the school to
run at a loss.
There may be occasions when a student needs to withdraw from an activity after payment has been made
to the school.
Circumstances may occur whereby a family moves a student to another school after payments have been
fully paid so pro-rata refunds may be made.
IMPLEMENTATION







Students withdrawing from an activity will not automatically be entitled to a refund. Refunds will be
considered in extenuating circumstances, such as illness (supported by a medical certificate) or
bereavement.
Refunds may be full or partial, depending on the basis of the original charge and the circumstances
surrounding the request. For example, the component of a charge which represents the share of
bus travel, or other “bulk” charge, will not be refunded whereas the “per head” component may be
refundable.
Parent Payments (Learning materials and subject/service requests)
Where full payment has been made and a student withdraws from the school, the following refunds
can be made on a pro rata basis.

EVALUATION
The Finance Team will undertake a minor evaluation at the beginning of the year.
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RISK MANAGEMENT
GENERAL STATEMENT

This Policy is to be read in conjunction with the school’s OHS Policy.
The establishment of a Risk Management Policy and Program at Deepdene Primary School will assist in
ensuring the safety and wellbeing of students, staff, members of the school community, visitors and
contractors to the school.
RATIONALE

The aim is to develop a process of systematically eliminating or minimizing the adverse impact of any
activity that may give rise to injurious or dangerous situations or have the potential to cause these.
School Council and Staff Management structures and processes will involve strategic planning, risk
identification, analysis, treatment and monitoring.
BROAD GUIDELINES

General areas of Risk Management include:








Legal Risks: losses and costs arising from legal actions for breach of a common law or statutory duty
of care
Physical risks: injuries or potential injuries to students, staff members of the school community,
visitors and contractors to the school.
Financial Risks: increased insurance premiums, costs associated with injuries and increased external
costs
Moral and Ethical Risks:
loss of quality experience and confidence for students, staff members of the school community,
visitors and contractors to the school.
adverse publicity and loss of image
post-traumatic stress

Specific Areas include:












Organisation
Environmental Requirements
Dangerous goods and
Administration
Noise Level
Financial management
Manual handling/Lifting
Safety and management of machinery
Consultative Arrangements
Playground
Camps and Excursions
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Movement around the School
Offensive themes
Sport
Student behaviour Parent/Teacher interaction

IMPLEMENTATION

The School Council, Principal and Staff Welfare Committee will work to ensure that this policy is
understood, implemented, reviewed regularly and maintained.
The Risk Management Checklist will be reviewed and updated annually with all staff having access to the
Checklist and documents referred to in the Checklist.
An Occupational Health and Safety Representative, with a specific role statement and accountability
process, shall be elected annually from the school staff
The school will provide the required number of persons with current and appropriate First Aid qualifications
Relevant committees will report annually to the School Council and on a regular basis the performance of
the risk management system to the Principal.
Relevant and current documentation will be maintained in the Occupational Health and Safety file.
The School Council, guided by the Finance Sub Committee of Council, will identify and provide appropriate
resources
Accurate records will be maintained in the OHS file which will contain
o a statement of the purpose of the Plan
o procedures to be followed including Risk Identification, Assessment and Control
o the school Risk Reduction Plan
The Risk Reduction Plan will include the following:






who has responsibility for the implementation
what resources are to be utilised
budget allocation for the year and for the Charter period
timeline for implementation
details of the mechanism and frequency of review.

Copies of this policy and the accompanying documents shall be made available to all contractors, visitors
and volunteers
EVALUATION

Annual Occupational Health and Safety Audit, including Risk Management Policy and Processes.
Injury/Accident/Incident records will be maintained to assess effectiveness of Policy and Processes
Risks and the effectiveness of control measures are to be monitored to ensure changing circumstances do
not alter risk priorities.
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SCHOOL PURCHASING CARD
PURPOSE
The use of the School Purchasing Card provides the school with the opportunity to improve cash flow
management, reduce level of documentation, streamline purchase and enhance purchasing flexibility e.g.
camps.
BROAD GUIDELINES
To utilise the benefits of electronic commerce whilst ensuring the school’s procedures and internal controls
meet the Department’s requirements in accordance with “Education Training and Reform Regulations
2007”.
IMPLEMENTATION
Principal and School Council to:








determine which personnel and activities will be eligible to use the Purchasing card;
determine the expenditure limit for each cardholder and provide financial delegation to this upper limit.
appoint authorization officers;
ensure undertaking by the card holder is completed by each user;
ensure monthly purchasing card statement/s to be attached to financial reports and tabled at school
council meetings;
ensure all CBA MasterCard purchasing card procedures and controls are met;
complete and return the Annual Letter of Assurance document regarding appropriate school purchasing
card usage, as initiated by the Department of Education and Early Childhood Development;

RESOURCES



Provision of up to date, secure banking software.
Maintenance and upgrading of hardware and software as may be required.

EVALUATION


Procedures should be reviewed annually to confirm/enhance internal control

To be reviewed and endorsed by School Council Feb 2020

SEXUAL HARASSMENT
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GENERAL STATEMENT

The school management has responsibility to ensure, as far as practicable, the provision and maintenance
of a safe, secure working environment in which all staff, students, contractors and visitors can participate in
school and community activities without sexual harassment.
This Policy should be read in conjunction with other policies under the Occupational Health and Safety
Policy documentation
RATIONALE

“Sexual harassment in a school means that people will be offended, self-esteem and morale undermined
and work effectiveness impeded. Students and staff should not have to work in such an environment”
(Director General of Education 1985).
It is recognised that harassment may be experienced by either gender but the majority of those subjected
to it are female Sexual harassment communicates to people that they are seen as a sexual object. They are
denied the personal respect, which is their right to expect from others
Sexual harassment is personally offensive, promotes feelings of powerlessness and has a negative effect on
the working environment of the school
BROAD GUIDELINES

The Principal is responsible for the implementation of the Sexual Harassment Policy in this school.
Definitions: these are set out fully in the accompanying Processes document but sexual harassment is
broadly defined as any unwelcome verbal or physical contact of a sexual nature.
Staff will be made aware of the Equal Opportunity Act 1995 with particular reference to sections relating to
Sexual Harassment
Professional Development in the area of Sexual Harassment will be provided annually for staff (annual
online Professional Development)
Staff have responsibility to ensure that their behaviour does not constitute or foster sexual harassment
All complaints and enquiries will be dealt with in absolute confidence by the OHS Officer
The OHS officer will ensure that the Principal is informed appropriately
Failure to take action when sexual harassment is reported will be seen as authorisation or assistance of
sexual harassment; all people involved are seen to have contravened the legislation and a complaint may be
lodged against them
The Principal has responsibility to ensure that no victimisation occurs against a complainant or adviser
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The Department of Education Investigations Officer will be informed of any complaints that have been
resolved at the workplace
Sexual Harassment is illegal and will not be tolerated
IMPLEMENTATION

The OHS Safety officer will be appointed annually. This person is the first point of contact for any person
considering making a complaint or seeking advice about sexual harassment.
Notification of the name and contact details of this person are to be placed on the staff notice-board.
The school administration, staff and the OHS officer will monitor the working environment of the school.
All complaints are to be treated seriously, promptly and confidentially and, whenever possible, handled at
the workplace
All Department of Education procedures will be followed as set out in the accompanying Processes
documentation.
EVALUATION

Annual review of processes
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SPONSORSHIP

GENERAL STATEMENT

Sponsorship is seen as an avenue through which to provide additional resources to enhance the educational
opportunities and activities offered by Deepdene Primary School. It is NOT for the funding of the
established school program which arises from the curriculum, the provision of which is the responsibility of
the State Government through the Department.
RATIONALE

This school believes that, wherever ethically possible, all avenues should be explored to assist in increasing
educational opportunities available for our students.
BROAD GUIDELINES

Definitions: Sponsorship is the negotiated provision of funds, goods or services to students, teachers or the
school in exchange for advertising, publicity or other benefits
Promotion is a scheme or arrangement conducted by organisations which is intended for commercial or
other benefit, and which involves and rewards students, teachers or the school for participating in the
scheme or arrangement
Deepdene School Council will:
o Consider which items in the budget are appropriate for funding through sponsorship
o Consider all proposals for links between local business and the school
o Authorise only those arrangements which fall within the following guidelines
IMPLEMENTATION








Sponsorship and promotions will be used to enhance educational programs and not displace other
funding arrangements on which the school depends
Sponsorship arrangements must not promote competition between students or between local
schools
Sponsorship agreements will only be negotiated with organisations whose public image, products or
services are not inconsistent with the ethos and values of the school
All negotiated sponsorship agreements will specify the roles and responsibilities of all parties and
the nature and level of acknowledgment to be given to the sponsor.
Acknowledgment of the sponsorship must not compromise the ownership of Deepdene Primary
School
Neither the letterhead, logo nor school name of Deepdene Primary School will incorporate the name
of the sponsor
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Sponsorship and promotions will only operate within Deepdene Primary School and Department of
Education policies on equity. This school will only participate in National and State-wide
sponsorships and promotions if all students and school are able to participate in the activity.
Sponsorship and promotions must not require a change to any of the school priorities, goals or
policies and will be compatible with sound educational practices.
Participation in sponsorship and promotions will not place pressure on students, parents or the
school to purchase particular products or services or to adopt particular beliefs, attitudes or courses
of action.
Sponsorship and promotions will not involve endorsement of products or services by the school.
STUDENTS WILL NOT be used for promotional purposes.
Acceptance of a sponsor’s product or service will not be a condition of an individual’s participation
in sponsored activities
Any educational materials provided as part of a sponsorship and promotion will be clearly identified
as belonging to the sponsor.
Sponsors and/or promoters will negotiate, and provide in writing, a clear statement of the program
and/or course aims, content and method.
Comprehensive and clear records of students’ achievements and/or participation in activities will be
required.

EVALUATION

School based question on OSR Annual Report Parent Survey
Formal and informal feedback from students, parents, sponsors and promoters.
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STAFF CODE OF CONDUCT
RATIONALE

The core business of the school is that of Teaching and Learning.
Responsibility for this lies with the staff who work in collaborative teams with students, parents, caregivers
and the wider community in a professional partnership to ensure all students experience success and
maximise their potential.
This Policy will assist in guiding staff to ensure that the principles of Impartiality, Integrity and Professional
Service underpin all practices within the school.
BROAD GUIDELINES

Practices of all staff are determined by reference to the following documents
Victorian Government Schools Agreement
Deepdene Student Engagement Policy
Deepdene Staff Information Manual
Child Safe Code of Conduct
There is acknowledgment that all staff and students have rights and responsibilities, as determined by the
above documents, to ensure that teaching and learning is facilitated in a professional manner.
There is acknowledgment that this Policy covers all those involved with students at the school including
staff employed by the Department and School Council. The principles and practices set out in the
documents above also apply to all volunteers, work experience personnel and others working in the school
setting.
IMPLEMENTATION

This policy will assist in providing a framework for discussion in which to make judgements acknowledging
that staff, through shared consideration of specific issues, are in the best position to maintain the principles
of Integrity, Impartiality and Professional Service
This policy will be referred to in order to assist staff to determine behaviours when considering, at both
individual and group levels, matters such as:
o
o
o
o
o
o
o

duty of care and legal requirements
curriculum content and liability
pedagogical differences
interpersonal relationships with both students and peers
school management processes
differences in values
balancing cognitive and social pressure

Deepdene Primary School Policies

131

Staff will, at all times, act in a professional manner
Staff will recognise that, in their position of trust, they must act as influential role models with responsibility
to














convey the culture and values of our society -be effective communicators
demonstrate those values through personal integrity
ensure expectations are clear
be impartial
develop exemplary relationships with students
be honest, sensitive and constructive
be open, courteous and responsive in seeking co-operation and support
refrain from imposing their own values
encourage students to analyse the merits of different positions to form their own judgements
be receptive and willing to seek active co-operation and participation of parents
be respectful of the privacy and rights of others
display qualities of integrity, imagination, enthusiasm and dedication
understand that corporal punishment is prohibited

As teachers there is an expectation to develop positive, effective and co-operative relationships with other
staff
-Continued renewal and improvement of skills
The Principal has responsibility to ensure that all staff are aware of the contents of both Policy and
Processes documents and that all volunteers, Work Experience students, Community Service students and
other professionals working within the school are aware of the contents and implied considerations within
these documents.
It is the policy of Deepdene Primary School to attempt to resolve and reconcile all concerns equitably and
fairly whenever possible within the school, using local processes and support personnel, while
acknowledging the rights of individuals to pursue their concerns through other appropriate channels.
The Staff Information Manual will be update annually.
The Principal will ensure the Staff Information Manual is available to all staff.

EVALUATION

Evaluation will be ongoing through the Principal and Leadership Team
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STUDENT WELLBEING AND ENGAGEMENT

PURPOSE

The purpose of this policy is to ensure that all students and members of our school community understand:
(a)
(b)
(c)
(d)

our commitment to providing a safe and supportive learning environment for students
expectations for positive student behaviour
support available to students and families
our school’s policies and procedures for responding to inappropriate student behaviour.

Deepdene Primary School is committed to providing a safe, secure and stimulating learning environment for
all students. We understand that students reach their full potential only when they are happy, healthy and
safe, and that a positive school culture helps to engage students and support them in their learning. Our
school acknowledges that student wellbeing and student learning outcomes are closely linked.
The objective of this policy is to support our school to create and maintain a safe, supportive and inclusive
school environment consistent with our school’s values.
SCOPE

This policy applies to all school activities, including camps and excursions.
CONTENTS

1.
2.
3.
4.
5.
6.
7.
8.

School profile
School values, philosophy and vision
Engagement strategies
Identifying students in need of support
Student rights and responsibilities
Student behavioural expectations
Engaging with families
Evaluation

POLICY
SCHOOL PROFILE

Deepdene Primary School is a highly effective learning community providing learning opportunities for all.
It is our goal that individual talents, interests and skills are identified, nurtured and developed so that all
students achieve success engendering a high sense of self-confidence and a love of learning.
We offer a quality curriculum based on the Victorian Curriculum in all areas including the Arts, LOTE (Fench)
and Physical Education. Our learning programs are designed to cater for the individual needs of a diverse
range of students. These include extension and support programs, both within and beyond classrooms. A
range of extra-curicular programs are provided and the school offers an outside of school hours care
program.
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There is a strong partnership between parents and the school and an evident community atmosphere.
Parents participate in our reading program, school council, as classroom helpers, open days, information
nights, working bees and various social and fund raising activities.
Deepdene Primary School has a stable enrolment of approximately four hundred and fifty students who are
primarily drawn from the surrounding suburbs of Balwyn, Camberwell, Canterbury and Kew. Enrolments
are taken based on a neighbourhood entry policy.
Our facilities include:
 Twenty well-resourced classrooms
 Specialist rooms for the teaching of LOTE (French) and the Performing and Visual Arts
 Library resource centre
 Designated areas for the teaching of Physical Education
 At least six computers in each classroom
 Computer laboratory with 26 state of the art computers and an interactive whiteboard
 Second computer laboratory with twenty two computers
 Two class sets of notebook computers
 Two class sets of Windows tablets
 Interactive whiteboard in every classroom as well as the library, shared learning space and computer
lab
 The Out of School Hours Care Club – A spacious room for a joint program between Deepdene PS and
OLGC which is conducted onsite at Deepdene and administered by a private provider. The program
offers before and after school care and school holiday programs
 Access to Linear Park
 Synthetic grass courts
 Colourful playground equipment suited to all primary age groups
 Shade ports
 A full sized oval
 Indoor gymnasium
The school offers a variety of intervention, enrichment and extension programs to support and enhance
student learning. These include:


















Reading support program P - 2
Extension and enrichment program 1 - 6
Mathematics Olympiad Years 5 & 6
Chess club and competitions
Club 6
Science Talent Search
Manningham Drama Eisteddfod
Performance and Productions at each level of the school
Boroondara Eisteddfod
Festival choir, ensemble groups, school band, jazz group
Instrumental tuition
Student representative council
Camps & tours years 3 - 6
Excursions and in-school workshops and performances for Prep – 6
Inter-school sport and sports’ clinics
Prep & Year 5 friendship/cross age tutoring
Swimming P – Yr 3
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Book Week, Literacy and Numeracy Week

Information and communication technology is successfully integrated into learning programs at all year
levels. Each classroom is equipped with an interactive whiteboard and up to six computers. Our wellresourced computer laboratory provides all students with access to a broad variety of challenging
educational software programs and learning support equipment (e.g. multimedia projectors, digital
cameras, USB computer microscopes). Our school hall has a large screen and data projector. During 2017
we underwent a major hardware upgrade. 150 new machines were budgeted for, and installed. Each
classroom now has 6 new machines, we have a computer lab with new touch screens, a second lab in the
Extension Room, 27 tablets and 32 notebooks.
The teaching staff work collaboratively in curriculum planning and delivery reflecting a strong commitment
to teamwork. Equally, parents and teachers work in partnership to provide each child with rich learning
experiences, optimising their potential and promoting a friendly, safe and secure learning environment over
the seven years of their schooling.
The whole school approach to student welfare focuses on the values of:








Care and Compassion – care for self and others
Doing Your Best – try hard and pursue excellence
Honesty and Trustworthiness – be honest, sincere and seek the truth
Integrity – ensure consistency between words and deeds
Respect – treat others with consideration and respect another person’s point of view
Responsibility – contribute to the school community and take care of the environment
Understanding, Tolerance and Inclusion – show understanding of others and their cultures, treating
all people fairly

At Deepdene Primary School we believe:






Students, parents and teachers work in strong supportive partnership within the school community
Students work in a safe, secure learning environment and are actively encouraged to be selfmotivated, independent life-long learners
Students work and play cooperatively
Students make responsible decisions for their behaviour and actions
Students are challenged, extended, motivated and supported in their learning through high quality
instruction

Deepdene Primary School is committed to promoting a highly effective learning community. Energy,
enthusiasm, team spirit and effective teamwork between students, parents and all staff members are key
features of life at our school.

ENGAGEMENT STRATEGIES

Deepdene Primary School has developed a range of strategies to promote engagement, positive behaviour
and respectful relationships for all students in our school. We acknowledge that some students may need
extra social, emotional or educational support at school, and that the needs of students will change over time
as they grow and learn.
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A summary of the universal (whole of school), targeted (year group specific) and individual engagement
strategies used by our school is included below:
UNIVERSAL
























high and consistent expectations of all staff, students and parents and carers
prioritise positive relationships between staff and students, recognising the fundamental role this
plays in building and sustaining student wellbeing
creating a culture that is inclusive, engaging and supportive
welcoming all parents/carers and being responsive to them as partners in learning
analysing and being responsive to a range of school data such as attendance, Attitudes to School
Survey, parent survey data, student management data and school level assessment data
teachers Deepdene Primary School use High Impact teaching Strategies to ensure an explicit, common
and shared model of instruction to ensure that evidenced-based, high yield teaching practices are
incorporated into all lessons
teachers at Deepdene Primary School adopt a broad range of teaching and assessment approaches to
effectively respond to the diverse learning styles, strengths and needs of our students and follow the
standards set by the Victorian Institute of Teaching
our school’s Statement of Values are incorporated into our curriculum and promoted to students,
staff and parents so that they are shared and celebrated as the foundation of our school community
carefully planned transition programs to support students moving into different stages of their
schooling
positive behaviour and student achievement is acknowledged in the classroom, and formally in school
assemblies and communication to parents
monitor student attendance and implement attendance improvement strategies at a whole-school,
cohort and individual level
students have the opportunity to contribute to and provide feedback on decisions about school
operations through the Student Representative Council
Students are also encouraged to speak with their teachers, Year Level Coordinator, Assistant Principal
and Principal whenever they have any questions or concerns.
create opportunities for cross—age connections amongst students through school plays, athletics,
music programs and peer support/buddy programs
All students are welcome to self-refer to the classroom teacher, Area Leaders, Assistant Principal and
Principal if they would like to discuss a particular issue or feel as though they may need support of any
kind. We are proud to have an ‘open door’ policy where students and staff are partners in learning
we engage in school wide positive behaviour support with our staff and students, which includes
programs such as:
o Healthy Kids, healthy Classrooms
o Just Get Active
o Resilience Program
o School Leadership program
opportunities for student inclusion i.e. sports teams, sports training, Chess Club, Dance Club, Tennis
Lessons, ICT club, Festival Choir, bands and ensembles
buddy program

TARGETED
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each area group has an Area Leader, who in conjunction with classroom teachers, monitors the health
and wellbeing of students in their year, and acts as a point of contact for teachers who may need
additional support for students in their class
each area group has an Area Leader, who monitors the health and wellbeing of students in their year,
and acts as a point of contact for students who may need additional support
connect all Koorie students with a Koorie Engagement Support Officer
all students in Out of Home Care will be appointed a Learning Mentor, have an Individual Learning
Plan and will be referred to Student Support Services for an Educational Needs Assessment
staff will apply a trauma-informed approach to working with students who have experienced trauma

INDIVIDUAL







Student Support Groups, see:
http://www.education.vic.gov.au/school/principals/spag/participation/pages/supportgroups.aspx
Individual Learning Plan
Program for Students with Disabilities
referral to Student Welfare Coordinator and Student Support Services
referral to ChildFirst, Headspace

Deepdene Primary School implements a range of strategies that support and promote individual engagement.
These can include:






building constructive relationships with students at risk or students who are vulnerable due to
complex individual circumstances
meeting with student and their parent/carer to talk about how best to help the student engage with
school
developing an Individual Learning Plan and/or a Behaviour Support Plan
considering if any environmental changes need to be made, for example changing the classroom set
up
referring the student to:
o school-based wellbeing supports
o Student Support Services
o Appropriate external supports such as council based youth and family services, other allied
health professionals, headspace, child and adolescent mental health services or ChildFirst
o Re-engagement programs such as Navigator

Where necessary the school will support the student’s family to engage by:





being responsive and sensitive to changes in the student’s circumstances and health and wellbeing
collaborating, where appropriate and with the support of the student and their family, with any
external allied health professionals, services or agencies that are supporting the student
monitoring individual student attendance and developing an Attendance Improvement Plans in
collaboration with the student and their family
running regular Student Support Group meetings for all students:
o with a disability
o in Out of Home Care
o and with other complex needs that require ongoing support and monitoring.
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IDENTIFYING STUDENTS IN NEED OF SUPPORT

Deepdene Primary School is committed to providing the necessary support to ensure our students are
supported intellectually, emotionally and socially. Deepdene Primary School will utilise the following
information and tools to identify students in need of extra emotional, social or educational support:







personal, health and learning information gathered upon enrolment and while the student is enrolled
attendance records
academic performance
observations by school staff such as changes in engagement, behaviour, self-care, social
connectedness and motivation
attendance, detention and suspension data
engagement with families

STUDENT RIGHTS AND RESPONSIBILITIES

All members of our school community have a right to experience a safe and supportive school environment.
We expect that all students, staff, parents and carers treat each other with respect and dignity. Our school’s
Statement of Values highlights the rights and responsibilities of members of our community.
Students have the right to:





participate fully in their education
feel safe, secure and happy at school
learn in an environment free from bullying, harassment, violence, discrimination or intimidation
express their ideas, feelings and concerns.

Students have the responsibility to:




participate fully in their educational program
display positive behaviours that demonstrate respect for themselves, their peers, their teachers and
members of the school community
respect the right of others to learn.

Students who may have a complaint or concern about something that has happened at school are encouraged
to speak to their parents or carers and approach a trusted teacher or a member of the school leadership
team.
STUDENT BEHAVIOURAL EXPECTATIONS

Behavioural expectations of students, staff and families are grounded in our school’s Statement of Values.
Student bullying behaviour will be responded to consistently with Deepdene Primary School’s Bullying
Prevention policy.
When a student acts in breach of the behaviour standards of our school community, Deepdene Primary
School staff will follow the Deepdene Code of Cooperation and Consequences Policy. Where appropriate,
parents will be informed about the inappropriate behaviour and the disciplinary action taken by teachers and
other school staff.
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Disciplinary measures at our school will be applied fairly and consistently. Students will always be provided
with an opportunity to be heard.
Disciplinary measures that may be applied include:











warning a student that their behaviour is inappropriate
teacher controlled consequences such as moving a student in a classroom or other reasonable and
proportionate responses to misbehaviour
letter of apology by the student to go home to be signed by the parent
withdrawal of privileges
referral to the Year Level Coordinator
restorative practices
lunch time detentions
behaviour reviews
suspension
expulsion

Suspension and expulsion are measures of last resort and may only be used in particular situations
consistent with Department policy, available at:
http://www.education.vic.gov.au/school/principals/spag/participation/pages/engagement.aspx
Corporal punishment is prohibited in our school and will not be used in any circumstance.
ENGAGING WITH FAMILIES

Deepdene Primary School values the input of parents and carers, and we will strive to support families to
engage in their child’s learning and build their capacity as active learners. We aim to be partners in learning
with parents and carers in our school community.
We work hard to create successful partnerships with parents and carers by:








ensuring that all parents have access to our school policies and procedures, available at the sign in
register on the front desk, and on Compass
maintaining an open, respectful line of communication between parents and staff, supported by our
Communicating with School Staff policy.
providing parent volunteer opportunities so that families can contribute to school activities
involving families with homework and other curriculum-related activities
involving families in school decision making through Education Team and School Council
coordinating resources and services from the community for families
including families in Student Support Groups, and developing Individual Learning Plans for students.

EVALUATION

Deepdene Primary School will collect information each year to understand the frequency and types of
wellbeing issues that are experienced by our students so that we can measure the success or otherwise of
our school based strategies and identify emerging trends or needs.
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Sources of data that will be assessed on an annual basis include:








student survey data
incidents data
school reports
parent survey
case management
CASES21
SOCS

REVIEW CYCLE

This policy was last updated in June 2018 and is scheduled for review in 2021.

Deepdene Primary School Policies

140

STUDENT WELFARE
RATIONALE

To provide a safe, happy, caring, supportive and cooperative environment which encourages learning.
To provide an environment where the student is supported and feels that appropriate action will be taken if
confronted with any incidence of harassment or bullying.
To provide an empowering environment; where students learn to assume greater responsibility for
resolving problems that affect their welfare and learning.
To provide an appropriate curriculum and incorporate effective teaching strategies to meet individual
learning needs.
BROAD GUIDELINES

The rights and well-being of all students and staff should be respected.
The school environment should be free of any incidents involving harassment and bullying
A climate where tolerance and appreciation of academic, physical and social difference is valued should be
provided.
The partnership that exists between the school and home in supporting the successful development of all
children should be valued and fostered.
Programs should be provided to assist in the process of meeting individual learning needs.
IMPLEMENTATION

All children will be made aware of the Deepdene Code of Co-operation at the beginning of each term.
All teachers will follow the guidelines in the Student Engagement Policy
All teachers will maintain a commitment to the continued development of a positive school environment.
Documentation of unacceptable behaviour is required.
Department of Education and Early Childhood Development policy on discipline procedures will be adhered
to.
There will be appropriate consequences for non-compliance to the Code of
Co-operation.
Individual Learning Plans will be developed where appropriate.
Programs will be provided for staff, parents and children as an integral part of the commitment to meeting
the individual needs of children within the school environment.
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The Principal/Assistant Principal is responsible for the management of all referrals for children requiring
further professional assessments, therapy and counselling.
EVALUATION

Observation of children’s behaviour/attitudes by staff.
Ongoing monitoring and review of documented behavioural concerns.
Support and observation by parents.
Ongoing monitoring and review of special needs programs.
Minor evaluation annually.
Student Survey Data
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THE DEEPDENE CODE OF CO-OPERATION

PURPOSE

Deepdene Primary School is committed to developing and maintaining a positive school environment.
It is our belief that positive teacher-student, student-student, teacher-teacher, parent-teacher and parentstudent relationships lead to more effective learning and fewer behavioural concerns.
BROAD GUIDELINES

The whole school approach to student welfare focuses on the following important strategies:








improving self-esteem,
encouraging friendship,
developing pride in the school,
developing respect and acknowledging differences
encouraging sharing, tolerance and compassion amongst all children,
developing a consistent and fair approach,
assisting students in responsible decision making.

Our Code of Co-operation is based on the following responsibilities:






I am committed to learning and working cooperatively with my classmates
I am committed to learning and playing in a clean, safe and healthy environment
I am committed to treating everyone with respect and with a positive attitude
I am committed to having classes free of unnecessary interruptions
Parents have an obligation to support the Deepdene Code of Co-operation.

IMPLEMENTATION
STUDENT’S RESPONSIBILITIES

Students are to











Listen to the teacher
Appreciate, listen and value classmates’ opinions
Share equally
Take responsibility for actions
Encourage and respect all people
Work to the best of their ability
Put all rubbish in the bin
Play sensibly. Help people if they are hurt
Play safely on playground equipment
Respect the school environment

Deepdene Primary School Policies

143








Accept people for who they are
Treat people with respect
Acknowledge the achievements of others
Be punctual. Not interrupt classmates’ learning
Move quietly around school grounds during learning hours
Follow the classroom routines

STUDENT’S CONSEQUENCES










Explain the circumstances of the incident or behaviour verbally or in writing, focusing on the code of
conduct.
Verbal or written apology offered.
Time Out - within the classroom
o removed to another classroom
o accompany teacher on yard duty.
Student informs parent/s of behaviour and writes apology signed by parents.
Individual behaviour management plan is established and behaviour recorded by teachers.
Parent/s called to school to meet with teacher and Principal or Assistant Principal.
Suspension and expulsion in accordance with Department guidelines.

TEACHER’S RESPONSIBILITIES

1.
2.
3.
4.
5.

Continually evaluate student management and teaching practices.
Be aware of their positive influence on the students in manners, appearance and behaviour.
Provide thorough supervision on yard duty.
Promote and implement the Code of Co-operation
Seek advice and assistance when needed.

TEACHER’S ACTIONS











Obtain the information about the incident/behaviour from the student.
Ensure the student understands the effects of his/her actions as set out in the Code of Co-operation
Time Out - isolate the student within their own classroom
OR
student to accompany teacher on yard duty and communicate with the student’s teacher.
remove to another classroom or designated area
Arrange a written apology, returned to teacher and retained in individual file.
Individual Behaviour Management Plan established and behaviour is recorded by teachers.
Parents called to school to meet with teacher and Principal or Assistant Principal.
Student suspension and expulsion in accordance with Department guidelines.
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PARENT’S RESPONSIBILITIES




Reinforce positive attitudes towards the school.
Facilitate your child in meeting their Code of Co-operation responsibilities.

PARENT’S ACTIONS





Communicate with the school to inform relevant personnel of factors in the home environment
which may influence a child’s behaviour at school.
Actively support the school’s Code of Co-operation
Communicate with classroom teacher/Assistant Principal/Principal regarding any incidents of
concern relating to classroom or playground behaviour
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TRANSITION

PURPOSE

To prepare children for Transition, which represents a major change of environment in their lives and which
may occur from Kinder to Primary School, from year level to year level within the Primary School, and from
Year Six to High School.
BROAD GUIDELINES






School should plan an active introduction program which considers the previous environment.
Active departure program which endeavours to consider their new environment.
Some attention given to specific problems which arise from certain children transferring during the
course of the year.
Neighbourhood school rationale applies.

IMPLEMENTATION
KINDER TO SCHOOL















Co-ordinator to liaise with pre-schools throughout year.
Parent Foundation Information Evening session to be held during education Week
Enrolment requires proof of date of birth, immunisation certificate and passport information if
appropriate.
Enrolment meetings with parents and students to be conducted by the Principal and Assistant
Principal after the Information Evening.
Foundation Area Leader to liaise with kinders to identify children and develop strategies to address
special needs.
Kinder Teachers invited to visit school and discuss individual students with teachers.
Foundation Transition Session to be held in Term Four
Foundation orientation Day to be held in Term Four
School Information folder to be handed to parents at Transition session
Morning tea on the first day provided by the Parents’ Association.
Enrolment priority is given to:
Enrolments within local area (nearest neighbourhood school).
Enrolment of siblings from families currently enrolled but now out of local area.

YEAR LEVEL TO YEAR LEVEL WITHIN THE SCHO OL





See class formation policy document
Students will be informed of their new class and teacher on the second last day of school
Transitions session to follow with new class for the following year.
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YEAR 6 TO YEAR-7

Leader: - Year 6 teacher.





Assist parents and students in a clear understanding choices of primary schools and those zoned for
enrolment or neighbourhood schools.
Staff and students visit schools.
Liaison with Year 7 co-ordinators established.
Children and parents to visit schools beforehand.

SCHOOL TO SCHOOL
TRANSFERRING OUT:




Transfer note and immunisation certificate forwarded to new school.
Student Information folder sent to office.

TRANSFERRING IN:






Interview with principal or assistant principal.
Immunisation certificate is required prior to admittance.
Copy of enrolment card distributed to class teacher.
Peer support implemented.

Enrolment Priority is given to:



Enrolments within local area.
Enrolment of siblings from families currently enrolled but out of local area.

EVALUATION

Minor evaluation of Transition Program.
Liaison with pre-Schools and Secondary Schools to be developed further to assist the Transition Program.
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VISITORS
RATIONALE

We seek to provide an open and friendly learning environment, which values and actively encourages visitors
to our school. At the same time we recognise our duty of care to ensure a safe environment for our students
and staff, and we recognise our responsibility to protect and preserve our resources against theft, vandalism
and misuse.

AIM

• To provide a safe and secure environment for our students, staff and resources.
• To establish protocols and procedures that effectively monitors and manages visitors, whilst not
compromising the open and inviting nature of our school.
IMPLEMENTATION













Whilst we actively encourage an inviting and open school, the safety of our students, staff and
resources remain our highest priorities.
Visitors are defined as all people other than staff members, students, and parents/guardians
involved in the task of delivering or collecting children at the start or end of the school day.
All visitors will be required to report to the administration office prior to undertaking any activity
within the school, where they will be required to sign a “Visitors” book and will be assigned a
“Visitors” badge which they must wear at all times within the school. Similarly, visitors will be
required to report to the administration office at the end of their visit to return their badge and
to “sign out” in the Visitors book.
Comfortable and non-intimidating waiting and interviewing spaces will be made available.
Visitors will be provided with directions, and will be made aware of any construction works etc
that may impact upon their safety or comfort.
The above mentioned process for managing and monitoring visitors will be regularly published in
the school newsletter, and will appear at all school entrances.
Visitors within the school who have failed to follow this process will be reminded to do so.
Under the Summary Offences Act 1966 and subsequent amendments, the principal reserves the
right, and has the authority to prohibit any potential visitor from entering or remaining within
the school, and also has the authority to invite or exclude people from using or being within the
school boundaries outside school operating hours.
The school’s emergency management procedures will ensure that visitors within the school at
the time of any emergency or practice drill will be recognised and be appropriately catered for.

EVALUATION

This policy will be reviewed as part of the school’s three-year review cycle, and at times when our
emergency management procedures are under review.
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VOLUNTARY WORKERS

GENERAL STATEMENT

The school acknowledges the partnership, which exists between parents and school as we work towards
achieving excellence in education for all our students.
The school relies heavily on the assistance provided by volunteers including parents and other members of
the school community. The school management has responsibility to ensure the provision and maintenance
of a safe, secure environment, which is without risks to health and safety for all staff, students and visitors.
RATIONALE

The school community recognises the importance of:




The safety and security of our students
Protecting and securing the health, safety and welfare of persons at work through provision of a safe
and healthy work environment
Raising the awareness, of staff, students and visitors, of the need to take responsibility for their own
safe work practices and knowledge of the Occupational Health and Safety Act where appropriate.

BROAD GUIDELINES

A teacher must supervise volunteers working with students (including parents working in classrooms, with
individuals or with groups of students).
A ‘Working with Children Check’ is required by all volunteers who work with students.
This Policy should be read in conjunction with the Policy relating to Parental Participation in School
Curriculum Programs
IMPLEMENTATION

Voluntary work within this school involves a diverse range of activities and experiences including









Assisting in classrooms and library
Assisting in the implementation of Early Years Literacy and Numeracy programs
Assisting with excursions and camps, sport and swimming programs
Assisting in Administrative duties e.g. Newsletter
Assisting with Technology programs
Fundraising
Assisting with Special event days/programs
Maintenance of buildings, grounds and school materials
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The school will ensure that risks to the health and safety of non-employees (including students’ visitors,
official visitors, volunteers, neighbours and contractors are minimised while on Department of Education
property or engaged in Department of Education programs e.g. assisting on excursions.
EVALUATION

Review of volunteer work in the school will be conducted annually with the involvement of all relevant staff
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WORKING WITH CHILDREN CHECK

REGISTER AND PROTOCOLS



All new staff are obliged to produce a Working with Children Check (WWCC) or Victorian Institute of
Teaching (VIT) upon their application for employment. Administration staff enter new staff details
on CASES21 or Edupay and are required to include WWCC or VIT details on completion of personnel
and payroll details.



Teaching staff on central payroll are checked annually, by Administration staff, via the Victorian
Institute of Teaching website. Casual teaching staff and music tutors on local payroll provide a copy
of their VIT card or WWCC card directly to the Business Manager.



Staff on central and local payroll, both teaching and education support, have personnel files which
are kept in the safe and their WWCC and VIT details are kept in their files.



The Business Manager maintains a register of all staff and service providers, who are not on the
central payroll. The register is kept in the administration office and is regularly inspected and
updated.



Volunteers and personnel who are employed by outside organizations who also work on Deepdene
premises are also obliged to provide VIT and WWC cards. These include OSH Club, Chess Ideas, Tech
Kids and their staff are obliged to provide VIT or WWCC cards which are also inspected and updated
on the register.



All parent volunteers who accompany teachers on excursions or incursions at Deepdene Primary
School also provide their WWCC card which is entered into the register
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YARD DUTY SUPERVISION
PURPOSE

To ensure school staff understand their supervision and yard duty responsibilities.
SCOPE

The principal is responsible for ensuring that there is a well-organised and responsive system of supervision
in place during school hours, before and after school, and on school excursions and camps.
This policy applies to all teaching and non-teaching staff at Deepdene Primary School, including education
support staff, casual relief teachers and visiting teachers.
School staff are responsible for following reasonable and lawful instructions from the principal, including
instructions to provide supervision to students at specific dates, time and places.
POLICY
BEFORE AND AFTER SCHOOL

Deepdene Primary School’s grounds are supervised by school staff from 8.45am until 3.45pm. Outside of
these hours, school staff will not be available to supervise students.
Parents and carers should not allow their children to attend Deepdene Primary School outside of these hours.
Families are encouraged to contact the school office for more information about the before and after school
care facilities available to our school community.
The Principal or nominee staff member has responsibility to:



advise of the supervision arrangements before school
request that the parent/ carer make alternate arrangements (if a student attends school outside
supervised hours).

If a student is not collected before supervision finishes at the end of the day, the principal or nominee staff
member will consider whether it is appropriate to:





attempt to contact the parents/carers
attempt to contact the emergency contacts
place the student in an out of school hours care program (if available)
contact Victoria Police and/or the Department of Health and Human Services (Child Protection) to
arrange for the supervision, care and protection of the student.

School staff who are rostered on for before or after school supervision must follow the processes outlined
below.
YARD DUTY

All staff at Deepdene Primary School are expected to assist with yard duty supervision and will be included in
the weekly roster.
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The principal or Assistant Principal is responsible for preparing and communicating the yard duty roster on a
regular basis. At Deepdene Primary School, school staff will be designated a specific yard duty area to
supervise.
Staff who are rostered for yard duty must remain in the designated area until they are replaced by a relieving
teacher.
During yard duty, supervising staff must:









methodically move around the designated areas
be alert and vigilant
intervene immediately if potentially dangerous or inappropriate behaviour is observed in the yard
enforce behavioural standards and implement appropriate consequences for breaches of safety rules,
in accordance with any relevant disciplinary measures set out in your school’s Student Code of
Cooperation policy
ensure that students who require first aid assistance receive it as soon as practicable
inform the office of any incidents which may need to be logged onto Compass
ensure that a brief but adequate verbal ‘handover’ is given to the next staff member in relation to any
issues which may have arisen during the first shift
approach and identify non-students in the yard who are not wearing a visitors pass and refer them to
the office.

If the supervising staff member is unable to conduct yard duty at the designated time, they should contact
the Assistant Principal with as much notice as possible prior to the relevant yard duty shift to ensure that
alternative arrangements are made.
If the supervising staff member needs to leave yard duty during the allocated time, they should contact the
Assistant Principal but should not leave the designated area until the relieving staff member has arrived in
the designated area.
If the next rostered staff member does not arrive for yard duty, the staff member currently on duty should
contact the Assistant Principal and not leave the designated area until a replacement staff member has
arrived.
Should students require assistance during recess or lunchtime, they are encouraged to speak to the
supervising yard duty staff member.
CLASSROOM

The classroom teacher is responsible for the supervision of all students in their care during class.
If a teacher needs to leave the classroom unattended at any time during a lesson, they should first contact
the nearest teacher for assistance. The teacher should then wait until another staff member has arrived at
the classroom to supervise the class prior to leaving.
SCHOOL ACTIVITIES, CAMPS AND EXCURSIONS
The principal and leadership team are responsible for ensuring that students are appropriately supervised
during all school activities, camps and excursions. Appropriate supervision will be planned for special school
activities, camps and excursions on an individual basis, depending on the activities to be undertaken and the
level of potential risk involved. Refer to Camps and Excursions Policy.
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FURTHER INFORMATION AND RESOURCES


School Policy and Advisory Guide:
o Supervision
o Duty of Care
o Child Safe Standards
o Visitors in Schools

REVIEW CYCLE
Policy reviewed 2020, to be reviewed in 2021.
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