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Accelerated Learning Pathway

POLICY
.

Rationale:

It is the policy of the school to enhance rather than accelerate learning. However
it is recognised that there are occasions that to allow students to participate in
acceleration would be of benefit to the individual.

Aims:

To provide depth and breadth to student learning and still ensure successful
outcomes. That students in the senior program may have access to subjects in
the year level directly above in order to extend their individual potential and to
assist individuals in achieving their optimum VCE enter score. This is however
considered an exceptional practice as in most instances the individual will benefit
best from progression in a systemic order obtaining a strong grounding in their
current year of study in order to maximise their results. The College recognises
the importance of the sequential development required in each of the study areas
and the role that maturation plays in the success of the individual’s VCE
outcomes.

Implementation strategies:

Successful application into the Accelerated Learning Program will depend upon
the following:

e That the student has already been recognised for their exceptional academic
ability through their participation in the enhancement program and/or the
collection of awards at the annual event.

e Support from the individual student’s current teachers, data from the reporting
system and members of the Student Management Team. That is “VG” would
be common place on all progress reports including progression, attitude,
completion of work, organisation and of course attendance.

e Students will be provided the opportunity to undertake one extension study
only. Exceptions will only be considered at the discretion of the Student
Management Team in consultation with the principal class upon
demonstration of exemplary subject results and overwhelming support from
current teachers.

e Extension studies should be considered a privilege to reward demonstration
of exemplary schooling practices — academic record, attendance, punctuality.
It should not be a method for boosting numbers in a particular subject area.

e To maintain the integrity of the year level and of the program, it is aimed that
the number of students accepted into Accelerated Learning Program should
not be greater than 10% of the existing cohort. A VET study started in year 10
would be considered a part of the Accelerated Learning Program.



Accelerated Learning Pathway Policy (continued)

e A study can only be a part of the Accelerated Learning Program if it is
accessible to the student without creating “subject clashes” and if there are
positions vacant in the study. Priority into a subject will be given to students
studying at the identified year level.

Evaluation:

e This policy will be reviewed annually as part of the school’s four-year review
cycle.

This policy was last ratified by School Council in....




Anaphylaxis

L .
Rationale:

Anaphylaxis is an acute allergic reaction to certain food items (commonly nuts, eggs,
cow’s milk), bee or other insect stings and some medicines. Anaphylaxis is a severe
and potentially life-threatening condition. The condition develops in approximately 1-2%
of the population. Prevention of anaphylaxis in schools will be facilitated by knowledge
of those students at risk, awareness of triggers and prevention of exposure to such
triggers.

Adrenaline given through an EpiPen® autoinjector to the muscle of the outer mid thigh
is the most effective first aid treatment for anaphylaxis.

Aims:

To provide a safe and healthy school environment that takes into consideration the
needs of all students, including those who may suffer from anaphylaxis.

Implementation:

e Anaphylaxis is best prevented by knowing and avoiding the allergens.

e Signs and symptoms of anaphylaxis include swelling or tingling around the mouth,
hives/rash, abdominal pain, vomiting or diarrhoea, facial swelling, cough, wheezing
or difficulty breathing or swallowing, difficulty talking, loss of consciousness or
collapse or cessation of breathing.

e Our school will manage anaphylaxis by:-

o identifying susceptible students and knowing their allergens

o requiring parents to provide an emergency management plan developed in
consultation with the child’s health professional. The emergency management plan will
be kept at the office. If an epipen if necessary the child will carry their own. The office
will also have an epipen in case of emergency.

o informing the community about anaphylaxis via the newsletter

o educating all students about the possible dangers of sharing food and the risk of using
drink cans at school.

o keeping the lawns well mown and ensuring children always wear shoes.

o ensuring staff are provided with professional development on the identification and
response to anaphylaxis and the proper use of an epipen. Professional development
will be updated annually.

o Staff attending excursions and camps will be informed of students with allergies and
their emergency management plan. An epipen will be supplied

e The school won’t ban certain types of foods (eg: nuts) as it is not practicable to do
so, and this is not a strategy recommended by the DEECD or the Royal Children’s
Hospital. However, the school will request that parents do not send such items to
school if at all possible; that the canteen eliminate or reduce the likelihood of such
allergens, and the school will reinforce recommendations about not sharing foods.

e After an epipen has been administered an ambulance will be called and the child will
be taken to hospital.

Evaluation:

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

This policy was last ratified by School Council in.... June 2008




Bullying & Harassment

Bundoora

Secondary College PO |_ | CY

Rationale:

e The Department of Education and Early Childhood Development (DEECD) is
committed to diversity and the principle of equal opportunity in education, training
and employment for staff and students. Equal opportunity is a requirement under
Commonwealth and State legislation including the Worksafe Act, and essential to
the well being of all. We all have a responsibility to ensure schools are safe and
inclusive, free of discrimination, harassment, bullying, vilification, victimisation and
otherwise unlawful and unacceptable behaviours. Bundoora SC seeks to provide a
safe and secure learning environment where staff and students are free from all
forms of harassment and bullying. This will allow students to develop high self-
esteem, confidence and resilience while being caring, respectful and accepting of
others.

Aims:

The DEECD aims to foster a culture of acceptance, dignity and respect for diversity. All
staff, students, parents, school council members, contractors and volunteers should
adhere to these principles.

e To reinforce within the school community what harassment and bullying behaviours
are, and the fact that they are unacceptable and will not be tolerated.

e Everyone within the school community will be alert to signs and evidence of
harassment and bullying and have a responsibility to report it to staff whether as an
observer or victim.

e To ensure that all reported incidents of harassment and bullying are followed up
appropriately and that support is given to both victims and perpetrators.

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

Definition:

Harassment and bullying occur when an individual is exposed regularly and over
time to negative or harmful actions by one or more other people. Harassment
and bullying are actions that are done to intimidate, exclude, threaten and/or hurt
others repeatedly.

It is also unlawful for an individual to aid, encourage, permit or instruct another
person to commit an act of harassment or bullying.

It is unlawful if a reasonable person would expect the recipient to feel offended or
humiliated in the particular circumstances.



Bullying and Harassment Policy (continued)

Harassment and/or bullying can take many forms and are often inter-related they
can include:

Verbal: name calling, put downs, threats, derogatory comments, jokes or
gestures

Physical: hitting, punching, kicking, scratching, tripping, pushing, spitting
Social: ignoring, excluding, ostracizing, alienating.

Psychological: spreading rumours, stalking, dirty looks, humiliation, circulating
or publishing written material (notes, faxes, emails), hiding or damaging
possessions

Cyber: using electronic devices (phones, computers, MSN, photos/videos etc) to
carry out any of the above forms ie. verbal social or psychological bullying will not
be tolerated. All cases of bullying or harassment will be treated seriously and
investigated.

Implementation:

e Parents, teachers, students and the community will be aware of the school’s
position on harassment and bullying. Including local policies, such as this one,
the Sexual Harassment Policy and the Staff and Student Codes of Conduct,
governing such behaviour

o All staff will participate in the online professional development provided by the
Department of Education.

e The school will adopt a four-phase approach to harassment and bullying
behaviours.

A. Primary Prevention:

e Professional development for staff in relation to bullying, harassment and the
strategies that counter-act them, including the concept of protective
behaviours.

e Community awareness and input relating to harassment and bullying
behaviours, its characteristics and the school's programs and response,
including brochures and helpful tips.

e To provide -curriculum programs that promote resilience, protective
behaviours, life and social skills, assertiveness, conflict resolution and
problem solving.

e Each mentor teacher to clarify at the start of each year the school policy on
harassment and bullying and the Code of Conduct.



Bullying and Harassment Policy (continued)

B. Early Intervention:

e Promote within the community to report harassment and bullying incidents
involving themselves or others.

e Classroom teachers reminding students, on a regular basis, to report
incidents.

e Parents are encouraged to contact the school if they become aware of a
problem.

e Public recognition and reward for positive behaviour and resolution of
problems.

C. Intervention:

e Those identified through the reporting process will be counselled.

e Once identified; perpetrator, victim and witnesses spoken with, and all
incidents or allegations of harassment or bullying will be fully investigated and
documented.

e Allinvolved will be offered counselling and support.

e |If the actions continue parents will be contacted and consequences
implemented consistent with the school’'s Codes of Conduct.

e Harassment and bullying will not be tolerated repeated incidence may require
the removal of the perpetrator from the school community either temporarily
or permanently.

D. Post Violation:

e Conseguences may involve:-
- ongoing counselling from appropriate agency where
necessary.
- exclusion from class.
- exclusion from yard.
- withdrawal of privileges.
- school suspension.
- school expulsion
- police or other authorities may be notified
- ongoing monitoring of identified perpetrators.

Evaluation:

This policy will be reviewed with student, parent and community input as part of
the school’s four-year review cycle.

This policy was last ratified by School Council in.... October 2007




Bundoora C an t een
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Rationale:

e Healthy eating habits are conducive to provide opportunity for an improved learning
environment. The provision of an efficient and effective canteen at the school
provides opportunities to reinforce better and healthier eating practices, provides
opportunity to encourage children to make better choices in regards to the foods
they eat, provides a service for parents wishing to purchase lunches for their
children and presents an opportunity to raise funds for the school.

Aims:
e To provide an effective canteen service which provides healthy food in a manner
that complies with all health regulations and requirements.

Implementation:

e The canteen will be covered by The Food Act 1984.

e The canteen will operate under the direction of the college council, more closely
represented by the wellbeing committee.

o Staffing will be managed by the Business Manager.

e A canteen co-ordinator will be appointed by the College Council or its
representatives.

e The canteen co-ordinator will be responsible for all aspects of the canteen operation,
will be competent in Food Safety and will be on duty at all times when the canteen is
preparing and serving food.

e The canteen co-ordinator will ensure that all health regulations and food preparation
requirements are complied with, in particular the ‘Food Safety Program for School
Canteens’ and ‘A Checklist for School Canteen Coordinators’ contained within the
Guidelines for ‘Personal Hygiene and Food Safety in Schools’ document must be
complied with. The Healthy Canteen Resource Kit will also be referred to.

e |If a roster of other workers is required it will be organised by the Business Manager
in conjunction with the canteen co-ordinator who will ensure that all workers fully
understand Food Safety procedures.

e The canteen manager will ensure that all foods served at the canteen comply with
the college council’s and the DEECD approved healthy foods list. The wellbeing
committee will assist the canteen co-ordinator to implement strategies to encourage
and promote a health foods menu.

e The college council will be responsible for all costs associated with the operation of
the canteen, including electricity, gas and cleaning.

e College council will be responsible for maintenance and replacement of equipment.

o All other matters to be agreed between the school principal, college council and the
canteen co-ordinator.

e The canteen will be opened for business during the hours of 8.00am — 1.30pm.
There will be three main service times which will include breakfast between 8.00am
— 9.00am, morning tea between 10.45am — 11.00am and lunch between 12.45pm —
1.30pm.

e Healthy snacks may be purchased at other times as required.

e The menu and pricing will be completed in consultation with the wellbeing
committee. There will be a co-operative approach between the serving of breakfast
in the canteen and the operation of Breakfast Club.




Canteen Policy (continued)

All finances will be reported to college council via the finance committee on a
monthly basis.

In line with the college’s Sustainability Policy the canteen will aim towards being
litter free. There will be improved management of waste through the use of
composting waste, designated eating areas, clean up days, washable utensils and
lunch boxes vs. lunch bags. There will be promotion of rubbish-free days and
garbage free lunches.

Evaluation:

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

This policy was last ratified by the School Council in .... May 2008




Community Service

Bundoora
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Rationale:

e Concern for the community and being prepared to share responsibility for the
smooth running of college activities, including care for the environment and
for others, is basic to the development of responsible community members.

Aims:

e To provide a formal opportunity for students to assist in the running and care
of their own community.

Implementation:

e Each mentor group will be allocated a day to complete community service.
This will be repeated several times over the course of the year through
equitable rotation.

e All students will participate in community service on the designated day.

e On that day only, students may attend school out of uniform. The schools
casual dress code applies — no thongs, no short shorts or skirts, no singlets
or midriffs showing, no inappropriate logos etc.

e Senior students (Year 11 and 12) will lead the group and direct the year 7-10
students in their tasks as prescribed in the community service book. Senior
students will also ensure that tasks are completed to a high standard.

e Senior students may attend classes after negotiation with each other — at
least one, preferably two senior students should be available to lead the
group every period.

e Year 7-10 students may only attend classes after permission from the
Assistant Principal which will be based on necessity — assessment tasks or
financial commitment. The student, with the support of the classroom teacher,
should complete any work missed due to participation in community service.

e On completion of current tasks students will gather at the canteen seats and
wait for further instructions.

e A report will be written of the group’s performance. The group and mentor
teacher are asked to reflect on their performance and challenge the group to
improve. The key foci for community service are a deeper knowledge and
understanding of environment sustainability issues, leadership, team work,
task completion, and quality of outcomes.

e Students who disrupt the learning of others or break any of the school rules
while on community service will be dealt with through the existing discipline
processes. That is mentor teacher, team leaders, detention, suspension etc.

Evaluation:

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

This policy was last ratified by School Council in.... October 2007




Excursions

POLICY

Rationale:

e The school's excursion program enables students to further their learning and
develop their social skills in a non-school setting. Excursions complement,
and are an important aspect of the curriculum programs offered at our school.

Aims:

e To reinforce, complement and extend learning opportunities beyond the
classroom.

e To develop an understanding that learning is not limited to school, and that
valuable and powerful learning takes place in a variety of environments.

Implementation:

e An excursion is defined as any activity beyond the school grounds.

e The college’s Administrative Committee must approve all excursions.
The teacher organising the excursion must seek approval by filling in the
appropriate forms, according to the recommended timelines and provide the
following information:

1. The educational aims and objectives of the excursion.

2. The names of all adults attending and their expertise and experience.
3. Travel arrangements and costs.

4. Venue details and an itinerary of events.

5. Procedures followed to ensure the safety of the children.

e In approving the excursion the Administrative Committee will determine a
schedule of excursions for the school year and will ensure that all excursions
are maintained at a reasonable and affordable cost, and comply with all DE&T
requirements.

e As part of the planning process families will be given sufficient time to make
payments for excursions. Parents will be sent notices before the excursion
date informing them of the activity and the cost involved. Students whose
payments have not been finalised at least 24 hours before the departure date
will not be allowed to attend unless alternative payment arrangements have
been previously organised with the Principal. Phone permission is not
generally acceptable.

e Office staff will be responsible for managing and monitoring the payments
made by students/parents and will provide classroom teachers with detailed
records on a regular basis.

¢ A designated ‘Teacher in Charge’ will coordinate each excursion.

e Prior to any child attending an excursion, parents/guardians must have
provided to the school a signed permission form, consenting to the child’s
participation in the activity. The permission form should inform the parents of
the type of transportation, the staff involved in the activity and the duration of
the activity. Also a signed “Confidential Medical Information form” should be
included and parents must have paid the costs involved in the excursion.



Information will be provided to all parents of non-English speaking families in
a manner that allows them to provide an informed consent to their children
attending excursions.

The designated Teacher in Charge of each excursion will ensure that all
excursions, transport arrangements and excursion activities comply with
Department of Education and Training guidelines. The “Notification of School
Activity” form will be completed and forwarded to the Department of Education
and Training (if required) three weeks prior to the excursion departure date.
The school will continue to provide the opportunity for teachers to update their
first aid skills.

The school will provide a mobile phone and a first-aid kit for all excursions.
Copies of completed Permission forms, and signed “Confidential Medical
Information for School Council Approved Excursions” forms must be carried
by excursion staff at all times.

A senior staff member will be in attendance at school whilst the children are
returning from any out-of-school-hours excursion. The Teacher in Charge will
communicate with this person with regards the anticipated return time.

Only students who have displayed sensible, reliable behaviour at school will
be invited to participate in school excursions. Parents will be notified if a child
Is in danger of losing their invitation to participate in an excursion due to poor
behaviour at school. The decision to exclude a student will be made by the
Principal, in consultation with the Teacher in Charge and the Team Leader.
The above information will be provided to the Assistant Principal prior to the
Administrative Committee meeting.

All endeavours will be made not to exclude students simply for financial
reasons. Parents experiencing financial difficulty, who wish for their children
to attend an excursion, will be required to discuss their individual situation with
the Principal or the Teacher in Charge or the Team Leader. Decisions
relating to alternative payment arrangements will be made by the Principal,
the teacher in charge or the financial manager on a case-by-case basis. To
assist in this matter, parents a have an opportunity to sign over their “EMA”
cheque if applicable.

Students should wear full school uniform on all excursions. Students not
dressed in complete uniform may only attend the excursion on dispensation
from the Principal. In most instances a uniform will be provided by the school
to enable the student’s attendance on the excursion.

Staff attending excursions will leave work for all scheduled classes while they
are on the excursion.

Evaluation:

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

This policy was last ratified by School Council in.... February 2007




snioon ZXCIUSION from Class
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Rationale:

e The Bundoora College community expects its students to maximise their
personal and educational development by making the most of the
opportunities provided to them. This includes making the most of all teaching
and learning opportunities during class time by behaving in a manner that
contributes positively to the learning environment.

Aim:

e To provide “time out” for the student and the class room teacher, from the
disruptive behaviours, to ensure that all students are successful in their
learning. This process is not a discipline tool and is unsuitable to be used as
such a tool.

Implementation:

e |If a student's behaviour is disruptive to the learning environment, several
management strategies should be utilised by the classroom teacher in an attempt to
stop the undesirable behaviour.

e |If the student’s behaviour continues to be disruptive s’/he may be excluded from
class.

e The appropriate yellow form should be filled in by the teacher and given to the
student. The student should report immediately to the general office for further
instructions. The student will be placed in a senior classroom to be supervised for
the remainder of the period.

e The supervising teacher should ensure that the student completes the yellow form,
which provides opportunity for the student to explain their version of events. At the
conclusion of the class the supervising teacher should collect the yellow form and
return it to the classroom teacher (either personally or via pigeon hole). The student
should be sent to the next class.

e Itis incumbent upon the classroom teacher to ensure that the student did follow the
process. It is also incumbent upon the classroom teacher to meet with the student
for a “follow up” discussion prior to the student returning to the class. If this cannot
be done prior to the next scheduled class then suitable arrangements of support
can be provided, with consultation, to continue the “time out” until the discussion
can be had. All possible effort should be made to ensure that the discussion does
occur as soon as possible. The classroom teacher should then provide the relevant
Team Leader with a copy of the completed exclusion form.

e If the behaviour is not rectified through “time out” and discussion then other student
management strategies need to be utilised. It is inappropriate to continue to remove
the student from class without taking further action to improve the student’s
behaviour within the class.

e The exclusion process should not be used for punishment for incomplete work or
other such misdemeanours.

e As supervision of students remains the legal liability of the classroom teacher, a
student cannot be excluded without the appropriate yellow form filled in with
essential details.




Exclusion from class policy (continued)

e |If disruptive behaviour occurs in the last 15 minutes of the class it is not appropriate
to commence this process. The student should stand outside the classroom door
until the conclusion of the lesson if “time out” is vital.

Evaluation:

e This policy will be reviewed as part of the school’s Strategic Planning 4 year review
cycle.

This policy was last ratified by School Council in.... November 2006




Bundoora

Class Exclusion

Secondary College Form
Classroom Strategies Applied
Please tick the strategies applied to date:
Warning Moved within | Exited for | Detention Detention Inform the
class 5minutes | Lunchtime | After school | Team Leader

The Exclusion of a student from class should preferably take place when all other forms of
classroom management have been applied or the teacher regards the breach of the College Code

of Conduct serious enough to justify withdrawing the student from class.

guidelines below.

Exclusion from class procedures:

Please follow the

1. | The teacher issues the student with the Class Exclusion Form, on
whichthest udent 6 s name, ment or
referring teachero6s name,

1

Date of incident

Time of
exclusion

2. | The student should report to the General Office with the Class
Exclusion Form. The office staff enter the time the student reported to
them and indicate to the student which teacher and class they are now
to report to T for the remainder of the lesson.

Time reported

Teacher/Room

3. | The supervising teacher enters the time the student reports to them
and directs the student to complete the form while they remain in that
particular class.

Time reported

4. | The supervising teacher then places the completed form in the
rel evant c¢classroom teacher

(

Supervisor initial

5. | The classroom teacher should then work out a suitable time to meet
with the student to discuss the incident and any resulting
consequences before the student returns to that class. This mediation
process should occur as soon as possible after the time the exclusion
from class took place.

Classroom teacher
date

6. | The classroom teacher should then provide the relevant Team Leader
(Mrs Morath, Mr Cook or Mr Tsakmakis) with the original or copy so
that they can make a brief record of the incident.

Team Leader
initial

The student is now requiredhtplete the Conflict Resolubom Bver page.



Procedures for Conflict Resolution

To be completed by subject teacher:

St ud ¢ Mentor
Name: Group:

To be completed by studefuitw i | |

Referring Type of
Teacher: incident:

added to t

he

Studeni

What happened? What was your role?

Why did you behave in this way?

Who was affected by this behaviour and how were they affected?

How could you avoid this type of incident happening in the future?

Consequences: (Requires Yes/No answers)

Dealt with by Parents
Classroom contacted

Team Leader
involvement:

Teacher comments (to be completed following a meeting with the student):




Bundoora H om eSt u d y
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Rationale:

e Homestudy benefits students by complementing classroom learning. Homestudy will
enable students to develop good study habits that will benefit them during the later
years of study and enhance outcomes. Homestudy will provide an opportunity for
students to be responsible for their own learning. Students will develop skills in
balancing study, recreation and part time work.

>

Ims:

e To support and extend classroom learning.
e To develop positive study habits.

e To develop a responsibility for self-learning.

Implementation:

e The school’'s homestudy policy will be distributed to parents via the handbook dvd
and will be a part of the college student planner.

e All students will be expected to purchase a College Planner.

e Classroom teachers will set daily homestudy appropriate to each child’s skill level
and age.

e Homestudy activities should be interesting, challenging and where appropriate,
open-ended.

e Each set task must be purposeful, meaningful and relevant to the current classroom
curriculum. Drill and practice activities are to be avoided.

¢ All homestudy activities must be assessed with feedback and support provided by
teachers.

e The school’s website will detail homestudy expectations, will include additional open
ended challenges that are appropriate to students of a variety of ages, which
students may choose to embrace, and will provide opportunities for students to
submit homestudy tasks electronically.

e Homestudy tasks should be provided enough time for completion to take account of
students varying home situations and commitments.

e The College provides a supervised after school hours ‘Homework Club’ that
operates on Thursdays after school as well as a senior study centre to assist
students to complete set tasks.

Middle Years (Years 7 —-9)

Homestudy will generally be between 45 and 90 minutes per day, must be coordinated
between teachers to avoid excessive workload, and may be set during weekends and
school vacations.

Homestudy will consist mainly of:
e independent reading on a daily basis

e tasks such as continuation of classroom work, projects and assignments, essays
and research



Homestudy Policy (continued)

Later Years (Year 10 — Year 12)

Homestudy schedules will be discussed with each student individually, with
opportunities being made for parents to discuss homestudy issues with the school.
Students will be provided with formal opportunities to build organisation and planning
skills.

Homestudy will generally increase from 90 minutes to 3 hours per weeknight with up to
6 hours on weekends during peak VCE periods.

Homestudy will consist mainly of:
e reading, revision, research, assignments, assessments tasks and independent

projects.

e Itis commonplace for teachers to assign unfinished classroom activities as
homestudy tasks.

Evaluation:

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

This policy was last ratified by School Council in.... June 2007 —I




Bundoora Medication

Secondary College
POLICY
- _________________________________ =

Rationale:

e Teachers and schools are often asked by parents to administer medication for their
children while at school. It is important that such requests are managed in a
manner that is appropriate and ensures the safety and privacy of all students and
staff while fulfilling the duty of care of staff.

Aims:
e To ensure the medications are administered appropriately to students in our care.

Implementation:

e Children who are unwell should not attend school.

e |If a child becomes unwell at school the parent/caregiver will be contacted to collect
their child.

e The school will not administer or supply analgesics (pain relievers) unless directed
by parents as part of an agreed medical management plan

e All parent requests for the First Aid (medical) Officer to administer prescribed
medications to their child must be in writing on the form provided and must be
supported by specific written instruction from the medical practitioner or
pharmacist’s including the name of the student, dosage and time to be administered
(original medications bottle or container should provide this information).

e All verbal requests for children to be administered prescribed medications whilst at
school must be directed to the First Aid Officer, who in turn, will seek a meeting or
discussion with parents to confirm details of the request and to outline school staff
responsibilities.

¢ All student medications must be in the original containers or dosette box and clearly
labelled. The quantity of medication must be confirmed and documented, and must
be stored in either the locked office first aid cabinet or office refrigerator, whichever
iS most appropriate.

e Consistent with our Asthma policy, students who provide the medical officer with
written parent permission may carry an asthma inhaler with them.

e Classroom teachers and casual relief staff will be informed by the medical officer of
prescribed medications for students in their charge, and classroom teachers will
release students at prescribed times so that they may visit the school office and
receive their medications from the medical officer.

e All completed Medication Request Forms and details relating to students, their
prescribed medication, dosage quantities and times of administering will be kept and
recorded in a confidential official loose-leaf medications register located in the
school office by the medical officer.

e Students involved in school camps or excursions will be discreetly administered
prescribed medications by the ‘Teacher in Charge’ in a manner consistent with the
above procedures, with all details recorded on loose-leaf pages from the official
medications register. Completed pages will be returned to the official medications
register on return of the excursion to school.

e Parents/carers of students that may require injections or suppositories are required
to meet with the principal to discuss the matter, to determine an appropriate medical
management plan.

e If the First Aid Officer is absent a list of currently qualified staff will be identified on a
list in the office to be utilised in an emergency.




Medication Policy (continued)

Evaluation:

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

This policy was last ratified by School Council in....

March 2007




Bundoora

Secondary College

MEDICATION REQUEST FORM

DATE:

PARENT’s NAME:

ADDRESS:

TELEPHONE:

(Business Hours)

Dear Principal,

| request that my child be administered the
following medication

( Child’s Name )
whilst at school, as prescribed by the child’s medical practitioner.

NAME of MEDICATION:

DOSAGE (AMOUNT):

TIME:

| have sent the medication in the original container displaying the instructions
provided by the pharmacist.

Yours sincerely

(Parent Signature)



Personal
Bundoora Electronic Devices

Secondary College
POLICY
.

Rationale:

e Personal electronic devices including mobile phones, Ipods, MP3 players etc, are
important communication tools. However, they can easily be improperly used,
disrupt the learning of others or be lost or damaged and must therefore they must
be effectively managed.

Aims:

e To utilise the benefits of personal technologies whilst managing the problems they
can potentially cause.

Implementation:

e Students are discouraged from bringing personal electronic devices to school.

e Personal electronic devices should be locked safely in the individual's locker and
should remain there throughout the school day.

e The school does not accept responsibility for lost or damaged personal electronic
devices.

e Personal electronic devices and students using them must not cause disruption to
classes or individuals, and must not cause a nuisance to the smooth running of the
school.

e Student’s personal electronic devices must not be brought to classes, meetings,
assemblies or similar organised activities.

e Students misusing personal electronic devices at school or causing a nuisance will
be brought to the attention of the Team Leader. Personal electronic devices may be
confiscated and kept by the Team Leader until the end of the day. Consequent
issues with the same student will require parents to be involved in resolving the
matter.

e Photographing, or recording in any way, members of the school community without
expressed permission from the individual is strictly prohibited under the Privacy Act.
Appropriate actions will be taken if there is a breach of an individual’s privacy. If the
matter must involve the authorities then it will be done.

e The school reserves the right to prohibit students from bringing mobile phones into
certain spaces or during certain activities eg: science rooms, exam rooms,
technology rooms, physical education classes etc.

Evaluation:

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

This policy was last ratified by School Council in.... March 2007




Bundoora Punctuality

Secondary College POLICY

Rationale:

e The Bundoora College community expects its students to maximise their personal
and educational development by making the most of the opportunities provided to
them. This includes making the most of all teaching and learning opportunities by
being punctual to all classes and college activities.

>

im:

e For all students to be punctual in attendance to all classes and other prescribed
College activities.

Implementation:

e Classroom teachers are expected to maintain accurate class attendance and
punctuality records in their personal rolls. Teachers are encouraged to take
immediate action to challenge all lateness to classes.

e Any student arriving late to Home Group is to be marked late with the number of
minutes late indicated on the roll.

e Students arriving after Home Group must “log” their arrival on the electronic late
book in the Assistant Principal’s office. The entry will then appear on the electronic
class roll. If in doubt, the classroom teacher should indicate lateness, and the
amount of class time missed, when marking the electronic roll after class.

e When a reason for lateness can be anticipated, for example a medical appointment,
a note signed by the practitioner or a parent is required. Where the lateness cannot
be anticipated, a note of explanation must be supplied the following day.

e Lateness to individual classes after period changeovers will result in the class
teacher reprimanding the offending student. A second offence will result in
appropriate sanction, such as a lunchtime or after-school detention. This sanction
will be administered by the class teacher.

e Students who are persistently late to individual classes will be referred to the Team
Leader and this will result in an appropriate sanction, such as detentions at
lunchtime, or after school. When appropriate, parental contact will be made and
strategies devised to resolve the problem. This may include extended after-school
detentions. On some occasions senior students may be excluded from class.

e Lateness will be recorded on the rolimark system and 3 instances over the course
of a week, or lateness totalling greater than 25minutes over the week, will attract an
after-school detention the following week. These detentions are not negotiable and
will attract further sanctions if not attended.

Evaluation:

e This policy will be reviewed as part of the school’s Strategic Planning 4 year review
cycle.

This policy was last ratified by School Council in.... November 2006 _|




Bundoora Sexual Harassment

Secondary College
POLICY
.=

Rationale:

Sexual harassment creates an intimidating, hostile and offensive work environment
where work and learning effectiveness will be impeded. Staff nor students should have
to work in such an environment. Both males and females can be victims. It is
unwelcome, illegal and will not be tolerated. The school recognises that everyone has a
legal right to protection from sexual harassment.

Aims:

e To provide an enjoyable, harmonious work environment that actively discourages
sexual harassment.

e To ensure that proper standards of conduct are maintained at all times.

Definition:

Sexual harassment is any verbal or physical conduct of a sexual nature and is identified

by any of the following occurrences:

e |tis uninvited, unreciprocated, unwelcome and/or repeated.

e Submission to such conduct is implicitly or explicitly a term or condition of an
individual's employment, or a condition for decisions that might affect promotion,
salary or any job conditions.

e Such behaviour creates an intimidating, hostile or offensive work environment for
any employee.

e People are defined in terms of their gender or sexual preference, and their
individual contribution and worth are denigrated or ignored as a result.

Sexual harassment can be physical, verbal, or written and can include words, actions,

statements or images. It is against the law for any individual to sexually harass another

individual.

Implementation:

e The Department of Education and Early Childhood Development (DEECD) and
school councils are responsible for providing a work environment free from sexual
harassment. This responsibility will be discharged through the school Principal.

o All staff have a responsibility to ensure their behaviour does not constitute or foster
sexual harassment.

e All staff will complete DEECD online Workplace Discrimination & Sexual
Harassment training.

e A workplace contact person will be the nominated initial point of contact for
complaints.

e It is not the role of the workplace contact person to investigate, substantiate or
resolve complaints, but they are responsible for providing confidential support to a
complainant, to contact the Complaints and Investigations Unit regarding any
complaint that has been made, and to inform the complainant of their rights and
options.



Sexual Harassment Policy (continued)

e All staff members are referred to Section 6.5.4 of the ‘Schools of the Future
Reference Guide’ for detailed information relating to sexual harassment, avenues
available for lodging complaints and grievance procedures.

e All staff are referred to the following DE&T Sofweb site for information relating to the
Equal Opportunity Act and associated information:
http://www.sofweb.vic.edu.au/hrm/mandiv/equalop.htm

e School Council president will be informed of all potential harassment claims. All
complaints will be treated with utmost confidentiality.

Evaluation:

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

This policy was last ratified by School Council in.... June 2007



http://www.sofweb.vic.edu.au/hrm/mandiv/equalop.htm

Bundoora Sun Smart

Secondary College

POLICY

Goals

For the policy to be inclusive of the curriculum, school organization and
environment and Occupational Health and Safety.

Increase student, staff and community awareness of skin cancer.

Develop strategies which encourage responsible decision-making about skin
cancer

Work towards an adequate provision of shade within the school grounds for
students and staff, by planting trees and building shade structures (For
example shade cloth).

Encourage students, parents and staff to wear protective clothing, hats and
15+ broad spectrum water resistant sunscreen for high-risk times such as
lunchtimes, sports excursions and camps, especially during Terms 1 and 4.
Seek ongoing support from parents and the community for the SunSmart
policy and its implementation. Inform parents during student enrolment of the
school’s SunSmart policy.

Implementation Curriculum

Skin cancer awareness issues are included in Pastoral Care in Year 7 and 8,
Health Education elective in Year 9 and 10. Additional activities will also be
included in the Science learning area.

Wherever possible skin cancer awareness issues should be covered in class
during Terms 1 and 4 to coincide with higher risk periods of the school year.
Teaching staff should be provided with up-to-date information on skin cancer
and its prevention through pamphlets, posters displayed throughout the
school and if deemed appropriate and necessary through professional
development.

Behaviour

Students and staff will be encouraged to adapt SunSmart strategies.

General and Year Level assemblies are to be held indoors whenever
possible.

Students attending Physical Education and Sports activities should be
encouraged to apply 15+ broad spectrum water resistant sunscreen and wear
protective hats and clothing. Teachers taking such activities will be aware that
the Physical Education department purchases sunscreen for student and staff
use.

Protective hats, clothing and sunscreens will be required for all camps and
excursions. Such items will be listed on the parent/guardian permission form.
The school will also provide sunscreen for such activities.

College staff will be encouraged to model appropriate behaviour to reinforce
the policy.



Bundoora U ni fO rm

Secondary College PO |_ | CY
-

Students are required to wear the college uniform correctly and neatly whilst at,
and travelling to and from, the college. If a student cannot wear the full uniform
s/he is required to bring a note explaining the reason to the Team Office, where a
uniform pass will be issued. Students are strongly encouraged to have all items
of their uniform for each day. Girls’ and boys’ pants are to be traditional school
trousers. Fashion styles such as stretch material, flares and hipsters are not to
be worn. Uniform should not be torn or altered, pants should not be hanging
below the heel and undergarments should not be visible.

Refer to the Uniform Policy for full implementation details.

College Council has endorsed the uniform from years 7-12 as follows:

College dress or skirt

College navy shorts

College navy pants

College polo shirt or cotton skivvy (not a roll neck jumper) with emblem
College windcheater or woollen jumper with emblem (being introduced
2006.)

e Black leather school shoes

e White or black socks

e Scarf — plain navy or maroon

Year 7-9 uniform is a pale blue polo shirt with a maroon jumper
Year 10-12 uniform is a white polo shirt with a navy jumper.
The college acknowledges that year 10 is a transition year and students may begin to

Wear the senior uniform as their junior items need replacing.
Under no circumstances may students “mix and match” uniform colours.
The jumper and shirt must be worn in the correct combination.

Physical Education/sports uniform year 7 - 12

College maroon polo shirt with emblem

College navy shorts or tracksuit pants with emblem
College jacket with emblem

Sports shoes

White school socks

The college uniform may be purchased from GPI, Settlement Road,
Thomastown. Telephone 9464 7555.



Bundoora

Secondary College

Breach of College Uniform/Dress Code

Dear Parents/Guardians,

As you are aware the College has a uniform policy and dress code for all
students. The details are set out in the student’s college diaries. On casual dress
days students are asked to dress sensibly and appropriately. In addition to
outlining what can be worn by the students, the uniform policy and code also
stipulates that their clothing must be clean, neat and in good condition.
All students are enrolled on the understanding that they and their families agree
to abide by the existing policies on uniform and casual dress, and students are
frequently reminded of the rules regarding this policy throughout the school year,
during assemblies, in home room and via the newsletter.

In the case of the uniform students must not alter it to suit prevailing fashions
such as split trouser seams, skin-tight trousers, “face off” pants, hip warmers,
thongs or other flimsy shoes and so on.

We expect all students to positively reflect the image of the College in the wider
community.

Unfortunately your child has breached the uniform/dress code in the following
way:

Please ensure your child comes to school dressed appropriately. A further breach of the policy
could result in your child being sent home to return to school appropriately dressed. Disregarding a
teacher instruction may lead to suspension.

Child’s name: Parent’s signature:

Yours sincerely,

Ms Lesley Morath

Ms Nat West Mr Jim Tsakmakis

Ms Karina Jaunalksnis Ms Jenny Petridis

Ms Lyn Pedersen Mr Roy Menegas Ms Susan Muscat

Junior School Team Management Senior School Team Management Assistant Principal



Bundoora Unexplained Lateness Notice

Secondary College

Dear Parent

As you were informed in an earlier notice, we track all students’ attendance and
punctuality to school and classes. Our records show that in the last week your son or
daughter has been late to more than 3 classes or has accumulated more than 25
minutes in lateness or class time missed.

Date Day Class Period Studentds Reason for

Action taken or required
Please assist us is keeping track of your child@ attendance at the College by

Discussing these lateness with your child

Complete the parent comment section of this form

Sign the form

Contact the School to discuss the lateness or absence. (If required)

Anyqueriesregar di ng thi s notice s houl dordifateror8ue r e
Muscat (Assistant Principal) on 9468 9504.

ok wh =

Consequence for
OR q

No further action Required
lateness

on return of completed form . .
( P ) Location and time

Parents comments

Parent Signature Date

Phone
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