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Anaphylaxis Management Policy 
PURPOSE 

To explain to Barwon Heads Primary School parents, carers, staff and students the processes and 

procedures in place to support students diagnosed as being at risk of suffering from anaphylaxis. This policy 

also ensures that Barwon Heads Primary School is compliant with Ministerial Order 706 and the Department’s 

guidelines for anaphylaxis management. 

SCOPE 

This policy applies to: 

• all staff, including causal relief staff and volunteers 

• All students who have been diagnosed with anaphylaxis or who may require emergency treatment 

for an anaphylactic reaction and their parents and carers.   

POLICY 

SCHOOL STATEMENT 

Barwon Heads Primary School will fully comply with Ministerial Order 706 and the associated guidelines 

published by the Department of Education and Training. 

ANAPHYLAXIS  

Anaphylaxis is a severe allergic reaction that occurs after exposure to an allergen. The most common 

allergens for school-aged children are nuts, eggs, cow's milk, fish, shellfish, wheat, soy, sesame, latex, certain 

insect stings and medication.  

SYMPTOMS 

Signs and symptoms of a mild to moderate allergic reaction can include: 

•    swelling of the lips, face and eyes 

•    Hives or welts 

•    tingling in the mouth. 

SIGNS AND SYMPTOMS OF ANAPHYLAXIS, A SEVERE ALLERGIC REACTION, CAN INCLUDE: 

•    Difficult/noisy breathing 

•    swelling of tongue 

•    Difficulty talking and hoarse voice 

•    Wheeze or persistent cough 

•    Persistent dizziness or collapse 

•    Student appears pale or floppy 

•    Abdominal pain and vomiting. 

Symptoms usually develop within ten minutes and up to two hours after exposure to an allergen but can 

appear within a few minutes.  

TREATMENT 

Adrenaline given as an injection into the muscle of the outer mid-thigh is the first aid treatment for 

anaphylaxis. 

Individuals diagnosed as being at risk of anaphylaxis are prescribed an adrenaline auto-injector for use in 

an emergency. These adrenaline auto-injectors are designed so that anyone can use them in an 

emergency. 

INDIVIDUAL ANAPHYLAXIS MANAGEMENT PLANS  

All students at Barwon Heads Primary School who are diagnosed by a medical practitioner as being at risk 

of suffering from an anaphylactic reaction must have an Individual Anaphylaxis Management Plan. When 

notified of an anaphylaxis diagnosis, Parents must provide Barwon Heads Primary School with a copy of the 

Anaphylaxis Action plan which is provided by their doctor.  

An action plan must be provided to Barwon Heads Primary School before the student's first day.  

PARENTS AND CARERS MUST 

• obtain an ASCIA Action Plan for Anaphylaxis from the student's medical practitioner and provide a 

copy to the school as soon as practicable 

• immediately inform the school in writing if there is a relevant change in the student's medical 

condition and obtain an updated ASCIA Action Plan for Anaphylaxis 
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• provide an up-to-date photo of the student for the ASCIA Action Plan for Anaphylaxis when that 

plan is provided to the school, and each time it is reviewed 

• provide the school with a current adrenaline auto-injector for the student that has not expired; 

• Participate in annual reviews of the student's plan. 

EACH STUDENT'S INDIVIDUAL ANAPHYLAXIS MANAGEMENT PLAN MUST INCLUDE  

• Information about the student's medical condition that relates to allergies and the potential for an 

anaphylactic reaction, including the type of allergies the student has 

• Information about the signs or symptoms the student might exhibit in the event of an allergic 

reaction based on a written diagnosis from a medical practitioner 

• strategies to minimise the risk of exposure to known allergens while the student is under the care or 

supervision of school staff, including in the schoolyard, at camps and excursions, or special events 

conducted, organised or attended by the school 

• The name of the person(s) responsible for implementing the risk minimisation strategies, which have 

been identified in the plan 

• Information about where the student's medication will be stored 

• The student's emergency contact details 

• An up-to-date ASCIA Action Plan for Anaphylaxis completed by the student's medical practitioner. 

• Review and updates to Individual Anaphylaxis Management Plans  

• A student's Individual Anaphylaxis Management Plan will be reviewed and updated on an annual 

basis in consultation with the student's parents/carers. The plan will also be reviewed and, where 

necessary, updated in the following circumstances:  

• As soon as practicable after the student has an anaphylactic reaction at school 

• If the student's medical condition, insofar as it relates to allergy and the potential for an 

anaphylactic reaction, changes 

• When the student is participating in an off-site activity, including camps and excursions, or at special 

events including fetes and concerts.  

• Our school may also consider updating a student's Individual Anaphylaxis Management Plan if there 

is an identified and significant increase in the student's potential  

LOCATION OF PLANS AND ADRENALINE AUTO INJECTORS 

A copy of each student’s Individual Anaphylaxis Management Plan will be stored with their ASCIA Action 

Plan for Anaphylaxis in the Sick Bay, together with the student’s adrenaline auto injector. Adrenaline auto 

injectors must be labelled with the student’s name.  

RISK MINIMISATION STRATEGIES 

 

To reduce the risk of a student suffering from an anaphylactic reaction at Barwon Heads Primary School, we 

have put in place the following strategies: 

 

•    Staff and students are regularly reminded to wash their hands after eating; 

 Students are discouraged from sharing food 

•    Garbage bins at school are to remain covered with lids to reduce the risk of attracting insects 

•    Gloves must be worn when picking up papers or rubbish in the playground; school canteen staff are 

trained in appropriate food handling to reduce the risk of cross-contamination 

•    Classes will be informed of allergens that must be avoided in advance of class parties, events or 

birthdays 

•    2 spare general use EpiPen’s will be stored in the Sickbay for emergencies.  

•   Planning for off-site activities will include risk minimisation strategies for students at risk of anaphylaxis 

including supervision requirements, an appropriate number of trained staff, emergency response 

procedures and other risk controls appropriate to the activity and students attending.  

 

ADRENALINE AUTO-INJECTORS FOR GENERAL USE 

Barwon Heads Primary School will maintain a supply of adrenaline auto-injector(s) for general use, as a 

back-up to those provided by parents and carers for specific students, and also for students who may suffer 

from a first time reaction at school.  

Adrenaline auto-injectors for general use will be stored in the sick bay and labelled “general use”.  

The principal is responsible for arranging the purchase of adrenaline auto-injectors for general use, and will 

consider: 

•    The number of students enrolled at Example School at risk of anaphylaxis 

•    The accessibility of adrenaline auto-injectors supplied by parents 
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•    The availability of a sufficient supply of auto-injectors for general use in different locations at the school,     

as well as at camps, excursions and events 

•    The limited life span of adrenaline auto-injectors, and the need for general use adrenaline auto-injectors 

to be replaced when used or before expiry.  

EMERGENCY RESPONSE  

In the event of an anaphylactic reaction, the emergency response procedures in this policy must be 

followed, together with the school’s general first aid procedures, emergency response procedures and the 

student’s Individual Anaphylaxis Management Plan.  

A complete and up-to-date list of students identified as being at risk of anaphylaxis is maintained by Admin 

office and stored in the sick bay, staff room and in every teacher office. For camps, excursions and special 

events, a designated staff member will be responsible for maintaining a list of students at risk of anaphylaxis 

attending the special event, together with their Individual Anaphylaxis Management Plans and adrenaline 

auto-injectors, where appropriate.  

 

•    During classroom activities (including class rotations, specialist and elective classes) 

•    Between classes and other breaks 

•    In canteens 

•    During recess and lunchtimes 

•    Before and after school 

•   Camps and excursions, or at special events conducted, organised or attended by the school (e.g. class 

parties, elective subjects and work experience, cultural days, fetes, concerts, events at other schools, 

competitions or incursions). 

ADRENALINE AUTO-INJECTORS FOR GENERAL USE 

Barwon Heads Primary School will maintain a supply of adrenaline auto-injectors for general use, as a back-

up to those provided by parents and carers for specific students, and also for students who may suffer from 

a first time reaction at school.  

Adrenaline auto-injectors for general use will be stored at sick bay and labelled “general use”.  

The principal is responsible for arranging the purchase of adrenaline auto-injectors for general use, and will 

consider: 

• the number of students enrolled at Example School at risk of anaphylaxis 

• the accessibility of adrenaline auto-injectors supplied by parents 

• the availability of a sufficient supply of auto-injectors for general use in different 

locations at the school, as well as at camps, excursions and events 
The limited life span of adrenaline auto-injectors, and the need for general use adrenaline auto-injectors to 

be replaced when used or prior to expiry.  

EMERGENCY RESPONSE  

In the event of an anaphylactic reaction, the emergency response procedures in this policy must be 

followed, together with the school’s general first aid procedures, emergency response procedures and the 

student’s Individual Anaphylaxis Management Plan.  

A complete and up-to-date list of students identified as being at risk of anaphylaxis is maintained by 

administration and stored at the sick bay with copies in staff offices and staff shares space. For camps, 

excursions and special events, a designated staff member will be responsible for maintaining a list of 

students at risk of anaphylaxis attending the special event, together with their Individual Anaphylaxis 

Management Plans and adrenaline auto-injectors, where appropriate.  

If a student experiences an anaphylactic reaction at school or during a school activity, school staff must: 

 

Step Action 

 Lay the person flat 

Do not allow them to stand or walk 

If breathing is difficult, allow them to sit 

Be calm and reassuring 

Do not leave them alone 

Seek assistance from another staff member or reliable student to locate the 

student’s adrenaline auto-injector or the school’s general use auto-injector, and 

the student’s Individual Anaphylaxis Management Plan, stored at school sick 

bay. If the student’s plan is not immediately available, or they appear to be 

experiencing a first time reaction, follow steps 2 to 5 
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 Administer an EpiPen or EpiPen Jr (if the student is under 20kg) 

Remove from plastic container 

Form a fist around the EpiPen and pull off the blue safety release (cap) 

Place orange end against the student’s outer mid-thigh (with or without 

clothing) 

Push down hard until a click is heard or felt and hold in place for 3 seconds 

Remove EpiPen 

Note the time the EpiPen is administered 

Retain the used EpiPen to be handed to ambulance paramedics along with the 

time of administration  

 Call an ambulance (000) 

 If there is no improvement or severe symptoms progress (as described in the 

ASCIA Action Plan for Anaphylaxis), further adrenaline doses may be 

administered every five minutes, if other adrenaline auto-injectors are available. 

 Contact the student’s emergency contacts. 

 

If a student appears to be having a severe allergic reaction, but has not been previously diagnosed with an 

allergy or being at risk of anaphylaxis, school staff should follow steps 2 – 5 as above.  

[Note: If in doubt, it is better to use an adrenaline auto-injector than not use it, even if in hindsight the 

reaction is not anaphylaxis. Under-treatment of anaphylaxis is more harmful and potentially life threatening 

than over-treatment of a mild to moderate allergic reaction. Refer to page 41 of the Anaphylaxis 

Guidelines]. 

COMMUNICATION PLAN  

This policy will be available on Barwon Heads Primary School’s website so that parents and other members 

of the school community can easily access information about Barwon Heads Primary School’s anaphylaxis 

management procedures. The parents and carers of students who are enrolled at Barwon Heads Primary 

School and are identified as being at risk of anaphylaxis will also be provided with a copy of this policy.  

The principal is responsible for ensuring that all relevant staff, including casual relief staff, canteen staff and 

volunteers are aware of this policy and Barwon Heads Primary School’s procedures for anaphylaxis 

management. Casual relief staff and volunteers who are responsible for the care and/or supervision of 

students who are identified as being at risk of anaphylaxis will also receive a verbal briefing on this policy, 

their role in responding to an anaphylactic reaction and where required, the identity of students at risk. 

The principal is also responsible for ensuring relevant staff are trained and briefed in anaphylaxis 

management, consistent with the Department’s Anaphylaxis Guidelines. 

STAFF TRAINING 

The principal will ensure that school staff are appropriately trained in anaphylaxis management: 

• School staff who conduct classes attended by students who are at risk of anaphylaxis 

• School staff who conduct specialist classes, all canteen staff, admin staff, first aiders and any other 

member of school staff as required by the principal based on a risk assessment. 

Staff who are required to undertake training must have completed: 

• an approved face-to-face anaphylaxis management training course in the last three years, or 

• An approved online anaphylaxis management training course in the last two years.  

• Barwon Heads Primary School uses the following training course HeroHQ or other qualified approved 

training company.  

Staff are also required to attend a briefing on anaphylaxis management and this policy at least twice per 

year (with the first briefing to be held at the beginning of the school year), facilitated by a staff member 

who has successfully completed an anaphylaxis management course within the last 2 years including  

principal or School Anaphylaxis Supervisor. Each briefing will address: 

• this policy 

• the causes, symptoms and treatment of anaphylaxis 

• the identities of students with a medical condition that relates to allergies and the potential for 

anaphylactic reaction, and where their medication is located 

• how to use an adrenaline auto-injector, including hands on practice with a trainer adrenaline auto-

injector 

• the school’s general first aid and emergency response procedures 

• The location of, and access to, adrenaline auto-injectors that have been provided by parents or 

purchased by the school for general use.  

When a new student enrols at Barwon Heads Primary School who is at risk of anaphylaxis, must provide the 

school with a current Anaphylaxis action plan supplied by their doctor.  All information will then be entered 

http://www.education.vic.gov.au/school/teachers/health/pages/anaphylaxisschl.aspx
http://www.education.vic.gov.au/school/teachers/health/pages/anaphylaxisschl.aspx
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onto Cases 21 and Compass. The student’s photo will be added to the Anaphylaxis lists around the school 

with further details of their allergy.  

The principal will ensure that while students at risk of anaphylaxis are under the care or supervision of the 

school outside of normal class activities, including in the school yard, at camps and excursions, or at special 

event days, there is a sufficient number of school staff present who have been trained in anaphylaxis 

management. 

FURTHER INFORMATION AND RESOURCES 

School Policy and Advisory Guide: 

https://edugate.eduweb.vic.gov.au/edrms/keyprocess/cp/SitePages/SchoolPoliciesDetail.aspx?CId=66 
Anaphylaxis  

Anaphylaxis management in schools  

Allergy & Anaphylaxis Australia: Risk minimisation strategies 

ASCIA Guidelines:  Schooling and childcare 

Royal Children’s Hospital: Allergy and immunology   

REVIEW CYCLE AND EVALUATION 

This policy was last updated on May 2019 and is scheduled for review in May 2020. 
The principal will complete the Department’s Annual Risk Management Checklist for anaphylaxis 

management to assist with the evaluation and review of this policy and the support provided to students at 

risk of anaphylaxis.  

 

Action Plan for Anaphylaxis on the following page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.education.vic.gov.au/school/principals/spag/health/Pages/anaphylaxis.aspx
http://www.education.vic.gov.au/school/teachers/health/pages/anaphylaxisschl.aspx
https://edugate.eduweb.vic.gov.au/edulibrary/Schools/teachers/health/riskminimisation.pdf
https://allergyfacts.org.au/allergy-management/schooling-childcare
https://www.rch.org.au/allergy/about_us/Allergy_and_Immunology/
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Individual Anaphylaxis Management Plan 
This plan is to be completed by the principal or nominee on the basis of information from the student's 

medical practitioner (ASCIA Action Plan for Anaphylaxis) provided by the parent. 

It is the parent’s responsibility to provide the school with a copy of the student's ASCIA Action Plan for 

Anaphylaxis containing the emergency procedures plan (signed by the student's medical practitioner) and 

an up-to-date photo of the student - to be appended to this plan; and to inform the school if their child's 

medical condition changes. 

School  Phone  

Student  

DOB  Year level  

Severely allergic to: 

 

 

Other health 

conditions 

 

 

Medication at school 

 

 

EMERGENCY CONTACT DETAILS (PARENT) 

Name  Name  

Relationship  Relationship  

Home phone  Home 

phone 

 

Work phone  Work phone  

Mobile  Mobile  

Address  

 

Address  

EMERGENCY CONTACT DETAILS (ALTERNATE) 

Name  Name  

Relationship  Relationship  

Home phone  Home 

phone 

 

Work phone  Work phone  

Mobile  Mobile  

Address  

 

Address  

Medical practitioner 

contact 

Name  

Phone  

Emergency care to be 

provided at school 

 

 

 

 

Storage location for 

adrenaline auto 

injector (device 

specific) (EpiPen®) 

 

 

 

 

ENVIRONMENT 

To be completed by principal or nominee. Please consider each environment/area (on and off school site) 

the student will be in for the year, e.g. classroom, canteen, food tech room, sports oval, excursions and 

camps etc. 

Name of environment/area:  

Risk identified Actions required to minimise the risk Who is responsible? Completion date? 

    

    

    

    

Name of environment/area:  

Risk identified Actions required to minimise the risk Who is responsible? Completion date? 
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Name of environment/area:  

Risk identified Actions required to minimise the risk Who is responsible? Completion date? 

    

    

 

Name of environment/area:  

Risk identified Actions required to minimise the risk Who is responsible? Completion date? 

    

    

    

    

Name of environment/area:  

Risk identified Actions required to minimise the risk Who is responsible? Completion date? 

    

    

    

    

 

(Continues on next page) 
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Parents and guardians (via their medical practitioner) can access the ASCIA Action Plan from: 

http://www.allergy.org.au/health-professionals/anaphylaxis-resources/ascia-action-plan-for-anaphylaxis 

 

This Individual Anaphylaxis Management Plan will be reviewed on any of the following 

occurrences (whichever happen earlier): 

 annually 

 if the student's medical condition, insofar as it relates to allergy and the potential for 

anaphylactic reaction, changes 

 as soon as practicable after the student has an anaphylactic reaction at school 

 When the student is to participate in an off-site activity, such as camps and excursions, or at 

special events conducted, organised or attended by the school (e.g. class parties, elective 

subjects, cultural days, fetes, incursions). 

I have been consulted in the development of this Individual Anaphylaxis Management Plan. 

I consent to the risk minimisation strategies proposed. 

Risk minimisation strategies are available at Chapter 8 – Risk Minimisation Strategies of the 

Anaphylaxis Guidelines 

Signature of parent:  

 

Date:  

I have consulted the parents of the students and the relevant school staff who will be involved in 

the implementation of this Individual Anaphylaxis Management Plan. 

Signature of principal (or 

nominee): 

 

 

Date:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.allergy.org.au/health-professionals/anaphylaxis-resources/ascia-action-plan-for-anaphylaxis
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Bullying Prevention  
 

PURPOSE 

Barwon Heads 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 so that there is shared understanding amongst all members of the 

Barwon Head Primary School community 

 make clear that no form of bullying at Barwon Head Primary School will be tolerated 

 outline the strategies and programs in place at Barwon Heads Primary School to build a positive school 

culture and prevent bullying behaviour 

 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 

targets, bystanders and students engaging in bullying behaviour) 

 Seek parental and peer group support in addressing and preventing bullying behaviour at Barwon 

Head Primary School.  

When responding to bullying behaviour, Barwon Head Primary School aims to: 

 be proportionate, consistent and responsive  

 find a constructive solution for everyone 

 stop the bullying from happening again 

 Restore the relationships between the students involved. 

Barwon Head 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 addresses how Barwon Head Primary School aims to prevent, address and respond to student 

bullying behaviour. Barwon Head Primary School recognises that there are many other types of inappropriate 

student behaviours that do not meet the definition of bullying which are also unacceptable at our school. 

These other inappropriate behaviours will be managed in accordance with our Student Code of Conduct 

and Student Wellbeing and Engagement Policy and Inclusion and Diversity policy.  

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

POLICY 

Definitions 

Bullying 

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. 

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.  
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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: 

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

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

3. indirect bullying – 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 

device, computers, chat rooms, email, social media, etc. It can be verbal, written and include images, video 

and/or audio.  

 

OTHER DISTRESSING AND INAPPROPRIATE BEHAVIOURS 

Many distressing and inappropriate behaviours may not constitute bullying even though they are unpleasant. 

Students who are involved in or who witness any distressing and inappropriate behaviours should report their 

concerns to school staff and our school will follow the Student Wellbeing and Engagement Policy/Student 

Engagement Policy/Code of Conduct.  

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 nastiness or physical aggression are not the same as bullying. However, single episodes 

of nastiness or physical aggression are not acceptable behaviours at our school and may have serious 

consequences for students engaging in this behaviour. Barwon Head Primary School will use its Student 

Wellbeing and Engagement Policy to guide a response to single episodes of nastiness or physical aggression.  

Harassment is language or actions that are demeaning, offensive or intimidating to a person. It can take 

many forms, including sexual harassment and disability harassment. Further information about these two forms 

of harassment, including definitions, is set out in our Inclusion and Diversity Policy. Harassment of any kind will 

not be tolerated at Barwon Head Primary School and may have serious consequences for students engaging 

in this behaviour. Barwon Head Primary School will use its Student Wellbeing and Engagement Policy to guide 

a response to students demonstrating harassing behaviour, unless the behaviour also constitutes bullying, in 

which case the behaviour will be managed in accordance with this Bullying Prevention Policy.  

BULLYING PREVENTION 

Barwon Head 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.  

Bullying prevention at Barwon Head Primary School is proactive and is supported by research that indicates 

that a whole school, multifaceted approach is the most effect 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 discourage bullying 

and promote positive behaviour.  

 A range of year level incursions and 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.  
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 The Peer Support Program and the Peer Mediation program encourage positive relationships between 

students in different year levels.  We seek to empower students to be confident communicators and 

to resolve conflict in a non-aggressive 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.  

 We participate in the National Day of Action against Bullying and Violence. 

For further information about our engagement and wellbeing initiatives, please see our Student Wellbeing 

and Engagement policy/Student Engagement Policy.   

INCIDENT RESPONSE 

Reporting concerns to Barwon Head 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.  

Our ability to effectively reduce and eliminate bullying behaviour is greatly affected by students and/or 

parents and carers reporting concerning behaviour as soon as possible, so that the responses implemented 

by Barwon Head Primary School are timely and appropriate in the circumstances. 

We encourage students to speak to the Principal, Assistant Principal, Welfare Officer or their teacher, 

however, students are welcome to discuss their concerns with any trusted member of staff. 

Parents or carers who develop concerns that their child is involved in, or has witnessed bullying behaviour at 

Barwon Head Primary School should contact Daniel Vella Principal, 52542324 or email. 

vella.daniel.c@edumail.vic.gov.au  

Investigations 

When notified of alleged bullying behaviour, school staff are required to: 

1. Record the details of the allegations in Compass and student file. 

2. Inform the relevant classroom teacher, Welfare officer, Assistant Principal, Principal. 

The Principal is responsible for investigating allegations of bullying in a timely and sensitive manner. To 

appropriately investigate an allegation of bullying, the Principal may:  

 speak to the those involved in the allegations, including the target/s, the students allegedly engaging 

in bullying behaviour/s and any witnesses to the incidents 

 speak to the parents of the students involved 

 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 with the Principal 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 Principal has 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 Student Welfare Officer, teachers, Assistant Principal, Principal, 

Department of Education and Training specialist staff etc. 

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, Barwon Heads 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 target student 

 whether the student/s engaging in bullying behaviour have displayed similar behaviour before 

 whether the bullying took place in a group or one-to-one context 

 whether the students engaging in bullying behaviour demonstrates insight or remorse for their 

behaviour 

mailto:vella.daniel.c@edumail.vic.gov.au
http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/advicesheetbrodieslaw.aspx
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 The alleged motive of the behaviour, including any element of provocation. 

The Principal may implement all, or some of the following responses to bullying behaviours: 

 Offer counselling support to the target student or students, including referral to the Student Wellbeing 

Team, external provider.  

 Offer counselling support to the students engaging in bullying behaviour, including referral to the 

Student Welfare Officer, external provider. 

 Offer counselling support to affected students, including witnesses and/or friends of the target student, 

including referral to the Student Welfare Officer, external provider. 

 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. 

 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. 

Mediation is only suitable if all students are involved voluntarily and demonstrate a willingness to 

engage in the mediation process. 

 Facilitate a process using the Support Group Method, involving the target student(s), the students 

engaging in bullying behaviour and a group of students who are likely to be supportive of the target(s). 

 Implement a Method of Shared Concern process with all students involved in the bullying.   

 Facilitate a Student Support Group meeting and/or Behaviour Support Plan for affected students. 

 Prepare an Individual Management Plan restricting contact between target and students engaging in 

bullying behaviour.  

 Provide discussion and/or mentoring for different social and emotional learning competencies of the 

students involved, including referral to Welfare officer where appropriate.  

 Monitor the behaviour of the students involved for an appropriate time and take follow up action if 

necessary. 

  Implement year group targeted strategies to reinforce positive behaviours, for example Year level 

meetings to establish rules and specific behaviours which are to be adhered to.   

 Implement disciplinary consequences for the students engaging in bullying behaviour, 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.  

 

Barwon Heads Primary School understands the importance of monitoring and following up on the progress of 

students who have been involved in or affected by bullying behaviour. Where appropriate, school staff will 

also endeavour to provide parents and carers with updates on the management of bullying incidents.    

Principal and Assistant Principal and teachers who deal with incidents are  responsible for maintaining up to 

date records of the investigation of and responses to bullying behaviour.  

FURTHER INFORMATION AND RESOURCES 

This policy should be read in conjunction with the following school policies:  

Statement of Values and School Philosophy 

 Student Wellbeing and Engagement Policy 

 Parent Complaints policy 

 Duty of Care Policy 

 Inclusion and Diversity Policy 

The following websites and resources provide useful information on prevention and responding to bullying, as 

well as supporting students who have been the target of bullying behaviours: 

 Bully Stoppers 

 Kids Helpline 

 Lifeline 

 Bullying. No way! 

 Student Wellbeing Hub 

 Office of the eSafety Commissioner   

 Australian Student Wellbeing Framework  

https://bullyingnoway.gov.au/PreventingBullying/Planning/Pages/School-policy.aspx
https://kidshelpline.com.au/
https://www.lifeline.org.au/
https://bullyingnoway.gov.au/PreventingBullying/Planning/Pages/School-policy.aspx
https://www.studentwellbeinghub.edu.au/
https://www.esafety.gov.au/
https://www.studentwellbeinghub.edu.au/resources/detail?id=dd6b5222-d5c5-6d32-997d-ff0000a69c30#/
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EVALUATION 

This policy will be reviewed on an annual basis or earlier as required, following analysis of school data on 

reported incidents of, and responses to bullying to ensure that the policy remains up to date, practical and 

effective. 

Data will be collected through: 

 discussion and consultation with students and parent/carers 

 student bullying surveys 

 staff surveys   

 Bully Stoppers Data Collection tool  

 assessment of other school-based data, including the number of reported incidents of bullying in each 

year group and the effectiveness of the responses implemented 

 Attitudes to School Survey 

 Parent Opinion Survey 

 

Proposed amendments to this policy will be discussed in consultation with student representative groups, 

school council. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.education.vic.gov.au/about/programs/bullystoppers/Pages/teachdata.aspx
https://www.education.vic.gov.au/school/teachers/management/improvement/pages/performsurveyparent.aspx
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Camps and Excursions 
PURPOSE 

To explain to our school community the processes and procedures Barwon Heads Primary School will use 

when planning and conducting camps, excursions and adventure activities for students.  

SCOPE 

This policy applies to all camps and excursions organised by Barwon Heads Primary School. This policy also 

applies to adventure activities organised by Barwon Heads Primary School, regardless of whether or not they 

take place on or off school grounds, and to school sleep-overs. 

This policy is intended to complement the Department’s policy and guidelines on excursions, camps and 

adventure activities which all Victorian government schools are required to follow. Barwon Heads Primary 

School will follow both this policy, as well as the Department’s policy and guidelines when planning for and 

conducting camps and excursions.   

This policy does not apply to student workplace learning or intercampus travel. 

DEFINITIONS  

Excursions:  

For the purpose of this policy, excursions are activities organised by the school where the students: 

 are taken out of the school grounds (for example, a camp, day excursion, school sports);  

 undertake adventure activities, regardless of whether or not they occur outside the school grounds; 

 Attend school ‘sleep-overs’ on school grounds  

Camps are excursions involving at least one night’s accommodation (including school sleep-overs). 

Local excursions are excursions to locations within walking distance of the school and do not involve 

‘Adventure Activities’. 

Adventure activities are activities that involve a greater than normal risk. Further information and examples 

of adventure activities are available on the Department’s website under Adventure Activities, at the 

following link: https://www.education.vic.gov.au/school/principals/spag/safety/pages/adventure.aspx  

POLICY 

Camps and excursions can provide a valuable educational experience for our students which are 

complementary to their learning, as they provide access to resources, environments and expertise that may 

not be available in the classroom.  

For all camps and excursions, including adventure activities, our school will follow the Department’s School 

Policy and Advisory Guide: Excursions and Activities. For camps and excursions requiring school council 

approval, our school will also follow the Department’s School Policy and Advisory Guide: Safety Guidelines for 

Education Outdoors. 

PLANNING PROCESS FOR CAMPS AND EXCURSIONS 

All camps and excursions will comply with Department planning requirements. Part of this planning process 

includes conducting risk assessments, to ensure that reasonable steps are taken to minimise the risks 

associated with each proposed camp or excursion. Barwon Heads Primary School’s risk assessment will 

include consideration of arrangements for supervision of students and consideration of the risk of bushfire 

activity in the excursion location. In the event of a Code Red Day being announced, excursions or camp 

activities in effected locations will be cancelled or rescheduled. Planning will also cover arrangements for 

cancelling, recalling or altering the camp or excursion for any other reason. Barwon Heads Primary School is 

committed to ensuring students with additional needs are provided with an inclusive camps and excursions 

program and will work with families during the planning stage, as needed, to support all students’ attendance 

and participation in camp and excursion activities. In cases where a camp or excursion involves a particular 

class or year level group, the Organising Teacher will ensure that there is an alternative educational program 

available and appropriate supervision for those students not attending the camp or excursion. 

Supervision 

https://www.education.vic.gov.au/school/principals/spag/safety/pages/adventure.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/pages/excursions.aspx
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorguidelines.aspx
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorguidelines.aspx
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Barwon Heads Primary School follows the Department’s guidelines in relation to supervision of students during 

excursions and camps. 

All excursion staff (including parent volunteers) will be familiar with supervision requirements and the specific 

procedures for dealing with emergencies on each camp and excursion. 

All school staff will be aware that they retain overall responsibility for the supervision and care of students 

throughout all camps and excursions (including adventure activities), regardless of whether or not external 

providers are managing the activity.  

Parent volunteers 

Volunteers Policy  

Parents may be invited to assist with camps and excursions. School staff will notify parents/carers of any costs 

associated with attending. School staff are in charge of camps and excursions and parent/carer volunteers 

are expected to follow teachers' instructions. When deciding which parents/carers will attend, the Organising 

Teacher will take into account: any valuable skills the parents/carers have to offer (e.g. bus licence, first aid 

etc.) and the special needs of particular students.  

Volunteer and external provider checks 

Barwon Heads Primary School requires all parent or carer camp or excursion volunteers and all external 

providers working directly with our students to have a current Working with Children Check card.  

Parent/carer consent 

For all camps and excursions, other than local excursions, Barwon Heads Primary School will provide 

parents/carers with a specific consent form outlining the details of the proposed activity. Barwon Heads 

Primary School uses Compass to inform parents about camps and excursions and to seek their consent OR 

informs parents about school camps and excursions by placing a note in student bags and asking 

parents/carers to return the part of the note that asks for parents/carers signature confirming they consent to 

their child’s participation. Parents/carers are encouraged to contact the school to discuss any questions or 

concerns that they or their child may have with a proposed camp or excursion.  

For local excursions, Barwon Heads Primary School will provide parents and carers with an annual Local 

Excursions consent form at the start of each school year or upon enrolment if students enrol during the school 

year. Barwon Heads Primary School will also provide advance notice to parents/carers of an upcoming local 

excursion through Compass. For local excursions that occur on a recurring basis (for example weekly outings 

to the local oval for sports lessons), Barwon Heads Primary School will notify parents once only prior to the 

commencement of the recurring event.  

Cost of camps and excursions, refunds and support 

The cost of all camps and excursions are to be paid by parents/carers unless alternative arrangements have 

been agreed to by the Principal prior to the excursion. All families will be given sufficient time to make 

payments for all activities. Consent forms will have clearly stated payment amounts and payment finalisation 

dates.  

Students who have not finalised payment by the required date will not be allowed to attend unless the 

Principal determines exceptional circumstances apply.  

Barwon Heads Primary School will make all efforts to ensure that students are not excluded for financial 

reasons. Families experiencing financial difficulty are invited to discuss alternative payment arrangements 

with the Business Manager or Principal. The Business Manager or Principal can also discuss family eligibility for 

the Department’s Camps, Sports and Excursions Fund (CSEF), which provides payments for eligible students 

to attend school activities, including camps and excursions.  Applications for the CSEF are open to families 

holding a valid means-tested concession card or temporary foster parents and are facilitated by the school. 

Further information about the CSEF and the application form are available at Camps, Sports and Excursions 

Fund.   

If a camp or excursion is cancelled or altered by the school, or a student is no longer able to attend part or 

all of the camp or excursion, our school will consider requests for partial or full refunds of payments made by 

http://www.education.vic.gov.au/about/programs/Pages/csef.aspx
http://www.education.vic.gov.au/about/programs/Pages/csef.aspx
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parents/carers on a case-by-case basis taking into account the individual circumstances. Generally we will 

not be able to refund payments made for costs that have already been paid where those funds have already 

been transferred or committed to a third party and no refund is available to the school. Where possible, we 

will provide information about refunds to parents/carers at the time of payment. 

Student health  

Parents and carers need to ensure the school has up-to-date student health information prior to camps and 

excursions. A member of staff will be appointed with responsibility for the health needs of the students for 

each camp/excursion. Teachers will administer any medication provided according to our Medication policy 

and the student’s signed Medication Authority Form. To meet the school’s obligations relating to safety, a first 

aid kit and mobile phone will be taken by teachers on all camps and excursions. 

It is the responsibility of parents and carers to ensure their child/children are in good health when attending 

excursions and camps. If a student becomes ill during a camp and is not able to continue at camp it is the 

parent/carer’s responsibility to collect them and cover any associated costs. If the Principal approves a 

student joining a camp late, transport to the camp is the parent/carer’s responsibility.  

Behaviour expectations 

Students participating in camps and excursions are required to cooperate and display appropriate behaviour 

to ensure the camp or excursion is a safe, positive and educational experience for all students involved.  

Parents/carers will be notified if their child is in danger of losing the privilege to participate in an excursion or 

camp due to behaviour that does not meet the standards of behaviour set out in the school’s Student 

Wellbeing and Engagement Policy, Student Code of Conduct and Bullying Prevention Policy. The decision to 

exclude a student will be made by the Principal or Assistant Principal, in consultation with the Organising 

Teacher. Both the parent/carer and the student will be informed of this decision prior to the camp or 

excursion. 

If on a camp or excursion the Teacher in Charge considers an individual student's behaviour does not meet 

required standards, then the Principal or their nominee may determine that a student should return home 

during the camp or excursion. In these circumstances the parent/carer is responsible for the collection of the 

student and any costs associated with this.  

NOTE: Sometimes a student’s disability may manifest in challenging behaviour. Examples of disabilities that 

can present with challenging behaviour includes Attention Deficit Hyperactivity Disorder, Oppositional 

Defiant Disorder and Autism Spectrum Disorder.  In these cases, excluding a student from a camp or excursion 

may raise disability discrimination law issues. Please contact Legal Division for advice if you are considering 

excluding a student for failing to comply with behavioural standards, if their disability presents with challenging 

behaviour) 

Disciplinary measures apply to students on camps and excursions consistent with our school’s Student 

Wellbeing and Engagement Policy, Student Code of Conduct and Bullying Prevention Policy. 

Electronic Devices 

Students will not be permitted to bring electronic devices to camps or excursions except with prior approval 

from the Principal. The Principal will only approve students bringing electronic devices to a camp or excursion 

in exceptional circumstances and when it is in the best interests of the student, and may place conditions on 

its location and use during the camp or excursion.  

Food 

Students are not permitted to bring their own supply of food items to camps and excursions unless the item is 

medically indicated and discussed with the Organising Teacher, or included as an item on the clothing and 

equipment list for that camp or excursion. 
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Accident and Ambulance Cover 

Any costs associated with student injury rest with parents/carers unless the Department is liable in negligence 

(liability is not automatic).  

Unless otherwise indicated, Barwon Heads Primary School and the Department do not provide student 

accident or ambulance cover. Parents/carers may wish to obtain student accident insurance cover and/or 

ambulance cover, depending on their health insurance arrangements and any other personal 

considerations.   

FURTHER INFORMATION AND RESOURCES  

This policy should be read in conjunction with the following Department polices and guidelines: 

 School Policy and Advisory Guide:  
o Excursions and Activities  

o Emergency and Risk Management 

o Safety Guidelines for Education Outdoors 

o Camps, Sports and Excursions Fund.   

o Code Red Days 

The following school policies are also relevant to this Camps and Excursions Policy:  

 Statement of Values and School Philosophy 

 Student Wellbeing and Engagement Policy 

 Volunteer Policy 

 Duty of Care Policy 

 Inclusion and Diversity Policy 

 Parent Payment Policy 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursions.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursionsafety.aspx
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorguidelines.aspx
http://www.education.vic.gov.au/about/programs/Pages/csef.aspx
https://www.education.vic.gov.au/about/programs/health/Pages/coderedabout.aspx
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Child Safe Standards  
 

COMMITMENT TO THE CHILD SAFE STANDARDS 

At Barwon Heads Primary School we hold the care, safety and wellbeing of children and young people as a 

central and fundamental responsibility of our school. Our commitment is drawn from our school’s 

philosophy, vision, mission and values. 

 

We do this via the Child Safe standard Policies and procedures that are embedded in our school 

community.  

SCHOOL PHILOSOPHY 

Our school believes all teaching and learning programs should support and promote the principles and 

practices of Australian democracy, including a commitment to; 

An elected government 

The rule of law 

Equal rights for all before the law 

Freedom of religion 

Freedom of speech and association 

The values of openness and tolerance 

SCHOOL VISION  

Barwon Heads Primary School promotes integrity, lifelong learning and the attainment of excellence. Our 

core purpose is to provide the Barwon Heads community with a comprehensive primary education for all 

students that empowers them to reach their full academic, social and physical potential, thus providing 

them with ‘…a bridge to the future,’  

Our aim is to equip our students for the future through the provision of:  

 High expectation  

 Positive attitudes 

 Diverse opportunities 

 An organizational culture of student safety and wellbeing 

 

SCHOOL MISSION  

To create a safe, respectful and evidence-based learning environment where a diversity of student learners 

feel valued, happy, are actively engaged, challenged and supported to achieve success. 

SCHOOL VALUES 

Respect Resilience  Community  Teamwork Co-operation Excellence  

PURPOSE 

 

1. The purpose of this policy is to demonstrate the commitment of Barwon Heads Primary School to the 

care, safety and wellbeing of all our students. It provides an outline of the policies, procedures and 

strategies developed to keep students safe from harm, including all forms of abuse at school, online 

and in other locations provided by the school. 

2. This policy takes into account relevant legislative requirements within the state of Victoria, including 

the specific requirements of the Victorian Child Safe Standards as set out in Ministerial Order No. 870. 

3. This policy applies to all school staff, including employees, volunteers, contractors and visitors. 

PRINCIPLES 

The following principles underpin our commitment to child safety at Barwon Heads Primary School: 

 

1. All students deserve safety and protection from all forms of abuse and neglect 

2. Our school works in partnership with families and the community to ensure child safety and 

protection 

3. All students have the right to a thorough and systematic education in all aspects of personal safety, 

in partnership with their parents and guardians 
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4. All adults in our school have a responsibility to care for children and young people, to positively 

promote their wellbeing and to protect them from any kind of harm or abuse 

5. The policies, guidelines and codes of conduct for the care, wellbeing and protection of students are 

based on honest, respectful and trusting relationships between adults and students 

6. Policies and practices demonstrate compliance with legislative requirements and cooperation with 

governments, the police and human services agencies 

7. All persons involved in situations where harm is suspected or disclosed must be treated with 

sensitivity, dignity and respect 

8. Staff, volunteers, visitors, contractors, parents/guardians and students should feel free to raise 

concerns about child safety, knowing these will be taken seriously by the school leadership 

9. Appropriate confidentiality will be maintained at all times, notwithstanding, information being 

provided to those who have a right or a need to be informed, either legally or pastorally. 

POLICY COMMITMENTS 

All students enrolled at Barwon Heads Primary School have the right to feel and be safe. The wellbeing 

of children in our care will always be our first priority and we have zero tolerance for any form of child 

abuse. We aim to create a child-safe and child-friendly environment where children are free to enjoy 

life to the full without any concern for their safety. There is particular attention paid to the most 

vulnerable children, including Aboriginal and Torres Strait Islander children, children from culturally 

and/or linguistically diverse backgrounds, and children with a disability.  

Our commitment to our students: 

1. We commit to the safety and wellbeing of all children and young people enrolled in our school 

2. We commit to providing children and young people with positive and nurturing experiences 

3. We commit to listening to children and young people and empowering them by taking their 

views seriously, and addressing any concerns that they raise with us 

4. We commit to taking action to ensure children and young people are protected from abuse or 

harm 

5. We commit to teaching children and young people the necessary skills and knowledge to 

understand and maintain their personal safety and wellbeing 

6. We commit to seeking input and feedback from students regarding the creation of a safe school 

environment 

Our commitment to parents and guardians: 

1. We commit to communicating honestly and openly with parents/guardians about the wellbeing 

and safety of their children 

2. We commit to engaging with, and listening to, the views of parents/guardians about our child-

safety practice, policies and procedures 

3. We commit to transparency in our decision-making with parents/guardians where it will not 

compromise the safety of children or young people 

4. We commit to acknowledging the cultural diversity of students and families, and being sensitive 

to how this may impact on student safety issues 

5. We commit to continuously reviewing and improving our systems to protect children from abuse 

Our commitment to our school staff (employees, volunteers and contractors): 

1. We commit to providing all school staff with the necessary support to enable them to fulfil their 

roles 

2. We commit to providing regular opportunities to clarify and confirm policy and procedures in 

relation to child safety and young people’s protection and wellbeing. This will include annual 

training in the principles and intent of the Child Safety Policy and Child Safety Code of Conduct, 

reinforcing staff responsibilities to report concerns 

3. We commit to listening to all concerns voiced by school staff about keeping children and young 

people safe from harm 

4. We commit to providing opportunities for school employees, volunteers and contractors to 

receive formal debriefing and counselling arising from incidents of the abuse of a child or young 

person as needed 
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RESPONSIBILITIES 

Everyone employed or volunteering at Barwon Heads Primary School has a responsibility to understand the 

important and specific role he/she plays individually and collectively to ensure the wellbeing and safety of 

all students. The school has designated roles and responsibilities for child safety as follows: 

 

4.1          Guide to Responsibilities of School Leadership 

The principal, the school governing authority and school leaders at Barwon Heads Primary School recognise 

their particular responsibility to ensure the development of preventative and proactive strategies that 

promote a culture of openness, awareness of and shared responsibility for child safety.  

Responsibilities include: 

1. Creating an environment for children and young people to be safe and to feel safe  

2. Upholding high principles and standards for all staff, volunteers, contractors and visitors 

3. Promoting models of behaviour between adults and children and young people based on 

mutual respect and consideration 

4. Ensuring thorough and rigorous practices are applied in the recruitment, screening and ongoing 

professional learning of staff 

5. Ensuring that school personnel have regular and appropriate learning to address child safety 

matters 

6. Providing regular opportunities to clarify and confirm legislative obligations, policy and 

procedures in relation to child and young people’s protection and wellbeing ensuring the school 

meets the specific requirements of the Victorian Child Safe Standards as set out in Ministerial 

Order No. 870 

4.2 Guide to Responsibilities of School Staff (employees, volunteers and contractors) 

 

Responsibilities include: 

1. Treating children and young people with dignity and respect, acting with propriety, providing a 

duty of care, and protecting children and young people in their care 

2. Following the legislative and internal school processes in the course of their work, if they form a 

reasonable belief that a child or young person has been or is being abused or neglected 

3. Providing a physically and psychologically safe environment where the wellbeing of children 

and young people is nurtured 

4. Undertaking regular training and education in order to understand their individual responsibilities 

in relation to child safety and the wellbeing of children and young people 

5. Assisting children and young people to develop positive, responsible and caring attitudes and 

behaviours which recognise the rights of all people to be safe and free from abuse 

6. Following the school’s Child Safety Code of Conduct 

EXPECTATIONS OF EMPLOYEES, VOLUNTEERS, VISITORS AND CONTRACTORS 

 

At our school we expect employees, volunteers, visitors and contractors to proactively ensure the safety of 

students at all times and to take appropriate action if there are concerns about the safety of any child at 

the school.  School staff must remain familiar with the relevant laws, the code of conduct, and policies and 

procedures in relation to child protection and to comply with all requirements.  

We have developed a Child Safety Code of Conduct for all adults which recognises the critical role that 

school staff play in protecting students in our care and establishes clear expectations of school employees, 

volunteers, visitors and contractors for appropriate behaviour with children in order to safeguard them 

against abuse and or neglect.  Our Code also protects school staff through clarification of acceptable and 

unacceptable behaviour. 

STUDENT PARTICIPATION IN CHILD SAFETY  

At Barwon Heads Primary School, we actively encourage all students to openly express their views and feel 

comfortable about giving voice to the things that are important to them.  We teach students about what 

they can do if they feel unsafe and enable them to understand, identify, discuss and report on child safety.  

We listen to and act on any concerns students, or their parents/guardians raise with us.  

REPORTING AND RESPONDING 

Our school records any child safety complaints, disclosures or breaches of the Child Safety Code of 

Conduct and stores the records in accordance with security and privacy requirements. Our school complies 

http://www.gazette.vic.gov.au/gazette/Gazettes2016/GG2016S002.pdf
http://www.gazette.vic.gov.au/gazette/Gazettes2016/GG2016S002.pdf
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with legal obligations that relate to managing the risk of child abuse under the Children, Youth and Families 

Act 2005 (Vic.), the Crimes Act 1958 (Vic.) and the recommendations of the Betrayal of Trust report. 

Child protection reporting obligations fall under separate pieces of legislation with differing reporting 

requirements.  

Our school’s Child Protection Reporting and Procedures Policy details the actions required under relevant 

legislation when there is a reasonable belief that a child at our school is in need of protection or a criminal 

offence has been committed, and provides guidance and procedures on how to make a report.  

Our policy assists staff, volunteers and families to: 

1. Identify the indicators of a child or young person who may be in need of protection 

2. Understand how a ‘reasonable belief’ is formed 

3. Make a report of a child or young person who may be in need of protection 

4. Comply with mandatory reporting obligations under child protection law and their legal 

obligations relating to criminal child abuse and grooming under criminal law 

Our school has also established internal processes to ensure that appropriate action is taken to respond to 

concerns about the wellbeing and/or safety of a student.  

SCREENING AND RECRUITMENT OF STAFF 

When recruiting and selecting employees, contractors, visitors and volunteers involved in child-connected 

work, we make all reasonable efforts to:  

1. Confirm the applicant’s Working with Children Check and National Police Check status and/or 

professional registration (as relevant)  

2. Obtain proof of personal identity and any professional or other qualifications 

3. Verify the applicant’s history of work involving children 

4. Obtain references that address the applicant’s suitability for the job and working with children. 

We have processes for monitoring and assessing the continuing suitability of school staff to work with 

children, including regular reviews of the status of Working with Children Checks and staff professional 

registration requirements such as Victorian Institute of Teaching (VIT) registration.  

RISK MANAGEMENT 

At Barwon Heads Primary School we are committed to proactively and systematically identifying and 

assessing risks to student safety across our whole school environment, and reducing or eliminating (where 

possible) all potential sources of harm. We document, implement, monitor and periodically review our risk 

management strategies for child safety and ensure that the strategies change as needed, and as new risks 

arise. 

RELEVANT LEGISLATION 

• Children, Youth and Families Act 2005 (Vic) 

• Working with Children Act 2005 (Vic) 

• Education and Training Reform Act 2006 (Vic) 

• Equal Opportunity Act 2010 (Vic) 

• Privacy Act 1988 (Commonwealth) 

• Crimes Act 1958 (Vic)  

 

THREE NEW CRIMINAL OFFENCES HAVE BEEN INTRODUCED UNDER THE ACT: 

1. Failure to disclose offence: Any adult who forms a reasonable belief that a sexual offence has 

been committed by an adult against a child under 16 has an obligation to report that 

information to police. Failure to disclose the information to police is a criminal offence. 

2. Failure to protect offence: This offence will apply when a child under the age of 16 under and 

under the care, supervision or authority of a relevant organisation becomes a victim of a sexual 

offence committed by an adult associated with that organisation.  A person in a position of 

authority in the organisation will commit the offence if they know of the risk of abuse and have 

the power or responsibility to reduce or remove the risk, but negligently fail to do so. 

3. Grooming offence: This offence targets predatory conduct designed to facilitate later sexual 

activity with a child. Grooming can be conducted in person or online, for example via 

interaction through social media, web forums and emails. 

DEPARTMENT OF EDUCATION AND TRAINING POLICIES 

  Policy 2.2: Guidelines Relating to the Employment of Staff  

  Policy 2.19: Child Protection – Reporting Obligations 

http://www.parliament.vic.gov.au/fcdc/article/1788
http://www.justice.vic.gov.au/home/safer%2Bcommunities/protecting%2Bchildren%2Band%2Bfamilies/failure%2Bto%2Bdisclose%2Boffence
http://www.cecv.catholic.edu.au/http:/www.justice.vic.gov.au/home/safer%2Bcommunities/protecting%2Bchildren%2Band%2Bfamilies/failure%2Bto%2Bprotect%2Boffence
http://www.justice.vic.gov.au/home/safer%2Bcommunities/protecting%2Bchildren%2Band%2Bfamilies/grooming%2Boffence
http://www.cem.edu.au/publications-policies/policy/policy-2.2-guidelines-employment-of-staff/
http://www.cem.edu.au/publications-policies/policy/policy-2.19-child-protection-repoting-obligations/
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  Policy 2.19a: School Guidelines –Police and DHHS Interview Protocols 

 Ministerial Order 199 Mandatory Reporting 

 

RELATED SCHOOL POLICIES AND PROCEDURES 

 Child Safety Protection Reporting Policy and Procedures [Incorporating Mandatory Reporting Policy]  

 Child Safety Recruitment Practices and Procedures 

 Duty of Care Policy 

 Digital and Online Learning (Internet) Policy 

 Student Diversity and Inclusion Policy 

 Student Engagement and Wellbeing Policy 

 

BREACH OF POLICY 

Where an employee is suspected of breaching any obligation, duty or responsibility within this Policy, 

Barwon Heads Primary School may start the process under Complaints, Misconduct and Unsatisfactory 

Performance guidelines for managing employment concerns. This may result in disciplinary consequences.  

Where the principal is suspected of breaching any obligation, duty or responsibility within this policy, the 

concerned party is advised to contact the Regional Director.  Relevant notification should also be made to 

the Department of Education and Training.  

Where any other member of the school community is suspected of breaching any obligation, duty or 

responsibility within this policy, the school is to take appropriate action, including in accordance with 

established policies and procedures, and/or contact Department of Education (Employee Conduct 

Branch) and Department of Health and Human Services (DHHS). Note: The requirements set out in the 

Department’s School Policy and Advisory Guide apply at all times. 

RELEVANT REFERENCE 

Protect Child Safe Standards 

https://www.education.vic.gov.au/about/programs/health/protect/Pages/default.aspx 

POLICY REVIEW  

At Barwon Heads Primary School we are committed to the continuous improvement of our child safety 

systems and practices. We intend this policy to be a dynamic document that will be reviewed annually to 

ensure it is working in practice and updated to accommodate changes in legislation or circumstance. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.cem.edu.au/publications-policies/policy/policy-2.19a-police-and-dhhs-interview-protocols/
https://www.education.vic.gov.au/about/programs/health/protect/Pages/default.aspx
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Child Safety Responding and Reporting 
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 Barwon Heads 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.  

Barwon Heads 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 Barwon Heads 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 Barwon Heads 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  

 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 Barwon Heads 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. We also require/encourage all other staff to undertake this module, even where 

they are not mandatory reporters]. 

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.  

https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotectobligation.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotectreporting.aspx
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
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At Barwon Heads 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. 

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 

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.  

https://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotectobligation.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/reportableconductscheme.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotectobligation.aspx
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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 

Statement of Commitment to Child Safety, Child Safety Policy  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotectobligation.aspx
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/expolitationgrooming.aspx
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Complaints Policy 
PURPOSE 

The purpose of this policy is to: 

 provide an outline of the complaints process at Barwon Heads 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 Barwon Heads 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 

Barwon Heads 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:  

 be considerate of each other’s views and respect each other’s role  

 be focused on resolution of the complaint, with the interests of the student involved at the centre 

 act in good faith and cooperation 

 behave with respect and courtesy 

 respect the privacy and confidentiality of those involved, as appropriate 

 Operate within and seek reasonable resolutions that comply with any applicable legislation and 

Department policy. 

 Recognised 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 

Barwon Heads 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 Barwon Heads 

Primary School. 

COMPLAINTS PROCESS 

Barwon Heads 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, or a 

member of the School Leadership team. After making initial inquiries you will be directed to the relevant 

person. Where possible, school staff will work with you to ensure that your concerns are appropriately 

addressed.  
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Where concerns cannot be resolved in this way, parents or community members may wish to make a formal 

complaint to the principal who will endeavour to resolve the complaint positively and proactively.  

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:  

1. Complaint received: Please either email, telephone or arrange a meeting through the front office with 

the relevant staff member, 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.  

 

2. 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. 

 

3. Response: Where possible, a resolution meeting will be arranged with the appropriate staff member 

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.  

 

 

4. Timelines: Barwon Heads Primary School will acknowledge receipt of your complaint as soon as 

possible (usually within two school days) and will seek to resolve complaints in a timely manner. 

Depending on the complexity of the complaint, Barwon Heads Primary School may need some time 

to gather enough information to fully understand the circumstances of your complaint. We will 

endeavor 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, Barwon Heads Primary School will consult with you and discuss any interim solutions to the 

dispute that can be put in place.  

RESOLUTION  

Where appropriate, Barwon Heads 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, Barwon Heads 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.  

ESCALATION  

If you are not satisfied that your complaint has been resolved by the school, or if your complaint is about the 

Principal and you do not want to raise it directly with them, then the complaint should be referred to the 

Barwon Area Office Community Liaison Officers by contacting 52155176. 

Barwon Heads Primary School may also refer a complaint to South Western if we believe that we have done 

all we can to address the complaint.  

For more information about the Department’s Parent Complaints policy, including the role of the Regional 

Office, please see:  Parent complaints policy.  

 

 

http://www.education.vic.gov.au/Documents/school/principals/spag/community/policyparentsconcerns.pdf
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Curriculum Framework 
 

(CURRICULUM AND STUDENT LEARNING POLICY) 

 

PURPOSE: 

The Victorian Curriculum provides the framework for curriculum development for Foundation to Year 10 in 

all government schools. The Victorian Curriculum F–10 sets out what every student should learn during 

their first eleven years of schooling. The curriculum is the common set of knowledge and skills required by 

students for life-long learning, social development and active and informed citizenship. It is structured as 

a learning continuum that enables teachers to identify the student’s current levels of achievement and 

then deliver teaching and learning programs that support progression of learning 

 

SCOPE: 

 

 Provide a curriculum that utilizes a wide range of education resources to support teaching and 

learning.  

 Consistently aim to improve student learning and outcomes.  

 Undertake a range of student assessment and reporting activities to support student learning.  

 Provide learning experiences that are authentic, relevant and engaging.  

 Assist all students with reaching their full potential.  

 Equip learners with the necessary skills, knowledge and behaviours to become valued and 

productive members of society.  

 

 

POLICY: 

 

 Student’s individual needs are understood, catered for and challenged through ongoing 

monitoring and assessment and a rigorous and engaging curriculum.  

 Teachers adhere to the Barwon Heads Primary School Assessment Schedule.  

 Accurate records of student learning are kept - through observations checklists, formal and informal 

assessment, conferences, feedback and Analytics on Compass.  

 Teachers communicate with parents about student learning and progress.  

 Teachers provide reports to parents at the end of each semester.  

 Teachers plan differentiated lessons to cater for the needs of all students. 

 All students who are deemed ‘At Risk” to have an Individual Learning Plan. (A child who is 12 months 

or more below or above expected level, and/or experiences less than expected growth for no 

apparent reason. 

 Teachers follow a consistent whole school approach to teaching practices.  

 A partnership between home and school is developed to maximize student learning. 

 Teachers use data to set goals and outcome targets.  

 Teachers collaboratively analyses student outcomes and use these to plan future learning and 

areas of focus.  

 

 Specialist teachers provide instruction in Physical Education, Language (Indonesian), and Visual and 

Performing Arts. Interdisciplinary, personal and social learning are addressed within these curriculum areas 

and supported by a range of Outdoor Education camps and excursion initiatives. The school is an active 

participant in district sport competitions as well as providing opportunities for students to participate in 

instrumental music and choir. 
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Digital Technologies  
PURPOSE 

To ensure that all students and members of our school community understand: 

 Our commitment to providing students with the opportunity to benefit from digital technologies to 

support and enhance learning and development at school.  

 Expected student behaviour when using digital technologies including the internet, social media, 

and digital devices (including iPads and Computers) 

 The school’s commitment to promoting safe, responsible and discerning use of digital technologies, 

and educating students on appropriate responses to any dangers or threats to wellbeing that they 

may encounter when using the internet and digital technologies 

 Our school’s policies and procedures for responding to inappropriate student behaviour on digital 

technologies and the internet 

 

SCOPE 

This policy applies to all students at Barwon Heads Primary School.  

 

Staff use of technology is governed by the Department’s Acceptable Use Policy.  

 

DEFINITIONS 

For the purpose of this policy, “digital technologies” are defined as being any networks, systems, software or 

hardware including electronic devices and applications which allow a user to access, receive, view, record, 

store, communicate, copy or send any information such as text, images, audio, or video.  

 

POLICY 

Vision for digital technology at our school 

Barwon Heads Primary School understands that digital technologies including the internet, apps, computers 

and iPads provide students with rich opportunities to support learning and development in a range of ways. 

Through increased access to digital technologies, students can benefit from enhanced learning that is 

interactive, collaborative, personalised and engaging. Digital technologies enable our students to interact 

with and create high quality content, resources and tools. It also enables personalised learning tailored to 

students’ particular needs and interests and transforms assessment, reporting and feedback, driving new 

forms of collaboration and communication. 

Barwon Heads Primary School believes that the use of digital technologies at school allows the development 

of valuable skills and knowledge and prepares students to thrive in our globalised and inter-connected world. 

Our school’s vision is to empower students to use digital technologies to reach their personal best and fully 

equip them to contribute positively to society as happy, healthy students.   

 

iPads at Barwon Heads Primary School  

Barwon Heads Primary School has a BYOD policy in place for grades 4, 5 and 6 with all other classes using 

school purchased devices that range from iPads to netbooks and desktop computers. Barwon Heads Primary 

School will be moving away from the BYOD arrangement following an internal review in 2020.  

Currently students are required to have their own iPad that must:  

 charged and ready for use 

 be brought to school in a protective case 

 have at least 10 GB of storage 

 operate on version High Sierra 10.0 or later 

 Have access to Microsoft Word, Excel and PowerPoint. 

Please note that our school does not have insurance to cover accidental damage to students’ iPads, and 

parents/carers are encouraged to consider obtaining their own insurance for their child’s iPad.   
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Barwon Heads Primary School has in place arrangements to support families who may be experiencing long 

or short-term hardship to access iPads for schoolwork. We also have a number of spare iPads that can be 

loaned to students in certain circumstances.  

Students, parents and carers who would like more information or assistance regarding our BYOD program are 

encouraged to contact Daniel Vella or Drew Stevens. 

 

Safe and appropriate use of digital technologies 

Digital technology, if not used appropriately, may present risks to users’ safety or wellbeing. At Barwon Heads 

Primary School, we are committed to educating all students to be safe, responsible and discerning in the use 

of digital technologies, equipping them with skills and knowledge to navigate the digital age. 

At Barwon Heads Primary School, we: 

 use online sites and digital tools that support students’ learning, and focus our use of digital 

technologies on being learning-centered 

 restrict the use of digital technologies in the classroom to specific uses with targeted educational or 

developmental aims 

 supervise and support students using digital technologies in the classroom 

 effectively and responsively address any issues or incidents that have the potential to impact on the 

wellbeing of our students 

 have programs in place to educate our students to be promoting safe, responsible and discerning use 

of digital technologies, including e smart schools  

 educate our students about digital issues such as online privacy, intellectual property and copyright, 

and the importance of maintaining their own privacy online 

 actively educate and remind students of our Student Engagement policy that outlines our School’s 

values and expected student behaviour, including online behaviours 

 have an Acceptable Use Agreement outlining the expectations of students when using digital 

technology at school  

 use clear protocols and procedures to protect students working in online spaces, which includes 

reviewing the safety and appropriateness of online tools and communities, removing offensive 

content at earliest opportunity 

 educate our students on appropriate responses to any dangers or threats to wellbeing that they may 

encounter when using the internet and other digital technologies 

 provide a filtered internet service to block access to inappropriate content 

 refer suspected illegal online acts to the relevant law enforcement authority for investigation 

 Support parents and carers to understand safe and responsible use of digital technologies and the 

strategies that can be implemented at home through regular updates in our newsletter and annual 

information sheets. 

 

Distribution of school owned devices to students and personal student use of digital technologies at school 

will only be permitted where students and their parents/carers have completed a signed Acceptable Use 

Agreement. 

It is the responsibility of all students to protect their own password and not divulge it to another person. If a 

student or staff member knows or suspects an account has been used by another person, the account holder 

must notify the Principal immediately.  

 

All messages created, sent or retrieved on the school’s network are the property of the school. The school 

reserves the right to access and monitor all messages and files on the computer system, as necessary and 

appropriate. Communications including text and images may be required to be disclosed to law 

enforcement and other third parties without the consent of the sender. 

 

Student behavioural expectations  

When using digital technologies, students are expected to behave in a way that is consistent with Barwon 

Heads Primary School’s Statement of Values, Student Wellbeing and Engagement policy, and Bullying 

Prevention policy. 

 

When a student acts in breach of the behaviour standards of our school community (including cyberbullying, 

using digital technologies to harass, threaten or intimidate, or viewing/posting/sharing of inappropriate or 
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unlawful content), Barwon Heads Primary School will institute a staged response, consistent with our policies 

and the Department’s Student Engagement and Inclusion Guidelines.  

Breaches of this policy by students can result in a number of consequences which will depend on the severity 

of the breach and the context of the situation.  This includes: 

 removal of network access privileges 

 Confiscation of iPads for a set period of time   

 removal of email privileges 

 removal of internet access privileges 

 removal of printing privileges 

 Other consequences as outlined in the school’s Student Wellbeing and Engagement and Bullying 

Prevention policies. 
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ANNEXURE A: Acceptable Use Agreement 
ACCEPTABLE USE AGREEMENT 

Barwon Heads Primary School profile statement 

 

At Barwon Heads Primary School we support the right of all members of the school community to access 

safe and inclusive learning environments, including digital and online spaces. This form outlines the 

School’s roles and responsibilities in supporting safe digital learning, as well as the expected behaviours 

we have of our students when using digital or online spaces. 

 

At our School we:  

 Have a Student Engagement Policy that outlines our School’s values and expected student 

behaviour. This Policy includes online behaviours; 

 Have programs in place to educate our students to be safe and responsible users of digital 

technologies. We use the CyberSafe resources to support this work. 

 Educate out students about digital issues such as online privacy, intellectual property and 

copyright; 

 Supervise and support students using digital technologies in the classroom; 

 Use clear protocols and procedures to protect students working in online spaces. This includes 

reviewing the safety and appropriateness of online tools and communities, removing offensive 

content at earliest opportunity, and other measures; 

o See: Duty of Care and Supervision  

(www.education.vic.gov.au/about/programs/bullystoppers/Pages/prindutycare.aspx)  

 Provide a filtered internet service to block inappropriate content. We acknowledge, however, that 

full protection from inappropriate content cannot be guaranteed  

 Use online sites and digital tools that support students’ learning; 

 Address issues or incidents that have the potential to impact on the wellbeing of our students; 

 Refer suspected illegal online acts to the relevant Law Enforcement authority for investigation; 

 Support parents and care-givers to understand safe and responsible use of digital technologies 

and the strategies that can be implemented at home. The following resources provide current 

information from both the Department of Education & Training and The Children’s eSafety 

Commission: 

o Bullystoppers Parent Interactive Learning Modules 

(www.education.vic.gov.au/about/programs/bullystoppers/Pages/parentmodules.aspx) 

o iParent | Office of the Children's eSafety Commissioner 

  (https://www.esafety.gov.au/education-resources/iparent) 

Safe, responsible and behaviour 
 

When I use digital technologies I communicate respectfully by: 

 

 always thinking and checking that what I write or post is polite and respectful 

 Being kind to my friends and classmates and thinking about how the things I do or say online might 

make them feel (ask students to reflect on how they would feel.)    

 Not sending mean or bullying messages or forwarding them to other people.  

http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/prindutycare.aspx
http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/prindutycare.aspx
http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/parentmodules.aspx
http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/parentmodules.aspx
http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/parentmodules.aspx
https://www.esafety.gov.au/education-resources/iparent
https://www.esafety.gov.au/education-resources/iparent


37 

 

 Creating and presenting my own work, and if I copy something from online, letting my audience 

know by sharing the website link to acknowledge the creator. 

 

When I use digital technologies I protect personal information by being aware that my full name, photo, 

birthday, address and phone number is personal information and is not to be shared online. This means I: 

 protect my friends’ information in the same way 

 protect my passwords and don’t share them with anyone except my parent   

 only ever join spaces with my parents or teacher’s guidance and permission 

 never answer questions online that ask for my personal information 

 Know not to post three or more pieces of identifiable information about myself.  

 

When I use digital technologies I respect myself and others by thinking about what I share online. This 

means I: 

 stop to think about what I post or share online 

 use spaces or sites that are appropriate, and if I am not sure I ask a trusted adult for help 

 protect my friends’ full names, birthdays, school names, addresses and phone numbers 

because this is their personal information 

 speak to a trusted adult if I see something that makes me feel upset or if I need help 

 speak to a trusted adult if someone is unkind to me or if I know someone else is upset or 

scared 

 don’t deliberately search for something rude or violent 

 turn off or close the screen if I see something I don’t like and tell a trusted adult 

 Am careful with the equipment I use. 
 
At school we/I have: 

 Discussed ways to be a safe, responsible and ethical user of digital technologies. 

 Presented my ideas around the ways that I can be a smart, safe, responsible and ethical user of 

digital technologies. 

 

I will use this knowledge at school and everywhere I use digital technologies  
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My ideas on safe and responsible behaviour 

 

When I use digital technologies I communicate respectfully. This means I: 

 

 

 

 

 

 

 

 

 

 

 

 

When I use digital technologies I protect personal information. This means I: 

 

 

 

 

 

 

 

 

 

 

 

 

 

When I use digital technologies I respect myself and others. This means I: 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

(Write or draw…) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 (Write or draw…) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
(Write or draw…) 
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Student agreement/licence  
 

 

Barwon Heads Primary School  

Student agreement/licence 

 

 
 

 

(Principal or teacher) 

 

Acknowledges the commitment of 

 

 

 

(Student) 

 

To being a polite, safe, responsible and ethical user of  

Digital technologies. 

 

 

As a student I continue to learn to use digital technologies safely and responsibly.  

I will ask a trusted adult for help whenever I am unsure or feel unsafe. 

 

 

 

 

 

Student’s signature     Teacher/Principal’s signature 

 

Date 

 

 

 

 
 

  



40 

 

1-to-1 devices - considerations for inclusion 

Ownership and insurance 
DAMAGE OR LOSS OF EQUIPMENT 

USER RESPONSIBILITIES 

USE AT HOME/ SCHOOL SUPPORT 

SOFTWARE / APP UPDATES AND PROCESSES 

Providing personal access to devices in implementing 1-to-1 programs to positively impact learning is complex and requires 

considerable planning. The Department has a range of resources to assist schools with planning a roadmap and suggested 

implementation ideas to ensure successful programs where practice aligns to policy. For more information, access: 

Planning for 1-to-1 Learning DigiPub - This publication provides advice on what schools need to consider when making informed 

decisions about 1-to-1 program (see: http://www.digipubs.vic.edu.au/pubs/planning-for-1-to-1/planning-for-1-to-1-overview)  

 

Here are three Victorian School examples.  
 

Milgate Primary School 

http://www.milgateps.vic.edu.au/app/webroot/uploaded_files/media/11_ipad_program_accepable_use_policy.pdf  

Emerald Secondary 

https://www.emeraldsc.vic.edu.au/site/assets/files/7062/1to1_handbook_2017.pdf 

Warrenwood Primary School 

http://www.warranwood.vic.edu.au/uploaded_files/media/aua_for_ipad_program.pdf  

This AUA applies when digital technologies are being used at school, during school excursions, a t  camps and 

extra-curricular activities, and at home. 

 

Signature 

I understand and agree to comply with the terms of acceptable use and expected standards 

of behaviour set out within this agreement. 
 

I understand that there are actions and consequences established within the school’s Student Engagement 

Policy if I do not behave appropriately. 
 

 

Student name:  

Student signature:  

School contact name for support and /or agreement: 

School contact no.:  

Parent/Guardian Name:  

Parent/Guardian Signature:  
 

Date:   

 

 

 

 

 

 

 

 

http://www.digipubs.vic.edu.au/pubs/planning-for-1-to-1/planning-for-1-to-1-overview
http://www.milgateps.vic.edu.au/app/webroot/uploaded_files/media/11_ipad_program_accepable_use_policy.pdf
https://www.emeraldsc.vic.edu.au/site/assets/files/7062/1to1_handbook_2017.pdf
http://www.warranwood.vic.edu.au/uploaded_files/media/aua_for_ipad_program.pdf
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Duty of Care  
 

PURPOSE 

The purpose of this policy is to explain to our school community the non-delegable duty of care obligations 

that all staff at Barwon Heads owe to our students and members of the school community who visit and use 

the school premises.  

POLICY 

“Duty of care” is a legal obligation that requires schools to take reasonable steps to reduce the risk of 

reasonably foreseeable harm, which can include personal injury (physical or psychological) or damage to 

property. The reasonable steps that our school may decide to take in response to a potential risk or hazard 

will depend on the circumstances of the risk. Our school has developed policies and procedures to manage 

common risks in the school environment, including: 

 Yard duty and Supervision 

 Bullying Prevention  

 Camps and Excursions 

 First Aid 

 Tree Maintenance 

 Grounds Maintenance  

 Student Private Property  

 Child Safe Standards 

 Emergency Management 

 Volunteers 

 Visitors 

 Working with Children and Suitability Checks 

 Mandatory Reporting 

 Occupational Health and Safety 

Staff at our school understand that school activities involve different levels of risk and that particular care may 

need to be taken to support younger students or students with additional needs.  Our school also understands 

that it is responsible for ensuring that the school premises are kept in good repair and will take reasonable 

steps to reduce the risk of members of our community suffering injury or damage because of the state of the 

premises. School staff, parents, carers and students are encouraged to speak to the principal to raise any 

concerns about risks or hazards at our school, or our duty of care obligations.  

EXTERNAL PROVIDERS 

Staff at our school acknowledge that, as our duty of care is non-delegable, we are also required to take 

reasonable steps to reduce the risk of reasonably foreseeable harm when external providers have been 

engaged to plan for or conduct an activity involving our students. Our Visitors Policy and Camps and 

Excursions Policy include information on the safety and care of our students when engaged with external 

providers.  Our school also takes steps to ensure student safety when they are engaging in off-site workplace 

learning programs with external providers, such as when students are participating in work experience, school-

based apprenticeships and traineeships, structured workplace learning and any other workplace learning 

program involving external providers. Our School will follow all applicable Department of Education and 

Training policy and guidelines in relation to off-site learning and will ensure that the safety and welfare of the 

students engaging in these activities is paramount.  The Department’s guidelines in relation to Workplace 

Learning are available at the following link: 

https://www.education.vic.gov.au/school/principals/spag/curriculum/pages/workplace.aspx   

FURTHER INFORMATION AND RESOURCES 
 School Policy and Advisory Guide: Duty of Care  

 School Policy and Advisory Guide: Workplace Learning 

 

 

 

 

 

 

https://www.education.vic.gov.au/school/principals/spag/curriculum/pages/workplace.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/dutyofcare.aspx
https://www.education.vic.gov.au/school/principals/spag/curriculum/pages/workplace.aspx
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Critical Incident Plan 

Emergency and Critical Incident 

Management Plan 2019-2020 
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43 

 

PURPOSE 

The purpose of this Emergency and Critical Incident Management Plan (EMP) is to provide a detailed plan 

of how this school campus will prepare and respond to emergencies and critical incidents that may impact 

on student and/or staff health, safety and well-being and/or school operations. 

CONTEXT 

Schools have the authority to activate their EMPs when an event warrants a response.  Schools should know 

how to access multiple information sources including the Vic Emergency app, 

https://www.emergency.vic.gov.au, emergency services and/or the Department of Education and 

Training. 

All principals and key school staff should download the Vic Emergency app on their phone with a watch 

zone around their school to receive alerts and information regarding hazards and incidents in their vicinity. 

 

Should the principal or school be made aware of an emergency in the local area, the principal or 

nominated person will consult the following sources for information: 

1. Call ‘000’ for life-threatening or time critical emergencies. 

2. Contact the Incident Support and Operations Centre (ISOC) on 1800 126 126. 

3. Seek support from your region/regional Manager, Operations and Emergency Management or 

Emergency Management Support Officer if required. 

4. Check the Vic Emergency app or www.emergency.vic.gov.au for up to date information on 

warnings and incidents. 

5. Contact your Senior Education Improvement Leader. 

6. Check the Department of Education and Training web site for incident updates. 

 

DISTRIBUTION LIST 

Name Position Title and Organisation 

Name 

Communication 

Date  

 

Email or Postal 

Address 

 

All School Staff All School staff 19/08/2019 DL Barwon Heads 

Primary School 

 

 

FACILITY PROFILE 

School Name/Campus 

Name 

Barwon Heads Primary School 

Address Golf Links Road, Barwon Heads, VIC, 3227 

Phone 03 5254 2324 

Email barwon.heads.ps@edumail.vic.gov.au 

Fax 03 5254 3073 

DET Region SOUTH-WESTERN VICTORIA 

DET Area Barwon Area 

LGA Greater Geelong (C) 

BOM/Fire District Central District 

https://www.emergency.vic.gov.au/
http://www.emergency.vic.gov.au/
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Is your school on Bushfire At- 

Risk Register? 

No 

Bushfire At-Risk Register 

Category 

 

Operating Hours 8.00-5.00 

Number of Students 515 

Number of Staff 36 

Number of Buildings 5 

Is the School a designated 

Neighborhood Safer Place? 

No 

Shelter-In-Place Location On Site - 3A Golf Links Road Barwon Heads - School 

Gymnasium 

On-site Evacuation Location School Oval 

Off-site Evacuation Location Barwon Heads Golf Club 

Typical method used for 

communications to school 

community 

email, compass, notes, school newsletter, Facebook, 

website 

Is this school has other 

services or users of the site? 

Yes 

OTHER SERVICES/USERS OF SITE 

Service/User 

Name 

Location 

 

Number of Student 

or Visitor 

 

Emergency Contact Phone Mobile 

Before and After 

School Care by 

Camp Australia 

Music room 

in the gym  

varies depending on 

the day  

 1300 105 343 +61411694822 

Seagulls 

Basketball 

Gym  various  N/A 0417137275 

Storm Basketball Gym various  52533377 N/A 

Indoor Soccer Gym various  Jon Phillips 0488 776 105 

Geelong Regional  

Libraries 

Library Varies depending on 

the day and library 

opening hours 

Head office  03 4201 0600  
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BUILDING INFORMATION SUMMARY 

TELEPHONES (LANDLINES) 

Location 

 

Number 

Main Building  52542324 

ALARMS 

Description 

 

Location Monitoring  

Company 

Number 

Fire Office, library building  Emergency 

Management, – 

Department of 

education early  

Use the tag- Red- 

on- Green- off 

Intrusion Main Building Corridor past the 

office door opposite toilets.  

Gymnasium. Attached to the wall 

directly on the left as you enter. 

emergency 

Management 

under control 

panel 

Other    

UTILITIES 

Description 

 

Location Service  

Provider 

Location of shutoff 

 Instructions 

Gas / Propane Along Front Fence in 

between driveways 

Origan Energy Front of school at the 

meter 

Water front of School closest to 

second drive way 

Barwon Water Front of the school at 

the meter 

Electricity Main Building Orgin Energy Main meter box 

corridor near office  

 

SPRINKLER SYSTEM 

Control Valve Location alongside the garden side  

Shutoff Instructions Location as above 

BOILER ROOM 

Location N/A 

Access n/a 

EMERGENCY POWER SYSTEM 

Type NA 

Location N/A 
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Provides power to N/A 

Shutoff Instructions Location N/A 

BUILDING AND SITE HAZARDS 

Location 

 

Number 

  

ADDITIONAL PROFILE INFORMATION 

Additional Info  

 

 

Emergency Kit Checklist 

Checklist Yes / No 

 

Student data and parent contact information (contained in EMP) Yes 

Student and staff with additional needs list (contained in EMP) 

including any student medications 

Yes 

Staff contact information Yes 

Student Release Forms/sign out book Yes 

List of staff on the IMT Yes 

Traffic/emergency safety vests and tabards Yes 

Facility keys Yes 

Standard portable First Aid Kit. Refer to First Aid Kits Contents 

Checklist 

Yes 

A charged mobile phone and charger/s Yes 

Torch with replacement batteries (or wind up torch) Yes 

Whistle Yes 

Megaphone Yes 

Portable battery powered radio Yes 

Copy of facility site plan and EMP including evacuation routes Yes 

Water Yes 

Sunscreen and spare sunhats Yes 

Plastic garbage bags and ties Yes 
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Toiletry supplies Yes 

Sanitary products Yes 

 

REVIEW EMERGENCY KIT CHECKED DATE 

 

Date emergency kit checked 16/11/2018 

Next check date 31/01/2019 

Drill Schedule 

School Term Drill Type 

 

Contact Person 

 

Schedule Date Actual Date  

Term 1 Fire Drill Daniel Vella 06/02/2019 06/02/2019 

Term 2 Lock Down Daniel Vella 14/05/2019 14/05/2019 

Term 3 Off Site Relocation Site 2 Daniel Vella 21/08/2019 21/08/2019 

Term 4 Lockout Plan Daniel Vella 20/11/2019  

 

First Aid Training 

Staff Member Training Completed 

 

Date Qualified To 

 

John Burdess 2019 29/01/2019 

Robyn Booth 2019 29/01/2019 

Sharna Renfrey 2019 29/01/2019 

Drew Steven 2019 29/01/2019 

Ree Rogan  2019 29/01/2019 

Catherine Olsen 2019 29/01/2019 

Lisa Kebbell 2019 29/01/2019 

Lauren McManus 2019 29/01/2019 

Raelee Wilding 2019 29/01/2019 

Rachael Curtain 2019 29/01/2019 

Kelvin Harris 2019 29/01/2019 

Cara Booth 2019 29/01/2019 
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Linda Jordan 2019 29/01/2019 

Robyn Booth  2019 29/01/2019 

Daniel Vella 2019 29/01/2019 

Nicole Banko 2019 29/01/2019 

Tracy Davey 2019 29/01/2019 

Kate Poole 2019 29/01/2019 

Narelle Woods 2019 29/01/2019 

Ned Wallis 2019 29/01/2019 

April Jackson  2019 29/01/2019 

Jess Kearney 2019 29/01/2019 

Bridie Dix 2019 29/01/2019 

Lee Holden  2019 29/01/2019 

Other Training Record 

Staff Member Training Type Date 

 

   

Students or Staff with Additional Needs 

To ensure adherence to the provisions of the Information Privacy Act 2000 you should not record 

personal details here. 

Add summary of those with additional needs or medical conditions below, without including 

personal details. 

Category Number of Staff 

 

Number of Students 

 

ANAPHYLAXSIS 1 5 

Asthma  4 45 

Epilepsy 0 0 

Wasp allergy  0 1 

Severe behaviour disorder 0 1 



 

49 

 

Risk Assessment 

Identified Hazards Description of Risk 

 

Existing Controls Effectiveness of existing 

controls 

Risk Rating Controls to be implemented Revised Risk Rating 

iPad/laptop use Repetive or sustained application or 

sustained movement transporting 

devices/laptops charging 

devices/laptops 

lighting/ergonomics/noise/plant 

disintegration/manual handling 

Ensure no damaged equipment is used 

Test and tag electrical equipment  

Taking breaks when using devices/laptops 

Be aware of ergonomics with devices and laptops  

Adjust lighting on screen to fit setting 

Tripping hazard- approach place to charge 

Cyber bullying  

 

Acceptable  

Consequence 

Moderate 

Likelihood 

Possible 

Risk Level 

Medium 
 

Test and Tag every year 

Staff reminders 

Budgeting to allow for upgrades/repairs of 

equipment 

Lessons regarding cyber bullying  

 

 

Consequence 

Moderate 

Likelihood 

Possible 

Risk Level 

Medium 
 

Manual handling  Strain and injuries  Using trolleys and/ or assistance when required. 

Carrying smaller loads 

 

Acceptable  

Consequence 

Moderate 

Likelihood 

Possible 

Risk Level 

Medium 
 

Ensure there is enough trolleys 

Reminders and being alert to watch for 

others.  

 

 

Consequence 

Moderate 

Likelihood 

Possible 

Risk Level 

Medium 
 

Sports equipment Strains and injuries  Use equipment as intended 

Being aware of your surrounding  

Maintaining the equipment  

 

Acceptable  

Consequence 

Moderate 

Likelihood 

Possible 

Risk Level 

Medium 
 

Ensure there is adequate funding to maintain 

equipment. 

 

 

Consequence 

Moderate 

Likelihood 

Possible 

Risk Level 

Medium 
 

Using step ladders Strains and injuries Fall  Use only when necessary 

Get assistance from others 

Follow safety procedures  

 

Acceptable  

Consequence 

Moderate 

Likelihood 

Possible 

Risk Level 

Medium 
 

Reminders to staff at the beginning to each 

term.  

Following correct safety procedures with 

ladders. 

 

 

Consequence 

Minor 

Likelihood 

Possible 

Risk Level 

Medium 
 

Hanging student work  injuries or strains from bending and/or 

twisting 

Not standing on furniture. 

Getting assistance when required 

 

Acceptable  

Consequence 

Moderate 

Likelihood 

Possible 

Risk Level 

Medium 
 

Not having string across rooms too high. 

Using a step ladder  

 

 

Consequence 

Minor 

Likelihood 

Possible 

Risk Level 

Medium 
 

Snake bites            severe pain at the location of the 

bite     swelling, redness and bruising at 

the location of the bite, spreading up 

the bitten limb     nausea (feeling sick) 

followed by vomiting            diarrhea          

itchy lumps on the skin (hives or nettle 

rash)     swelling of the lips, tongue and 

Listen to alerts during spring/summer regarding snakes in the 

area. 

Reminding children about the dangers of going into long 

grass at the back of the school.  

Call the snake catcher when a snake is spotted  

Students to have a lesson on Snake Awareness 

 

Acceptable  

Consequence 

Major 

Likelihood 

Possible 

Risk Level 

Block off the back areas of the school. 

Development of the back of the school  

 

 

Consequence 

Moderate 

Likelihood 

Possible 

Risk Level 
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gums     breathing difficulties with 

wheezing, similar to asthma     mental 

confusion, dizziness 

or fainting             irregular heartbeat 

 High 
 

Medium 
 

Building fire Fatality and or permanent disability 

from burns. Serious injury from smoke 

inhalation. Stress or psychological 

requiring extensive clinical support for 

multiple individuals. 

Emergency Evacuation Procedures in Place 

Emergency Response Plan in Place 

Fire Extinguishers Accessible in locations around the school. 

Emergency Lighting 

  

 

Acceptable  

Consequence 

Major 

Likelihood 

Rare 

Risk Level 

Medium 
 

  

Intruder Physical or psychological injury could 

occur to staff, students, visitors or 

contractors if threatened or physically 

assaulted by an intruder. There is a risk 

that property could be damaged. 

Sign In Procedures 

Communication from staff and students about unfamiliar 

people 

Lock Down Procedures 

Emergency Procedures 

 

Needs Improvement  

Consequence 

Major 

Likelihood 

Unlikely 

Risk Level 

Medium 
 

Install appropriate fencing to prevent intruders 

entering the school grounds during school 

hours 

 

 

Consequence 

Major 

Likelihood 

Rare 

Risk Level 

Medium 
 

Bomb/substance threat Physical or psychological injury could 

occur to staff, visitors or contractors. 

Emergency Procedures in Place 

 

Acceptable  

Consequence 

Severe 

Likelihood 

Rare 

Risk Level 

Medium 
 

  

Severe weather event Risk of roof down flooding Risk of injury 

Risk of property damage.  Physical injury 

to staff or students  Stress or 

psychological injury requiring clinical 

support for multiple individuals 

Maintenance Schedule for storm water system including 

maintenance of pumps to shift water through system and to 

and from pumps. 

Multiple soakage pits installed around the school as part of 

the development in 2016-17 

 

Acceptable  

Consequence 

Moderate 

Likelihood 

Rare 

Risk Level 

Low 
 

  

Influenza pandemic Risk of health and possible death (in 

extreme cases) 

School Communication to families 

Specific lessons in hygiene - coughing and sneezing as well as 

washing hands. 

Access to DET information about influenza used to 

communicate to families. 

Staff provided with the opportunity to have the flu injection. 

 

Acceptable  

Consequence 

Major 

Likelihood 

Unlikely 

Risk Level 

Medium 
 

  

Loss of essential services Lack of availability of school resources 

such as computers  Lack of availability 

of fresh drinking water and water for 

flushing toilets 

In relation to water issues related to loss of services. 

situation assessed by emergency management team 

Consultation with Regional Staff 

 

Acceptable  

Consequence 

Minor 

Likelihood 

Unlikely 

Risk Level 
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Low 
 

Bushfire/Grassfire Fatality and or permanent disability 

from burns. Serious injury from smoke 

inhalation. Stress or psychological 

requiring extensive clinical support for 

multiple individuals 

     

Child Abuse Probable causes: Domestic violence; 

Substance abuse; Stress/isolation; 

Mental health problems/intellectual 

disability; Lack of parenting skills  

Probable consequences: Physical and 

psychological trauma/distress/injury; 

Depression/apathy; Inability to 

concentrate; 

Emotional/behavioural/learning 

problems; Eating Disorder 

  

 Recognise indicators of Child Abuse 

 Child Safe Standards 

 PROTECT protocol  

 Student Critical Incident Advisory Line 

 Student Support Services/Student Welfare 

Coordinator 

 

    

Information Security Probable Causes: Hacking; Malware 

virus; Unprotected systems/passwords; 

Accidental   Probable consequences: 

Inconvenience Inability to access/use 

computer system; Loss/corruption of 

files/data; privacy breach 

  

 Privacy (including DET’s Schools’ Privacy Policy) 

 Privacy, Department provided software 

 Privacy (requests for Information about Students) 

 Acceptable use of ICT Resources 

 Staff member manages and reviews school’s 

privacy practices  

 Regular privacy audit to determine what information 

the school collects, how it is used and with whom 

information is shared. 

 Examine data security arrangements 

 BYOD usage and guidelines 

 Password protocols for ICT  

 

    

Medical Emergency Probable causes: 

Accident/misadventure; 

known/unknown illness  Probable 

consequences: Ill health, recuperation; 

hospitalization; impact on continuity of 

education; Psychological distress for 

those witnessing incident 

  

 Staff trained in first aid 

 First Aid Kit 

 Staff observant to signs of illness 

 Medical history – staff/students 

 First Aid and Infection Control Procedure 

 Medication Authority Form and authority to 

administer 

 

    

Mental Stress Probable causes: Exposure to distressing 

event; Anxiety/depression; illness  

Probable consequences: Psychological 

trauma/distress; Attempted suicide; 

Suicidal ideation/self-harm; Interrupted 

learning 

  

 Student Support Services 

 Well-being staff in school 

 Safe Minds 

 Navigator Program  

 Student Engagement and Inclusion Guidance 

 Building Resilience Framework 

 Victorian Anti-bullying and Mental Health Initiative 

 

    

Missing person - school 

or school 

camp/excursion 

Probable causes; Lost or separated 

whilst on camp/excursion; Truancy; 

Unknown - i.e. distress  Probable 

consequences: injury; interrupted 

education; psychological 

trauma/distress 

  

 School records attendance  

 Student engagement policy to promote school 

attendance and address truancy, which is staged 

 Recess and lunchtime supervision.  

    

https://www.education.vic.gov.au/school/principals/spag/governance/Pages/privacy.aspx
https://www.education.vic.gov.au/school/principals/spag/curriculum/Pages/techsupport.aspx
https://www.education.vic.gov.au/school/principals/spag/safety/pages/requestinfo.aspx
https://www.education.vic.gov.au/school/principals/spag/infrastructure/Pages/ictsecurity.aspx
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/firstaidohsms.aspx
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 Behaviour Support Plans to address individual 

truancy.  

 Student Activity Locator to be completed ahead of 

all camps (which includes outlining all students to 

attend camp) 

 List of students to attend camp to be held at school 

site and by Teacher in Charge on camp. 

 School excursion/camp risk assessment 

 

Traumatic 

Death/Injury/Grief 

Probable causes: 

Accident/misadventure; Existing illness; 

Sudden medical emergency  Probable 

Consequences: Distress/anger; 

Disruption to school operations; 

Disruption to school operations; Stress, 

psychological injury, impact on well-

being requiring support 

  

 Student Support Services 

 Well-being staff in school 

 Managing Trauma Guide 

 Incident Support and Operations Centre referrals 

 Employee Assistance Program 

 

    

Violence, Aggression 

and/or harassment 

Probable causes: underlying abuse or 

exposure to family violence; 

developmental factors  Probable 

Consequences: physical or 

psychological harm; Disruption to 

learning/continuity of education 

Site based policies and strategies 

 Lunchtime and recess supervision  

 School based security measures e.g. duress alarm, 

CCTV  

 Behavioral Code of Conduct  

 School social media strategies to address online 

harassment  

 Requirement for multiple staff to be present at 

meetings or incidents involving aggressive parent or 

student 

School pursues specific interventions or referrals as 

required/appropriate: 

 Trespass order 

 Child Protection referral 

 Family violence referral  

Specific supports for students with challenging behaviors and 

interventions: 

 Referral to Student Support Services (SSS)  

 School Wide Positive Behaviour Support strategies 

(Behaviour Support Plans etc.) 

 Restraint and Seclusion procedures 

 Respectful Relationships 

 Health and Human Services Behaviour Support 

Services 

 More advanced supports accessed as appropriate 

e.g. Engagement of a Student Support Services 

visiting professional  

 School welfare officer/coordinator engaged 

Training  

 Diffusion strategies and training for staff  

 Conflict management training  

 Awareness training and resources – Building 

Resilience and Preventing Radicalisation to Violent 

Extremism 

Specific support for teacher/staff in dealing with challenging 

behaviours 

 Employee Assistance Program (EAP) for impacted 

staff 

 Principal Mentor Program 

 Proactive Wellbeing Supervision  

 Principal Health Checks 
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 Early Intervention Principal Support Service 

Refer to additional resources for impacted persons 

 School breakfast club (where available) 

 School wide Positive Behaviour Support 

 Koori inclusive School Wide Positive Behaviour 

Support  
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Core Emergency Response Procedures 

Core Procedures Procedure Instructions 

On-site evacuation/relocation 

procedure 

When it is unsafe for students, staff and visitors to remain inside the school building the Chief 

Warden on-site will take charge and activate the Incident Management Team if necessary. 

 Call 000 for emergency services and seek and follow advice. 

 Evacuate students, staff and visitors to your The back of the oval near the goal posts in 

front of the da Vinci playground 

 Report the emergency and evacuation to Incident Support and Operations Centre (24 hour, 

7 days) on 1800 126 126. 

 Take your emergency kit/first aid kit (including your student and staff attendance lists and a 

copy of this EMP). 

 Once at your primary and/or secondary assembly point/s, check all students, staff and 

visitors are accounted for. 

 Ensure communications with emergency services is maintained.  

 Wait for emergency services to arrive or provide further information. 

 Notify your region and seek advice from your regional Manager, Operations and 

Emergency Management if required. 

 Confirm with emergency service personnel that it is safe to return to normal operations. 

 Maintain a record of actions/decisions undertaken and times.  

 Contact parents as required. 

Actions after on-site evacuation/relocation procedure 

 Ensure any students, staff or visitors with medical or other needs are supported. 

 Advise the Incident Support and Operations Centre and the region (regional Manager, 

Operations and Emergency Management) that the evacuation is over. 

 Determine whether to activate your parent re-unification process. 

 Determine if there is any specific information students, staff and visitors need to know (for 

example, parent reunification process or areas of the facility to avoid). 

 Contact the SSSO Network Coordinator if required.  

 Print and issue pre-prepared parent letters and give these to students to take home. 

 Ensure all staff are made aware of Employee Assistance Program contact details. 

 Seek support from your region/regional Manager, Operations and Emergency Management 

if required. 

 Undertake operational debrief with staff and Incident Management Team to identify any on-

site evacuation and procedural changes that may be required. 

 Complete your Post Emergency Record. 

 

Off-site evacuation procedure If it is unsafe for students, staff and visitors to remain on the school grounds the Chief Warden on-

site will take charge and activate the Incident Management Team if necessary. 

 Call 000 for emergency services and seek and follow advice. 

 Identify which off-site assembly point you will evacuate staff, students and visitors to. 

 Evacuate staff, students and visitors to your Barwon Heads Golf Club or Village Park.  

 Report the emergency and evacuation to Incident Support and Operations Centre (24 hour, 

7 days) on 1800 126 126. 

 Take your emergency kit/first aid kit (including your student and staff attendance lists and a 

copy of this EMP). 

 Once at primary and/or secondary assembly point/s, check all students, staff and visitors 

are accounted for. 

 Ensure communications with emergency services is maintained. 

 Wait for emergency services to arrive or provide further information. 

 Notify your region and seek advice from your regional Manager, Operations and 

Emergency Management if required. 

 Confirm with Emergency Service personnel that it is safe to return to normal operations. 

 Maintain a record of actions/decisions undertaken and times. 

 Contact parents as required. 

Actions after off-site evacuation procedure 

 Ensure any students, staff or visitors with medical or other needs are supported. 
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 Advise the Incident Support and Operations Centre and the region (regional Manager, 

Operations and Emergency Management) that the evacuation is over. 

 Determine whether to activate your parent re-unification process. 

 Determine if there is any specific information students, staff and visitors need to know (for 

example, parent reunification process or areas of the facility to avoid). 

 Direct all Media enquiries to DET Media Unit on 8688 7776. 

 Contact the SSSO Network Coordinator if required.  

 Print and issue pre-prepared parent letters and give these to students to take home. 

 Ensure all staff are made aware of Employee Assistance Program contact details. 

 Seek support from your region/regional Manager, Operations and Emergency Management 

if required.  

 Undertake operational debrief with staff and Incident Management Team to identify any off-

site and procedural changes that may be required. 

 Complete your Post Emergency Record. 

 

Lock-down procedure When an external and immediate danger is identified and it is determined that the students should 

be secured inside the building for their own safety the Chief Warden on-site will take charge and 

activate the Incident Management Team if necessary. 

 Call 000 for emergency services and seek and follow advice. 

 Initiate the lock-down and provide instructions to staff, for example, close internal doors 

and windows, remain in classroom, sit below window level or move into corridors. 

 Check that all external doors (and windows if appropriate) are locked. 

 If available, allocate staff to be posted at locked doors to allow students, staff and visitors 

to enter if locked out. 

 Report the emergency and lock-down to the Incident Support and Operations Centre (24 

hour, 7 days) on 1800 126 126. 

 Divert parents and returning groups from the school if required. 

 Ensure a telephone line is kept free. 

 Keep public address system free. 

 Keep main entrance as the only entry point. It must be constantly monitored and no 

unauthorised people allowed access. 

 If safe to do so, have a staff member wait at the main entry to the school to guide 

emergency services personnel. 

 As appropriate, ascertain that all students, staff and visitors are accounted for. 

 Notify your region and seek advice from your regional Manager, Operations and 

Emergency Management if required. 

 As appropriate, confirm with emergency services personnel that it is safe to return to 

normal operations. 

 Maintain a record of actions/decisions undertaken and times.  

 Contact parents as required. 

Actions after lock-down procedure 

 Ensure any students, staff or visitors with medical or other needs are supported. 

 Advise the Incident Support and Operations Centre and the region (regional Manager, 

Operations and Emergency Management) that the lock-down is over. 

 Determine whether to activate your parent re-unification process. 

 Determine if there is any specific information students, staff and visitors need to know (for 

example, parent reunification process or areas of the facility to avoid). 

 Direct all Media enquiries to DET Media Unit on 8688 7776. 

 Print and issue pre-prepared parent letters and give these to students to take home. 

 Contact the SSSO Network Coordinator if required. 

 Ensure all staff are made aware of Employee Assistance Program contact details. 

 Seek support from your region/regional Manager, Operations and Emergency Management 

if required. 

 Undertake operational debrief with staff and Incident Management Team to identify any 

lock-down and procedural changes that may be required. 

 Complete your Post Emergency Record. 

 



 

56 

 

Lock-out procedure When an internal immediate danger is identified and it is determined that students should be 

excluded from buildings for their safety the Chief Warden on-site will take charge and activate the 

Incident Management Team if necessary. 

 Call 000 for emergency services and seek and follow advice. 

 Announce lock-out with instructions about what is required. Instructions may include 

nominating staff to:  

o Lock doors to prevent entry 

o Check the premises for anyone left inside 

o Obtain Emergency Kit 

 Go to the designated assembly point/s The back of the oval near the goal posts in front 

of the da Vinci playground 

 Check that students, staff and visitors are all accounted for. 

 Report the emergency and lock-out to the Incident Support and Operations Centre (24 

hour, 7 days) on 1800 126 126. 

 Notify your region and seek advice from your regional Manager, Operations and 

Emergency Management if required. 

 Where appropriate, confirm with emergency services personnel that it is safe to return to 

normal operations. 

 Maintain a record of actions/decisions undertaken and times.  

 Contact parents as required. 

Actions after lock-out procedure 

 Ensure any students, staff or visitors with medical or other needs are supported. 

 Advise the Incident Support and Operations Centre and the region (regional Manager, 

Operations and Emergency Management) that the lock-out is over. 

 Determine whether to activate your parent re-unification process. 

 Determine if there is any specific information students, staff and visitors need to know (for 

example, parent reunification process or areas of the facility to avoid). 

 Print and issue pre-prepared parent letters and give these to students to take home. 

 Direct all Media enquiries to DET Media Unit on 8688 7776. 

 Ensure all staff are made aware of Employee Assistance Program contact details. 

 Contact the SSSO Network Coordinator if required. 

 Seek support from your region/regional Manager, Operations and Emergency Management 

as required.  

 Undertake operational debrief with staff and Incident Management Team to identify any 

lock-out and procedural changes that may be required. 

 Complete your Post Emergency Record. 

 

Shelter-in-place procedure When an incident occurs outside the school and emergency services or the Chief Warden 

determines the safest course of action is to keep students and staff inside a designated building in 

the school (as evacuation might reasonably expose people to a greater level of danger until the 

external event is handled), the Chief Warden on-site will take charge and activate the Incident 

Management Team if necessary.  

 Call 000 for emergency services and seek and follow advice. 

 Chief Warden activates the Incident Management Team. 

 Move all students, staff and visitors to the pre-determined shelter-in-place area Gym  

 Take your emergency kit/first aid kit (including your student and staff attendance lists and a 

copy of this EMP). 

 Report the emergency to the Incident Support and Operations Centre (24 hour, 7 days) on 

1800 126 126. 

 Check that all students, staff and visitors are accounted for. 

 Ensure communications with emergency services is maintained. 

 Wait for emergency services to arrive or provide further information. 

 Notify your region and seek advice from your regional Manager, Operations and 

Emergency Management if required. 

 Where appropriate, confirm with emergency service personnel that it is safe to return to 

normal operations. 

 Maintain a record of actions/decisions undertaken and times. 

 Contact parents as required. 

Actions after shelter-in-place procedure 
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 Ensure any students, staff or visitors with medical or other needs are supported. 

 Advise the Incident Support and Operations Centre that shelter-in- place is over. 

 Determine whether to activate your parent re-unification process. 

 Determine if there is any specific information students, staff and visitors need to know (for 

example parent reunification process or areas of the facility to avoid). 

 Direct all Media enquiries to DET Media Unit on 8688 7776. 

 Print and issue pre-prepared parent letters and give these to students to take home. 

 Ensure all staff are made aware of Employee Assistance Program contact details. 

 Contact the SSSO Network Coordinator if required. 

 Seek support from your region/regional Manager, Operations and Emergency Management 

as required. 

 Undertake operational debrief with staff and Incident Management Team to identify any 

shelter-in-place and procedural changes that may be required. 

 Complete your Post Emergency Record. 

 

 

Specific Emergency Response Procedures 

Specific 

Procedures 

Procedure Instructions 

Child Abuse   

In the event of an incident, disclosure, or suspicion of child abuse, the school will: 

 Follow the Four Critical Actions for Schools about Responding to Incidents, Disclosures and Suspicions 

of Child Abuse hyperlinked at 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalA
ctions_ChildAbuse.pdf 

 Report the incident internally to the Incident Support and Operations Centre (ISOC) by calling 1800 126 

126.  If you require additional advice and support with managing the incident, ask to consult with the 

Incident Management and Support Unit (IMSU), available on the same phone number. 

This is an abridged version of schools’ obligations which are outlined in more detail in Identifying and 
Responding to All Forms of Abuse in Victorian Schools hyperlinked at 
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_
SchoolsGuide.pdf 
For suspected student sexual offending, the school will: 

 Follow the Four Critical Actions for Schools on Responding to Student Sexual Offending hyperlinked at 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalA
ctions_SSO.pdf. 

 Report the incident internally to ISOC by calling 1800 126 126.  If you require additional advice and 

support with managing the incident, ask to consult with the IMSU, available on the same phone number. 

The Four Critical Actions is a summary of schools’ obligations which are outlined in greater detail in 
Identifying and Responding to Student Sexual Offending hyperlinked at 
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_Policy.pdf 
In the event of an incident, disclosure, or suspicion of child abuse, the school will: 

 Follow the Four Critical Actions for Schools about Responding to Incidents, Disclosures and Suspicions 

of Child Abuse hyperlinked at 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalA
ctions_ChildAbuse.pdf 

 Report the incident internally to the Incident Support and Operations Centre (ISOC) by calling 1800 126 

126.  If you require additional advice and support with managing the incident, ask to consult with the 

Incident Management and Support Unit (IMSU), available on the same phone number. 

This is an abridged version of schools’ obligations which are outlined in more detail in Identifying and 
Responding to All Forms of Abuse in Victorian Schools hyperlinked at 
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_
SchoolsGuide.pdf 
For suspected student sexual offending, the school will: 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_SSO.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_SSO.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_Policy.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf
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 Follow the Four Critical Actions for Schools on Responding to Student Sexual Offending hyperlinked at 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalA
ctions_SSO.pdf. 

 Report the incident internally to ISOC by calling 1800 126 126.  If you require additional advice and 

support with managing the incident, ask to consult with the IMSU, available on the same phone number. 

The Four Critical Actions is a summary of schools’ obligations which are outlined in greater detail in 
Identifying and Responding to Student Sexual Offending hyperlinked at 
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_Policy.pdf 

In the event of an incident, disclosure, or suspicion of child abuse, the school will: 

 Follow the Four Critical Actions for Schools about Responding to Incidents, Disclosures and Suspicions 

of Child Abuse hyperlinked at 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalA
ctions_ChildAbuse.pdf 

 Report the incident internally to the Incident Support and Operations Centre (ISOC) by calling 1800 126 

126.  If you require additional advice and support with managing the incident, ask to consult with the 

Incident Management and Support Unit (IMSU), available on the same phone number. 

This is an abridged version of schools’ obligations which are outlined in more detail in Identifying and 
Responding to All Forms of Abuse in Victorian Schools hyperlinked at 
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_
SchoolsGuide.pdf 
For suspected student sexual offending, the school will: 

 Follow the Four Critical Actions for Schools on Responding to Student Sexual Offending hyperlinked at 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalA
ctions_SSO.pdf. 

 Report the incident internally to ISOC by calling 1800 126 126.  If you require additional advice and 

support with managing the incident, ask to consult with the IMSU, available on the same phone number. 

The Four Critical Actions is a summary of schools’ obligations which are outlined in greater detail in 
Identifying and Responding to Student Sexual Offending hyperlinked at 
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_Policy.pdf 
 

Information 

Security 

  

 Contact your IT specialist technician for advice and support 
 If you require support from IMTD contact the Service Desk through one of the following 

mechanisms:  
o Phone 1800 641 943 

o Email servicedesk@edumail.vic.gov.au 

o Submit an IT Service Request through the Service Gateway 

 If the incident involves sensitive and/or personal information that may identify an individual 
without their consent 

 Phone the privacy help desk on 8688 7967 

 Email privacy@edumail.vic.gov.au 

 Consider notifying the Media Unit on 8688 7776 

 If the information security breach is considered malicious contact local police 

 Offer impacted staff option to access EAP (as applicable) 
 Offer Student Support Services support to impacted students (as applicable) 

 

Medical 

Emergency 

If a medical emergency occurs on a school site or on a camp/excursion 

 Call’ 000’ if immediate/life threatening 

 Administer first aid  
 Contact parent/guardian of affected student  
 Contact Incident Support and Operations Centre (ISOC) on 1800 126 126 

 Record evidence (if applicable) 
 Keep other students away from the emergency/incident 
 Provide support for students who may have witnessed early stage of emergency 

  

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_SSO.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_SSO.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_Policy.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_Policy.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_SSO.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_SSO.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_Policy.pdf
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As appropriate insert any additional mitigation steps relevant to your facility that you have 
identified in your risk assessment. 

 

Mental Stress   

 If there is immediate and/or life threatening concern for an individual’s health or wellbeing 
contact ‘000’  

 Administer first aid (if appropriate) – keep physically and emotionally safe 

 Report the incident to the Incident Support and Operations Centre on 1800 126 126  
 Consider whether the following supports are appropriate:  

o School’s student wellbeing officers  
o Student Support Services  
o Doctors in Secondary Schools  
o Kids Helpline - 1800 55 1800 

o Headspace in schools 0458 559 736 

o Lifeline - 13 11 14 

o Referral to the Navigator program for wrap around support for disengaged learners  
o Suicide prevention resources from Beyond Blue and/or Headspace 

o CAT Team – acute mental health triage 

 Insert any additional steps, including mitigation steps that you have identified in your risk 
assessment 

 

Missing 

person - 

school or 

school 

camp/excursio

n 

If student/child is missing and/or cannot be accounted for: 

 Search the immediate area 

 Contact the parent/carer  
 Contact ‘000’ for police to report child missing  

o Provide a description, time last seen and location 

 Report the incident to the Incident Support and Operations Centre on 1800 126 126 

As appropriate insert any additional mitigation steps relevant to your facility that you have 
identified in your risk assessment. 

 

Traumatic 

Death/Injury/G

rief 

If death or injury occurs on a school site (that impacts or risks impacting the health, safety and 
wellbeing of students or staff):  

 Contact ‘000’ for police/ambulance attendance 

 Contact the Incident Support and Operations Centre (ISOC) on 1800 126 126 

 Seek Student Support Services support  
 Refer to the ‘Managing Trauma’ guide to support, plan for, and lead an effective recovery 

including: 
 Develop a Communications Plan – check what information can be released:  

o Notification (as appropriate) to school community – letter, newsletters, emails, 
phone calls, text messages or SMS alert 

o Limit exposure to ongoing trauma, distressing sights, sounds and smells 

o Continue to identify those most at risk and triage for support 
o Consider tribute, memorial, ritual 

 Monitor the wellbeing of staff 
 Actively implement self-care strategies 

 If the incident occurs on school premises/camp/excursion  

o Preserve the evidence 

o Contact Region – i.e. Senior Education Improvement Leader, regional Manager, 
Operations and Emergency Management 

o Contact Legal Division on 9637 3146 

o Consider a Worksafe Notification 13 23 60 

o Contact Communications Division/Media Unit on 8688 7776 

 Insert any additional steps, including mitigation steps that you have identified in your risk 
assessment 
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Violence, 

Aggression 

and/or 

harassment 

Violence, aggression, harassment, on school site: 
  Intervene only if safe to do so 

 Contact ‘000’ if immediate/life threatening and require police/ambulance attendance 

 Initiate action to confine or isolate the aggressor 
 Determine whether evacuation, lock-down or Shelter in Place is required.  
 Administer first aid if required and safe to do so 

 Contact parent/guardian of student(s) impacted 

 Report the incident to the Incident Support and Operations Centre (ISOC) on 1800 126 
126 

 Seek Student Support Services or School Wellbeing Officer support to develop a 
behaviour management plan  

 Record evidence (if applicable) 
 If multiple students involved and/or witness incident, isolate to preserve the integrity of the 

evidence until interviews etc. can take place 

 If staff are directly impacted: 
 Consider lodging an eduSafe report  
 Consider whether a report to WorkSafe is required 

 Contact Employee Assistance Program for support 
 Consider liaison with the Principal Early Intervention Program 

 If there is an allegation of reportable conduct: 
 Notify the Employee Conduct Branch on 9637 2595 or 

employee.conduct@edumail.vic.gov.au and follow their advice 

Insert any additional steps, including mitigation steps that you have identified in your risk 
assessment 

 

iPad/laptop 

use 

 

Manual 

handling  

 

Sports 

equipment 

 

Using step 

ladders 

 

Hanging 

student work  

 

Snake bites  

Building fire   

 Call 000 for emergency services and seek and follow advice. 

 Activate the fire alarm. 

 If appropriate, follow the procedure for on-site evacuation. 

 Report the emergency immediately to the Chief Warden who will convene your IMT if necessary. 

 Extinguish the fire (only if safe to do so). 

 Evacuate to the insert the location of your assembly point/s, closing all doors and windows. 

 Check that all areas have been cleared and notify the Chief Warden. 

 Check that all students, staff, visitors and contractors are accounted for. 

 Report emergency to the Security Services Unit on 1800 126 126. 

 Notify your region and seek advice from your regional Manager, Operations and Emergency 

Management if required. 

 Contact parents as required. 

 Direct all Media enquiries to DET Media Unit on 8688 7776  

8688 7776 

8688 7776 

. 
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 As appropriate insert any additional mitigation steps relevant to your facility that you have 

identified in your risk assessment 

 

Intruder   

 Call 000 for emergency services and seek and follow advice. 

 Report the emergency immediately to the Chief Warden. 

 Do not do or say anything to the person to encourage irrational behaviour. 

 Initiate action to restrict entry to the building if possible and confine or isolate the threat from building 

occupants. 

 Determine whether evacuation, lock-down or shelter-in-place is required. Do this in consultation with 

the Police where possible. 

 Evacuation only should be considered if safe to do so. 

 Report emergency to the Security Services Unit on 1800 126 126. 

 Notify your region and seek advice from your regional Manager, Operations and Emergency 

Management if required. 

 Contact parents as required. 

 Direct all Media enquiries to DET Media Unit on 8688 7776 

 As appropriate insert any additional mitigation steps relevant to your facility that you have 

identified in your risk assessment 

 

Bomb/substan

ce threat 

If a suspicious object is found (or the threat identifies the location of a bomb) 

Immediate response 

 Immediately clear and cordon off the area in the vicinity of the object. 

 Call 000 for police and seek and follow advice.  

 Report the threat to the Chief Warden/principal who will coordinate the emergency response until police 

arrive.  

 Report the emergency to the Security Services Unit on 9603 7999. 

 Do not approach, touch, tilt or tamper with the object.  

 As appropriate insert any additional mitigation steps relevant to your facility that you have 

identified in your risk assessment. 

Evacuation 

 Evacuate the school and:  

o Ensure students and staff are not directed past the object 

o Alert any other services co-located at the school site 

o Check that all students, staff and visitors are accounted for 

o Restrict all access to the site and ensure there are no barriers inhibiting access by police 

o As appropriate insert any additional mitigation steps relevant to your facility that you 

have identified in your risk assessment. 

Communication 

 Provide police with details of the situation, including actions you have taken and intend to take. Follow 

any advice provided by police.  

 Contact parents when evacuation is complete and it is safe to do so.  

 Notify your regional emergency management contact and seek advice if necessary.  

 Direct all Media enquiries to DET Media Unit on 9637 2871. 

 Await "all clear" advice from police before returning to school buildings to resume normal school activities.  

 As appropriate insert any additional mitigation steps relevant to your facility that you have 

identified in your risk assessment. 

If a bomb/substance threat is received by telephone 

 DO NOT HANG UP 

 Keep the person talking for as long as possible and obtain as much information as possible.  

 Without alerting the caller, signal a co-worker to:  

o call 000 for police on a separate phone 

o notify the Chief Warden/principal 

o Report emergency to the Security Services Unit on 9589 6266. 

 Fill out the Bomb Threat Checklist and record the following details while you are on the phone to the 

caller (The Bomb Threat Checklist is provided in the "Related forms" section of your on-line EMP. The 

checklist should be located with staff who normally answer in-coming phone calls):  

o gender of caller 
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o age of caller 

o accents and speech impediments 

o background noises 

o key phrases used  

o Whether the threat is automated/taped/recorded. 

Ask the caller:  

 Where exactly is the bomb/substance located?  

 What time will the bomb explode/the substance be released?  

 What will make the bomb explode/how will the substance be released?  

 What does the bomb look like?  

 What kind of device/substance is it?  

 Who put the bomb/substance there? Why was it put there?  

 What kind of substance is it (gas, powder, liquid)? How much is there?  

 Where are you? Where do you live?  

 What is your name? What are your contact details?  

 Once the call is finished:  

 DO NOT HANG UP - it may be possible for police to trace the call if the telephone line is kept open, 

regardless of whether the caller hangs up. 

 Immediately:  

o inform the Chief Warden/principal if this has not yet been done  

o call 000 to report threat to police if this has not yet been done - use a different telephone line or 

mobile phone  

o Clear and cordon off the area if the caller identified the location of the object. Do not approach, 

touch, tilt or tamper with the object. 

 implement evacuation and communication procedures as indicated in section "If a suspicious object is 

found" above  

 report the emergency to the Security Services Unit on 9589 6266 

 Ensure all of the caller information has been written down and provided to police on arrival. 

 As appropriate insert any additional mitigation steps relevant to your facility that you have 

identified in your risk assessment. 

If a bomb/substance threat is received by letter 

 Place the letter in a clear bag or sleeve and store in a secure place 

 Avoid any further handling of the letter or envelope 

 Call 000 for police and seek and follow advice 

 Notify the Chief Warden/principal 

 If the letter identifies the location of a device, immediately clear and cordon off the nominated area. Do 

not approach, touch, tilt or tamper with the object. 

 Implement evacuation and communication procedures as indicated in section "If a suspicious object is 

found" above. 

 Report emergency to the Security Services Unit on 9589 6266. 

 As appropriate insert any additional mitigation steps relevant to your facility that you have 

identified in your risk assessment. 

If a bomb/substance threat is received electronically e.g. by email 

 DO NOT DELETE THE MESSAGE 

 Call 000 for police and seek and follow advice 

 Notify the Chief Warden/principal 

 If the email identifies the location of a device, immediately clear and cordon off the area. Do not 

approach, touch, tilt or tamper with the object. 

 Implement evacuation and communication procedures as indicated in section "If a suspicious object is 

found" above. 

 Report emergency to the Security Services Unit on 9589 6266. 

 As appropriate insert any additional mitigation steps relevant to your facility that you have 

identified in your risk assessment. 

If you are at the site of an explosion 

o Direct staff to shelter students under sturdy tables or desks if objects are falling around you. 

o Implement evacuation and communication procedures as indicated in section "If a suspicious 

object is found" above. Do not retrieve personal belongings or make phone calls when 

evacuating. 

o Help others to leave the area. Use stairs instead of elevators. 

o Be aware of weakened floors and stairways and watch for falling debris. 
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o Once out of the affected building:  

 Move students away from windows and glass doors or other potentially hazardous 

areas 

 Use caution to avoid debris that could be hot or sharp 

 Call 000 for emergency services and seek and follow advice 

 Report the emergency to the Security Services Unit on 9589 6266 

 Be aware of any potential secondary explosions 

 Limit use of phones as communications systems may become congested. 

o As appropriate insert any additional mitigation steps relevant to your facility that you 

have identified in your risk assessment. 

 

Severe 

weather event 

  

 Call 000 if emergency services are needed and seek and follow advice. 

 Before the storm, store or secure loose items external to the building, such as outdoor furniture and 

rubbish bins. 

 Secure windows (close curtains and blinds) and external doors. If necessary, tape windows and glass 

entrances. Utilise boards and sandbags if required. 

 During a severe storm:  

o Remain in the building and keep away from windows. 

o Restrict the use of telephone landlines to emergency calls only, particularly during a 

thunderstorm. 

 Report any matter concerning the safety and wellbeing of students, staff and visitors to the Chief Warden. 

 Disconnect electrical equipment - cover and/or move this equipment away from windows. 

 Report emergency to the Security Services Unit on 1800 126 126. 

 Notify your region and seek advice from your regional Manager, Operations and Emergency 

Management if required. 

 Listen to local radio or TV on battery-powered sets for weather warnings and advice. 

 As appropriate insert any additional mitigation steps relevant to your facility that you have 

identified in your risk assessment 

 

Influenza 

pandemic 

Appendix B of the DET Pandemic Influenza Incident Response Plan provides details of the key actions 

For schools to implement at each of the preparedness and response stages of a pandemic influenza event. 

 

Loss of 

essential 

services 

When there is a loss of essential services (power, water, communications): 

 Determine which services are affected and the extent of the impact.   

 Respond to any immediate threat to student and staff safety and isolate/secure buildings/areas if 

necessary. 

 Call 000 if emergency services are required to respond e.g. power lines down in front of school. 

 Contact the relevant provider/s to report outage and ascertain when restoration will occur. 

 Consider consequential impacts, e.g. power outage will impact on phone lines and IT systems. 

 Contact your Senior Education Improvement Leader or regional Manager, Operations and 

Emergency Management for advice and support if necessary. 

 Report the loss of essential services to the Security Services Unit on 1800 126 126. 

 Contact parents as required. 

 Refer to the school’s Business Continuity Management Plan if the essential services are likely extend 

beyond 24 hours. 

 Insert any additional steps, including mitigation steps that you have identified in your risk assessment 

  

 

Bushfire/Gras

sfire 

  

o Call 000 for emergency services and seek and follow advice. 

o Report the emergency immediately to the Chief Warden who will convene the IMT if necessary. 

o Determine appropriate response strategy (evacuate or shelter-in-place) in consultation with 

emergency services, if possible. 

o If evacuation is required and time permits before you leave:  

 make sure you close all doors and windows 

https://edugate.eduweb.vic.gov.au/edrms/collaboration/EM/EM%20Policy%20Tools%20and%20Resources/Pandemic%20Influenza%20Stages%20and%20Key%20Actions%20for%20Schools.docx
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 Turn off power and gas. 

o Check that all students, staff, visitors and contractors are accounted for. 

o Report the emergency to Security Services Unit on 1800 126 126. 

o Listen to TV or local radio on battery-powered sets for bushfire/weather warnings and advice. 

o Ensure staff and students do not hinder emergency services or put themselves at risk by going 

near damaged buildings or trees. 

o Notify your region and seek advice from your regional Manager, Operations and Emergency 

Management if required. 

o Direct all Media enquiries to DET Media Unit on 8688 7776. 

o Contact parents as required. 

o As appropriate insert any additional mitigation steps relevant to your facility that you 

have identified in your risk assessment 

  

 

Emergency Contacts 
During emergency, refer any of the emergency contacts 
SCHOOL CONTACTS 

DET CONTACTS 

Key Roles Name 

 

Phone 

 

Phone (After 

Hours) 

Mobile 

Principal Daniel Vella 52542324 N/A 0407783100 

Assistant Principal/s Robyn Booth 52542324 N/A 0439424041 

Business Manager Tracy Davey 52542324 N/A 0427 687 262 

Year Level Coordinators- 

Prep 

Jess Kearney 52542324 N/A 0413713088 

Year Level Coordinator- 

One/two 

Aimee Blake 52542324 N/A 0407 356 487 

Year Level Coordinators- 

Year 3/4 

Kate McIntyre 52542324 N/A 0429108177 

Year Level Coordinators- 

year 5/6 

Linda Jordan 52542324 N/A 0414859440 

First Aid Officer Staff on duty 52542324 N/A N/A 

OH&S Representative Catherine Olsen 52542324 N/A 0409862137 

School Council President Stephen Gill 0434530103 N/A 0434530103 

Roles Name 

 

Phone 

 

Mobile 

Regional Director Wendy Timms 8397 0301  

Regional Office (swvr@edumail.vic.gov.au) General enquiries, 1300 333 232,  

Manager, Operations & Emergency 

Management 

Andrea Cox (03) 4334 0509 0407 861 841 
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LOCAL / OTHER ORGANIZATIONS 

 

School Bus Emergency Contacts 

 

 

 

Incident Management Team 

IMT Structure 

Emergency Management Support Officer Peter Woodman 03 5215 5220 0436 678 268 

Incident Support and Operations Centre 

(ISOC) 

 1800 126 126  

Programmed Maintenance Services  1300 133 468  

OHS Advisory Service  1300 074 715  

Employee Assistance Program  1300 361 008  

Media Unit (on call 24/7)  (03) 8688 7776  

SEIL Alan Davis N/A 0411126249 

SSSO Team Leader Gary Banks 0409 194 893 N/A 

Name 

 

Phone 

 

Police Station 52 562 698 

Hospital/s 4215 0000 (Geelong Hospital) 

Gas 52 262 411 

Electricity 132 334 

Water Corporation 52 269 109 

Facility Plumber 0417058075 

Facility Electrician 0429828940 

Bus Routes Areas Services 

 

Schools serviced or bus 

coordinating school 

 

Contact Details 
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Roles Primary Contact Secondary Contact 

 

Chief Warden/Education 

Commander 

 

Name: 

Daniel Vella 

Phone/Mobile: 

0407783100 
 

 

Name: 

Robyn Booth 

Phone/Mobile: 

0439424041 
 

Planning Officer  

Name: 

Daniel Vella 

Phone/Mobile: 

0407783100 
 

 

Name: 

Robyn Booth 

Phone/Mobile: 

0439424041 
 

Operations Officer (Area Warden)  

Name: 

Robyn Booth  

Phone/Mobile: 

0439424041 
 

 

Name: 

Daniel Vella 

Phone/Mobile: 

0407783100 
 

Communications Officer  

Name: 

Daniel Vella 

Phone/Mobile: 

0407783100 
 

 

Name: 

Robyn Booth 

Phone/Mobile: 

0439424041 
 

Logistics Officer (Warden)  

Name: 

Tracy Davey 

Phone/Mobile: 

0427687262 
 

 

Name: 

Alison Levvey 

Phone/Mobile: 

0423767723 
 

First Aid Officer  

Name: 

Tracy Davey 

Phone/Mobile: 

0427 687 262 
 

 

Name: 

Lyn Cowlishaw 
 

 

 

Incident Management Team Roles & 
Responsibilities 
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Core Procedures Procedure Instructions 

Chief Warden/Education 

Commander 

Pre-Emergency 

 Maintain current contact details of IMT members. 

 Conduct regular exercises/drills. 

 Ensure students/staff with special needs list and staff trained in first aid list are up to date. 

 Ensure our emergency response procedures are kept up-to-date. 

 Ensure staff on the IMT are aware of their responsibilities. 

During Emergency 

 Attend the emergency control point. 

 Ascertain the nature and scope of the emergency. 

 Ensure that the emergency services have been notified. 

 Ensure the appropriate response has been actioned. 

 Convene our IMT as required. 

 Initiate evacuation of affected areas/lock-down/lock-out/shelter-in-place as required. 

 Brief the incoming emergency services and respond to their requests. 

 Report the emergency to the Security Services Unit on 9589 6266. 

Post- Emergency 

 When the incident is rendered safe or the emergency services returns control, notify the 

IMT members to have staff and students return to normal operations. 

 Organise debrief with the IMT and, where appropriate, with any attending emergency 

Service. 

 Compile a report for the IMT and region and notify Security Services Unit (24 hour, 7 

days) and the region. 

 

Planning Officer Pre-Emergency 

 Assist the Chief Warden. 

 Identify resources required. 

 Participate in emergency exercises/drills. 

During Emergency 

 Attend the emergency control point. 

 Ascertain the nature and scope of the emergency. 

 Report any changes in the situation to the Chief Warden. 

 Act as directed by the Chief Warden. 

 Plan for contingencies. 

Post- Emergency 

 Collect and evaluate information relating to the emergency. 

 Identify recovery needs and develop a recovery plan (if required). 

 

Operations Officer (Area 

Warden) 

Pre-Emergency 

 Regularly check and report on deficiencies of emergency equipment and kits. 

 Coordinate Safety practices (e.g. clear egress paths, access to first attack equipment e.g. 

fire extinguishers and disposal of rubbish) by wardens throughout their areas. 

 Participate in emergency exercises/drills. 

During Emergency  

On hearing alarm or becoming aware of an emergency, the Operations Warden will: 

 Attend the emergency control point. 

 Communicate with the Chief Warden by whatever means available and act on 

instructions. 

 Implement the emergency response procedure relevant to the floor or area and ensure 

that the Chief Warden is notified. 

 Direct logistics officer (wardens) to check the floor or area for any abnormal situation. 

 Commence evacuation if the circumstances on their floor or area warrant this. 

 Control the movement of people. 

 Co-opt persons as required to assist a logistics officer (wardens) during an emergency. 

 Ensure that any implications for regular bus/student transport arrangements for the school 

or clients schools are addressed. 
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 Confirm that the logistics officer’s (warden) activities have been completed and report this 

to the Chief Warden or a senior officer of the attending emergency services if the Chief 

Warden is not contactable.  

Post Emergency 

 Compile a report indicating actions taken during the emergency and in preparation for a 

full debriefing  

 

Communications Officer Pre-Emergency 

 Assist the Chief Warden. 

 Attend training in the use of the school’s communication system. 

 Maintain records and logbooks and make them available for emergency response. 

 Ensure emergency and parent contact details are up-to-date. 

 Participate in emergency exercises/drills. 

During Emergency 

 Attend the emergency control point.  

 Ascertain the nature and location of the emergency. Maintain up to date information. 

 Confirm that emergency services have been notified. 

 Notify appropriate IMT members. 

 At the direction of the Chief Warden provide instruction and information to staff, students 

and parents as required. 

 Keep a log of events that occurred during the emergency. 

 Act as directed by the Chief Warden. 

Post- Emergency 

 Collate logs of events completed by all IMT members during the emergency in 

preparation for a full debriefing and ensure they are secured for future reference. 

 Contact parents as required. 

 

Logistics Officer (Warden) Pre-Emergency 

 Ensure staff and students are aware of the emergency response procedures.  

 Carry out safety practices (e.g. clear egress paths, access to first attack equipment e.g. 

fire extinguishers and disposal of rubbish). 

 Participate in emergency exercises/drills. 

During Emergency 

Persons selected to perform as Logistics Warden will carry out activities as set out in the 

emergency response procedures and as directed by the Operations Warden (Area Warden).  

Activities may include the following: 

 Attend the emergency control point. 

 Operate the communication system in place. 

 Check that any fire doors and smoke doors are properly closed 

.  

 Close or open other doors in accordance with the emergency response procedures. 

 Search the floor or area to ensure all people have evacuated. This function is of greater 

importance than a later physical count of those evacuated. 

 Ensure orderly flow of people into protected area. 

 Assist occupants with disabilities. 

 Act as lead of groups moving to nominated assembly areas. 

 Report status of required activities to the operations officer (area warden) on their 

completion.  

 Act as directed by the Chief Warden. 

Post- Emergency  

 Compile report of the actions taken during the emergency for debrief. 

 

First Aid Officer  

Communication Tree 
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Communication Tree 

 

BUSINESS CONTINUITY 

Business continuity planning is intended to minimise any safety, financial, educational, operational, and 
reputational and/or other damaging consequences of a disruptive event. 
 

 An inability to access your school site 

 A loss of IT / telephone / data / power 

 A loss of shortage of staff or skills 

 

1. Arrangements to manage inability to access your school site 

You may like to consider mutual support agreements with other schools/other local premises, virtual learning, 
scheduling offsite excursions 

 

Details of arrangements 

We would initially attempt to use spaces within the school where 

possible, including the gymnasium, library or open space in the new 

building. We could possibly access some other spaces that are 
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available in the community as well. e.g. - Sporting clubs, Community 

Hall, Football Club, Bop Bop Karrong Kindergarten or another school - 

possibly Ocean Grove.  There may be a need to close the school for 

the short term. This will be communicated via the schools 

communication channels. 

 

Name Contact Details 

 

Support Role 

 

   

2. Arrangements to manage a loss of technology / telephony / 
data / power 

You may like to consider backing up school data, use of paper based systems, flexible lesson plans, generators, 
emergency lighting 

Details of arrangements 

Phone - Contact provider to divert phone lines to Principal's mobile 

phone Power - Contact provider to assess situation and seek advice, 

report to emergency management - use emergency lighting if required. 

Lighting in general would not be an issue short term due to the school 

deign. Data - Report to DET Technician and seek support/Advice There 

may be a need to revert to paper roles and classwork that revolves 

around tasks that don't involve technology 

 

Name Contact Details 

 

Support Role 

 

AS Muir Plumbing 0417058075 School Plumber 

Peter Williams 0404602260 ICT Technician 

Optus 1300659746 Telecommunications provider 

JDM electrics 0429828940 School based electrician 

3. Arrangements to manage a loss or shortage of staff or skills 

You may like to consider temporary staff arrangements, multi-skilling/cross training, alternate operational 
arrangements, suspending non critical activities and/or mutual support with other school(s) 

Details of arrangements 
Access staff from CRTs short term Retraining staff  restructuring roles 

and responsibilities 

Name Contact Details 

 

Support Role 

 

Staffing Organisation 

Solutions 

0418509809 CEO Staffing Organisation Solutions 
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BUSINESS CONTINUITY CHECKLIST 

Action Actioned? 

 

Activate the school’s Incident Management Team  

Evaluate the impact of the incident for: 

 School activities 

 Impact over time 

 Manageability 

 Staffing levels 

 Resources for recovery 

 

 

Identify actions to mitigate impact, including: 

 Suspension of non-critical activities 

 Mutual support arranged with other schools 

 Distance/virtual learning Use of different areas within site 

 Off-site activities 

 Back–up of key school data 

 Using paper based systems 

 Flexible lesson plans 

 Using generators, portable lighting 

 

 

Produce an Action Plan for maintaining critical activities that includes: 

 Priorities 

 Communications 

 Resource deployment 

 Allocation of specific roles 

 Monitoring 

 Reporting 

 Stakeholder engagement 

 

 

Establish a register to log all decisions and actions  

Establish a register to log all financial expenditure incurred  

Secure resources for continuity/recovery including: 

 Staffing 

 Premises 

 IT and equipment 

 Welfare 

 

 

Deliver appropriate communications including to: 

 Staff 

 Parents/Carers 

 School Council 

 School bus contractor/bus coordinating school (as 

appropriate) 

 Outside School Hours Care provider 

 Other users of site  

 Region  

 Suppliers 

 Local Shire/Municipality (as appropriate) 
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Area Map 

Area Map 
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Evacuation Map 

Building Name Evacuation Procedures 
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76 

 

 

FIRST AID POLICY 
PURPOSE: 

To ensure the school community understands our school’s approach to first aid for students. 

SCOPE: 

First aid for anaphylaxis and asthma is provided for in our schools:  

 Anaphylaxis Policy 

 Asthma Policy 

POLICY 

From time to time Barwon Heads Primary School staff will need to administer first aid to students at school or 

at school activities. Parents/carers should be aware that the goal of first aid is not to diagnose or treat a 

medical condition. 

STAFFING  

The principal will ensure that Barwon Heads Primary School has sufficient staff with the appropriate levels of 

first aid training to meet the first aid needs of the school community. All Barwon Heads Primary School staff 

are trained first aid officers.  

 

Every staff member is required to complete their First Aid training and refresh their training once every three 

years.   

Date trained: 29/01/2019 

FIRST AID KITS 

Barwon Heads Primary School will maintain: 

 A major first aid room, referred to as the sick bay, located opposite the general office in the 

administration building.  

 Barwon Heads Primary School have 11 portable first aid kits which are used for excursions and 

camps. 

 The portable first aid Kit/s are stored, in a cupboard in the administration office, these are signed for 

by event staff when they are required. 

 Office staff will be responsible for maintaining all first aid kits. 

CARE FOR ILL STUDENTS 

Students who are unwell should not attend school. If a student becomes unwell during the school day they 

may be directed to the sick bay and monitored by staff. Depending on the nature of their symptoms, staff 

may contact parents/carers or an emergency contact person to ask them to collect the student.  

FIRST AID MANAGEMENT 

If there is a situation or incident which occurs at school or a school activity which requires first aid to be 

administered to a student: 

 Staff who have been trained in first aid will administer first aid in accordance with their training. In an 

emergency situation, other staff may assist in the administration of first aid within their level of 

competence. 

 In a medical emergency, staff may take emergency action and do not need to obtain parent/carer 

consent to do so. Staff may contact Triple Zero “000” for emergency medical services at any time. 

 Staff may also contact NURSE-ON-CALL (on 1300 60 60 24) in an emergency. NURSE-ON-CALL provides 

immediate, expert health advice from a registered nurse and is available 24 hours a day, 7 days a 

week. 

 If first aid is administered for a minor injury or condition, Barwon Heads Primary School will notify 

parents/carers by Sick Bay Chronicle Entry via Compass that is sent as an email notification. 

 If first aid is administered for a serious injury or condition, or in an emergency situation, school staff will 

attempt to contact parents/carers or emergency contacts as soon as reasonably practical.  

 If staff providing first aid determine that an emergency response is not required but that medical 

advice is needed, school staff will ask parents/carers, or an emergency contact person, to collect the 

student and recommend that advice is sought from a medical practitioner. 

 Whenever first aid treatment has been administered to a student Barwon Heads Primary School  will: 

o record the incident on Compass School Manager  
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o If first aid was administered in a medical emergency, Barwon Heads Primary School will report 

the incident to the Department’s Security Services Unit on 03 9859 6266. 

o In the event of the injury requiring medical treatment this will be recorded on CASES21 and a 

report placed in the students file.  

In accordance with guidance from the Department of Education and Training, analgesics, including 

paracetamol and aspirin, will not be stored at school or provided as a standard first aid treatments. 

 This is because they can mask signs of serious illness or injury. 

FURTHER INFORMATION AND RESOURCES 

 Health Care Needs Policy 

 Administration of Medication 

 Anaphylaxis Policy 

 Asthma Policy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Health Care Needs 
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PURPOSE 

To ensure that Barwon Heads Primary School provides appropriate support to students with health care 

needs.   

OBJECTIVE 

To explain to Barwon Heads Primary School parents, carers, staff and students the processes and 

procedures in place to support students with health care needs at school.  

SCOPE 

This policy applies to: 

 all staff, including casual relief staff and volunteers 

 All students who have been diagnosed with a health care need that may require support, 

monitoring or medication at school.   

POLICY 

This policy should be read with Barwon Heads Primary School First Aid, Administration of Medication, 

Anaphylaxis and Asthma policies.  

Student health support planning 
In order to provide appropriate support to students at Barwon Heads Primary School who may need 

medical care or assistance, a Student Health Support Plan will be prepared by Principal, Assistant Principal 

and Welfare officer, in consultation with the student, their parents, carers and treating medical practitioners.  

Student Health Support plans help our school to assist students with: 

 Routine health care support needs, such as supervision or provision of medication 

 Personal care support needs, such as assistance with personal hygiene, continence 

care, eating and drinking, transfers and positioning, and use of health-related 

equipment 

 Emergency care needs, such as predictable emergency first aid associated with 

asthma, seizure or diabetes management. 

Note: Template health planning forms are available here: 

http://www.education.vic.gov.au/school/principals/spag/health/Pages/supportplanning.aspx] 

Students with complex medical care needs, for example, tracheostomy care, seizure management or tube 

feeding, must have a Student Health Support Plan which provides for appropriate staff to undertake 

specific training to meet the student’s particular needs.  

At enrolment or when a health care need is identified, parents/carers should provide accurate information 

about the student’s condition or health care needs, ideally documented by the student’s treating 

medical/health care practitioner on a Medical Advice Form (or relevant equivalent) Note: Template health 

planning forms are available here: 

http://www.education.vic.gov.au/school/principals/spag/health/Pages/supportplanning.aspx] 

Barwon Heads Primary School may invite parents and carers to attend a Student Support Group meeting to 

discuss the contents of a student’s Health Support Plan and assistance that the student may need at school 

or during school activities.  

Where necessary, Barwon Heads Primary School may also request consent from parents and carers to 

consult with a student’s medical practitioners, to assist in preparing the plan and ensure that appropriate 

school staff understand the student’s needs.  

Student Health Support Plans will be reviewed: 

 When updated information is received from the student’s medical practitioner  

 when the school, student or parents and carers have concerns with the support being provided to 

the student 

 If there are changes to the support being provided to the student, or on an annual basis.  

 

http://www.education.vic.gov.au/school/principals/spag/health/Pages/supportplanning.aspx
http://www.education.vic.gov.au/school/principals/spag/health/Pages/supportplanning.aspx
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MANAGEMENT OF CONFIDENTIAL MEDICAL INFORMATION  

 
Confidential medical information provided to Barwon Heads Primary School to support a student will be:  

 recorded on the student’s file 

 Shared with all relevant staff so that they are able to properly support students diagnosed with 

medical conditions and respond appropriately if necessary.  

FURTHER INFORMATION AND RESOURCES 

 School Policy and Advisory Guide:  

o Health Care Needs 

o Health Support Planning Forms  

o Complex Medical Needs  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.education.vic.gov.au/school/principals/spag/health/Pages/healthcareneeds.aspx#link80
http://www.education.vic.gov.au/school/principals/spag/health/Pages/supportplanning.aspx
http://www.education.vic.gov.au/school/principals/spag/health/Pages/complexneeds.aspx
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STUDENT MEDICATION POLICY 
PURPOSE 

To explain to parents/carers, students and staff the processes Barwon Heads 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 

 Specialised procedures which may be required for complex medical care needs. 

POLICY 

If a student requires medication, Barwon Heads Primary School encourages parents to arrange for the 

medication to be taken outside of school hours. However, Barwon Heads Primary School understands that 

students may need to take medication at school or school activities. To support students to do so safely, 

Barwon Heads 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 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. 

Parents/carers can contact office staff 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  

1. 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. 

2. A log is kept of medicine administered to a student in the medication book. 

3. The teacher in charge of a student at the time their medication is required: 

 If necessary, release the student from class to obtain their medication. 

 is informed that the student needs to receive their medication 
STORING MEDICATION 

The administration office will put in place arrangements so that the 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. 

WARNING 

Barwon Heads Primary School will not: 
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 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 

1.  If required, follow first aid procedures outlined in the student’s Health Support Plan 

or other medical management plan. 

 

      2. Ring the Poisons Information Line, 13 11 26 and give details of the incident and the 

student. 

      3. Act immediately upon their advice, such as calling Triple Zero “000” if advised to 

do so. 

      4. Contact the student’s parents/carers or emergency contact person to notify 

them of the medication error and action taken. 

      5. Review medication management procedures at the school in light of the 

incident.  

 

In the case of an emergency, school staff may call Triple Zero “000” for an ambulance at any time. 
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Statement of Values and School Philosophy 
The purpose of this policy is to outline the values of our school community and explain the vision, mission and 

objectives of our school. 

POLICY 

Barwon Heads PS is committed to providing a safe, supportive and inclusive environment for all students, staff 

and members of our community. Our school recognises the importance of the partnership between our 

school and parents and carers to support student learning, engagement and wellbeing. We share a 

commitment to, and a responsibility for, creating an inclusive and safe school environment for our students.  

The programs and teaching at Barwon Heads support and promote the principles and practice of Australian 

democracy, including a commitment to: 

 elected government 

 the rule of law 

 equal rights for all before the law 

 freedom of religion 

 freedom of speech and association 

 The values of openness and tolerance.  

VISION  

Barwon Heads Primary School promotes, Integrity, Lifelong Learning and the attainment of Excellence for our 

students and community 

MISSION 

Our core purpose is to provide the Barwon Heads Community with a comprehensive primary education for 

all students that empowers them to reach their full academic social and physical potential thus providing 

them with “a bridge to the future.” 

OBJECTIVE 

Our aim is to equip our students for the future through the provision of: 

High expectations 

Positive Education 

Diverse Opportunities 

An organisational Culture of Student Safety and Wellbeing. 

VALUES 

At Barwon Heads Primary Schools we encourage children to take risks and think outside the square 

maximising teaching and learning opportunities through innovative approaches. 

Our Community Values the PERMA model highlighting the importance of: 

Positive Emotion 

Engagement 

Relationships 

Mindfulness 

Accomplishment 

Each of these values is supported strongly by our positive education model focussing on the character 

strengths that are used to exhibit the values 

BEHAVIOURAL EXPECTATIONS  

Barwon Heads PS acknowledges that the behaviour of staff, parents, carers and students has an impact on 

our school community and culture. We acknowledge a shared responsibility to create a positive learning 

environment for the children and young people at our school.  

 

As principals and school leaders, we will:  

 model positive behaviour and effective leadership 

 communicate politely and respectfully with all members of the school community 
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 work collaboratively to create a school environment where respectful and safe behaviour is expected 

of everyone 

 behave in a manner consistent with the standards of our profession and meet core responsibilities to 

provide safe and inclusive environments 

 plan, implement and review our work to ensure the care, safety, security and general wellbeing of all 

students at school 

 identify and support students who are or may be at risk 

 do our best to ensure every child achieves their personal and learning potential 

 work with parents to understand their child’s needs and, where necessary, adapt the learning 

environment accordingly 

 respond appropriately when safe and inclusive behaviour is not demonstrated and implement 

appropriate interventions and sanctions when required 

 inform parents of the school’s communication and complaints procedures 

 Ask any person who is acting in an offensive, intimidating or otherwise inappropriate way to leave the 

school grounds.   

 

As teachers and non-teaching school staff, we will: 

 model positive behaviour to students consistent with the standards of our profession 

 communicate politely and respectfully with all members of the school community 

 proactively engage with parents about student outcomes 

 work with parents to understand the needs of each student and, where necessary, adapt the learning 

environment accordingly 

 work collaboratively with parents to improve learning and wellbeing outcomes for students with 

additional needs 

 communicate with the principal and school leaders in the event we anticipate or face any tension or 

challenging behaviours from parents 

 Treat all members of the school community with respect. 

 

As parents and carers, we will: 

 model positive behaviour to our child 

 communicate politely and respectfully with all members of the school community 

 ensure our child attends school on time, every day the school is open for instruction 

 take an interest in our child’s school and learning 

 work with the school to achieve the best outcomes for our child 

 communicate constructively with the school and use expected processes and protocols when raising 

concerns 

 support school staff to maintain a safe learning environment for all students 

 follow the school’s processes for communication with staff and making complaints 

 Treat all school leaders, staff, students, and other members of the school community with respect. 

 

As students, we will: 

 model positive behaviour to other students 

 Communicate politely and respectfully with all members of the school community.  

 comply with and model school values 

 behave in a safe and responsible manner 

 Respect ourselves, other members of the school community and the school environment. 

 actively participate in school 

 Not disrupt the learning of others and make the most of our educational opportunities.   

 

As community members, we will: 

 model positive behaviour to the school community 

 treat other members of the school community with respect 

 support school staff to maintain a safe and inclusive learning environment for all students 

 Utilise the school’s processes for communication with staff and submitting complaints.  

 

UNREASONABLE BEHAVIOURS 

Schools are not public places, and the Principal has the right to permit or deny entry to school grounds 

Unreasonable behaviour that is demonstrated by school staff, parents, carers, students or members of our 

school community will not be tolerated at school, or during school activities.  

Unreasonable behaviour includes: 
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 speaking or behaving in a rude, manipulative, aggressive or threatening way, either in person, via 

electronic communication or social media, or over the telephone 

 the use or threat of violence of any kind, including physically intimidating behaviour such as aggressive 

hand gestures or invading another person’s personal space 

 sending demanding, rude, confronting or threatening letters, emails or text messages 

 sexist, racist, homophobic, transphobic or derogatory comments 

 The use of social media or public forums to make inappropriate or threatening remarks about the 

school, staff or students. 

 

Harassment, bullying, violence, aggression, threatening behaviour and unlawful discrimination are 

unacceptable and will not be tolerated at our school. 

 

Unreasonable behaviour and/or failure to uphold the principles of this Statement of Values and School 

Philosophy may lead to further investigation and the implementation of appropriate consequences by the 

school Principal.  

At the Principal’s discretion, unreasonable behaviour may be managed by: 

 requesting that the parties attend a mediation or counselling sessions 

 implementing specific communication protocols 

 written warnings 

 conditions of entry to school grounds or school activities 

 exclusion from school grounds or attendance at school activities 

 reports to Victoria Police 

 legal action 

 

Inappropriate student behaviour will be managed in according with our school’s Student Wellbeing and 

Engagement Policy and Bullying Prevention Policy. 

 

Our Statement of Values and School Philosophy ensures that everyone in our school community will be treated 

with fairness and respect. In turn, we will strive to create a school that is inclusive and safe, where everyone is 

empowered to participate and learn.  
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Student Wellbeing and Engagement 
 

PURPOSE 

A positive school culture ensures that students feel valued and cared for, have meaningful opportunities to 

contribute to the school and can effectively engage with their learning. Barwon Heads Primary School aims 

to be an effective school, engaging and inclusive, recognising and responding to the diverse needs of our 

students and their different learning profiles. 

 

The purpose of this policy is to ensure that all students and members of our school community understand: 

 

(a) Our commitment to providing a safe and supportive learning environment for students 

(b) Expectations for positive student behaviour 

(c) Support available to students and families 

(d) Our school’s policies and procedures for responding to inappropriate student behaviour.  

Barwon Heads 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. School profile 

2. School values, philosophy and vision 

3. Engagement strategies 

4. Identifying students in need of support 

5. Student rights and responsibilities  

6. Student Behavioural Expectations 

7. Engaging with families  

8. Evaluation  

1. SCHOOL PROFILE 

Barwon Heads Primary School continues to serve the needs of the Barwon Heads Community as it has for 

over 125 years. The school has the confidence of the town with nearly 100% of kindergarten students 

moving on to the primary school.  

We have 512 students enrolled from Foundation to year 6 and 35 school staff including a wellbeing officer, 

full time assistant principal and principal. Our school grounds back onto bushland and paddocks and a 

large proportion of our students walk and ride/skate to school.  

We have close ties to the local community and enjoy support from the local services such as golf club, bank 

and church.  

Our student population comprises mostly of families of Anglo Saxon background.  

Staff are fully committed to the development of the learner and themselves through professional growth 

and continued improvement and strive to promote integrity, lifelong learning and attainment of excellence.  

 

Our core purpose is to provide the Barwon Heads community with a comprehensive primary education for 

all students that empowers them, to reach their full academic, social and physical potential, thus providing 

them with …. ‘A bridge to the future.’  The Positive Education Program assists students to recognize and build 

character strengths that contribute to their personal positive development and the positive development of 

their peers, underpinning the wellbeing of the school community. 
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2. SCHOOL VALUES, PHILOSOPHY AND VISION  

Our mission is to equip our students for the future through the provision of: 

1. High expectations 

2. Positive attitudes 

3. Diverse opportunities 

4. An organizational culture of student safety and wellbeing 

 

At Barwon Heads our community values:-  

 Respect of self, others and property; 

 The provision of a safe and secure environment; underpinned by the school staff, student’s and 

parent’s rights and responsibilities; 

 The provision of a co-operative and friendly environment where students share the responsibility for 

their own learning, behaviour and health; 

 The importance of literacy and numeracy skills; 

 The promotion of an environmentally sustainable community; 

 A positive home-school partnership 

 Promotion, identification, and development of “Character Strengths” 

 The promotion of responsible use of technological devices as per the ICT acceptable user’s policy 

and F-3 Promise.  

 

3. ENGAGEMENT STRATEGIES 

Barwon Heads Primary School has developed a range of strategies to promote engagement, positive 

behaviour and respectful relationships for all students. 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. 

Student engagement and school connectedness is vital for effective student learning. Student 

engagement can be defined in three components.  

 Behavioural engagement - a student’s participation in education, including academic, social and 

extracurricular activities of the school. 

  Emotional engagement – a student’s emotional reactions in the classroom and in the school, a 

sense of belonging and connectedness. 

 Cognitive engagement – a student’s investment in learning and their intrinsic motivation and self-

regulation. 

All students are engaged in developing their own literacy, numeracy and personal social goals with their 

teacher. Throughout each term, these goals are updated according to achievement and are regularly 

communicated to parents. Students regularly provide feedback to their teacher about how they will 

achieve their goals.  

 

The Positive Education Framework enhances Student Engagement as follows: 

 

Starfish Model Elements Positive Education Framework 

PERMA  

Positive Emotion Social Intelligence          Emotional Literacy,     Resilience 

Engagement Differentiated Learning Success Criteria           Visible Learning, Flow, 

Relationships  Rights Responsibilities   Restorative Practice   Encouragement, Feedback 

Mindfulness Respect,                           Emotional regulation Cognitive Focus,   

Accomplishment  Organisation,                 Growth Mindset,        Goal Setting 

 

 

 

 

 

RATIONALE: 

 

The Engagement Policy articulates Barwon Heads Primary School’s promotion of Positive Education based 

on the development of Character Strengths through the PERMA Model.  Positive Education is defined as 

“education for both traditional academic skills and the skills that foster wellbeing”. 
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Positive Emotion Engagement, Relationships, Mindfulness, and Accomplishment, (PERMA) are the elements 

that promote a flourishing school community towards fulfilment and happiness.  A positive school culture 

enhances student’s wellbeing, providing meaningful opportunities to contribute to the school and 

effectively engage with their learning. Engaged students, staff and parents ensure the best educational 

outcomes. 

 

IMPLEMENTATION: 

 

Positive Education Framework 

In addition to the core elements of our model, students are immersed in lessons and sessions 

based upon 24 character strengths. Teachers provide activities, which specifically teach the 

values and core meaning of a different strength each week. Students who have 

demonstrated the weekly strength during the week are awarded at assembly. 

As students, parents and teachers, we are all responsible for the wellbeing of all our school community. 

A Positive Education /Wellbeing committee has been established with representatives from each team level 

attending regular meetings throughout the term.  

 

Strategies - universal 

 

 high and consistent expectations of all staff, students and parents and carers 

 priorities 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 

 deliver a broad curriculum to ensure that students are able to choose activities that are tailored to 

their interests, strengths and aspirations 

 Teachers at Barwon Heads PS.  Use a guaranteed and viable curriculum and instructional model 

based on Hattie’s Big Four 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 Barwon Heads PS. 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 and other forums including year group 

meetings. Students are also encouraged to speak with their teachers, 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 programs 

 All students are welcome to self-refer to the Student Wellbeing Coordinator, 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 Respectful Relationships 

o Safe Schools  

o Positive Education 
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 programs, incursions and excursions developed to address issue specific behaviour (i.e. anger 

management programs) 

 opportunities for student inclusion (i.e. sports teams, clubs, recess and lunchtime activities) 

 buddy programs, peers support programs 

Targeted 

 each year group has a senior teacher responsible for their year, who monitor the health and wellbeing 

of students in their year, and act 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 

 wellbeing and health staff will undertake health promotion and social skills development in response 

to needs identified by student wellbeing data, classroom teachers or other school staff each year 

 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 and Behaviour Support Plan 

 Program for Students with Disabilities 

 referral to Student Welfare Coordinator and Student Support Services 

 referral to Child First, Headspace 

 Lookout 

Barwon Heads PS  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 Child First 

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. 

 

 

4. IDENTIFYING STUDENTS IN NEED OF SUPPORT 

Barwon Heads PS. is committed to providing the necessary support to ensure our students are supported 

intellectually, emotionally and socially. The Student Wellbeing team plays a significant role in developing and 

implementing strategies to help identify students in need of support and enhance student wellbeing. Barwon 

Heads PS. 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 
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 attendance records 

 academic performance 

 observations by school staff such as changes in engagement, behaviour,  self-care, social 

connectedness and motivation 

 attendance,  and suspension data 

 engagement with families 

 self-referrals or referrals from peers 

Barwon Heads PS. engages the services of a part time Wellbeing coordinator who takes referrals from 

teachers and parents when personal issues arise with students. She works with individuals and small groups in 

addressing social, emotional needs. She links families to outside agencies where appropriate and counsels 

students on a 1:1 basis. She works closely with the Assistant principal in following up students who require 

additional support. She also analyses the data gathered from our annual Positive education survey and works 

closely with staff to identify students who may be at risk in any way.  

Our school is part of the Respectful relationships Initiative and as such delivers this curriculum through weekly 

lessons tied in with Positive Education.  

The Assistant Principal is responsible for coordinating the integration support program for students with 

disabilities across the school through both the PSD program and Levelled Literacy Intervention.   

Identification of students with specific learning needs are addressed through referral to Student Support 

Services for assessment. Teachers, through close examination of school data and specific programs, identify 

students with extra needs and interventions are put in place. The school data wall is easily accessible and 

visual and student achievement is updated twice a year by teachers.   

Students who receive funding through the NDIS receive various therapies throughout the year both on and 

off campus.  

 

5. STUDENT RIGHTS AND RESPONSIBILITIES. 

 

At Barwon Heads Primary School we actively promote the ideals of Freedom, Respect, Equality and Dignity 

stated in the Charter of Human Rights.  The Charter of Human rights and responsibilities Act (2006) outlines a 

vision of human rights for all Victorians.  The Charter affirms that all people are born free and equal in dignity 

and rights. While the charter demands equality for all, it also emphasises the value of difference.  The 

charter requires public authorities, including government schools and their employees to act compatibly 

with human rights and to consider them when making decisions and delivering services.  

 

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. Rights and 

responsibilities in our school are underpinned by The Charter of Human rights and responsibilities Act (2006 

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. 

With rights come responsibilities.  As such, all members of the school community including,  School Council, 

Principal, Teachers, Students, Parents, Education Support Staff and Community Members have a 
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responsibility to acknowledge the rights of others and to behave in such a way as to protect those rights of 

other people. 

The following school pledge is recited by our students at every assembly.    

 

Barwon Heads Primary School 

Student Pledge 

 

       As a student of Barwon Heads, 

                                                   I am considerate of others, 

         I am responsible for my own actions. 

                                                I will respect my environment, 

                                                    take pride in my work – 

                                                  and have fun while I learn. 

        

                                             

 

With rights come responsibilities.  As such, all members of the school community including,  School Council, 

Principal, Teachers, Students, Parents, Education Support Staff and Community Members have a 

responsibility to acknowledge the rights of others and to behave in such a way as to protect those rights of 

other people. 

 

 

PRINCIPLE 

 

RIGHT 

 

EXPECTATIONS of 

PRINCIPAL TEACHERS 

SCHOOL STAFF  

Education staff will… 

 

EXPECTATIONS of 

STUDENTS 

 

The student will… 

 

EXPECTATIONS of 

PARENT/CARER 

 

The parent/carer will… 

FREEDOM The right to a 

supportive, safe, 

secure and dynamic 

learning environment 

which encourages 

freedom of thought 

and expression 

Use and manage the 

materials, resources 

and physical space 

of their classroom to 

create a stimulating 

and safe environment 

for learning 

 

Respect their 

environment, listen to 

their peers and tolerate 

others thoughts and 

attitudes 

Understand the 

requirements of a school, 

playground and 

classroom environment 

as they are similar to and 

different from those of 

the home and family 

 The right to have input 

into issues that affect 

you 

 

Provide a learning 

environment that 

engages and 

challenges their 

students and 

encourages them to 

take responsibility for 

their own learning 

Engage positively and 

respectfully 

Provide schools with 

relevant information to 

enable appropriate 

responses to be made to 

the needs of the child 

 The right to access 

school and 

community resources 

 

Plan for the use of a 

range of activities, 

resources and 

materials  

Provide meaningful 

learning opportunities 

for all their students 

Demonstrate behaviour 

and attitude that 

supports the wellbeing 

and learning of all and 

contributes to a positive 

school environment 

that is safe, inclusive 

and happy 

Contribute to and 

support school in 

recommendations for 

the best use of school 

and community 

resources in tailoring 

individual programs to 

address a child’s needs. 

 

 

 

 

    

 

 



 

91 

 

RESPECT The right to learn in an 

inclusive school 

community with 

access to full 

participation 

 

Develop an 

understanding and 

respect for their 

students as 

individuals, and are 

sensitive to their social 

needs and the way 

they interact with 

others 

 

Show reciprocal 

respect for all 

Respect the rights of 

others and be sensitive 

to difference 

 

Show reciprocal respect 

Value the opinions of 

others 

Respect Teacher’s 

attempts to problem 

solve and support 

teachers efforts 

Work with the school  to 

improve interactions 

 

 The right to value, 

celebrate and 

acknowledge cultural 

rights and diversity 

 

Be aware of the 

social, cultural and 

religious backgrounds 

of the students they 

teach, and treat 

students equitably 

Recognize social 

similarities and 

differences and respect 

the right for those to be 

expressed 

Support the school’s 

efforts to educate young 

people to live in a 

diverse world by 

promoting an 

understanding of and 

appreciation of diversity 

in the home, in school 

and in the community. 

 

 The right to have 

support at the point of 

need 

 

Involve appropriate 

specialist expertise 

where necessary 

Respect, value and 

learn from the 

differences of others 

Work with the school in 

partnership[ to provide 

for their child’s needs 

Show support of the 

school’s processes of 

enlisting assistance at 

various points in time 

 

    

 

 

 

EQUALITY 

 

The right to receive a 

rewarding and 

meaningful education 

through challenging 

learning goals 

Use their knowledge 

of students, content 

and pedagogy to 

establish clear and 

achievable learning 

goals for their student 

Willingly undertake work 

set by teachers that has 

been customised to suit 

learning styles and 

abilities. 

Accept and 

acknowledge their 

limitations 

Support their student’s 

learning by ensuring 

punctuality each day to 

maximise learning 

opportunities 

 The right to defend or 

explain your actions 

 

Establish and 

maintain clear and 

consistent 

expectations 

for students as 

learners and for their 

behaviour in the 

classroom 

Respond to 

explanations for the 

consequences of non-

compliant behaviour in 

a composed manner 

Be honest 

Make themselves 

accessible to Teachers 

so as to ensure that 

mutually clear 

communication 

pathways are introduced 

and maintained. 

 

 The right to be treated 

as an individual 

 

Know the learning 

strengths and 

weaknesses of their 

students and are 

aware of the factors 

that influence their 

learning 

The right not to be 

labelled a naughty kid 

Support an attitude of a 

new day equals a new 

beginning 

Be aware of curriculum 

modifications and 

supporting them 
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DIGNITY 

 

The right to a dignified 

existence 

 

Understand and fulfil 

their legal 

responsibilities and 

share responsibility for 

the integrity of their 

profession 

 

Be courteous and 

mindful of all others 

Act in a respectful 

manner towards school 

staff and other students 

Provide a loving caring 

and supportive 

environment for children 

at home 

 The right to be and to 

feel respected 

 

Develop a positive 

learning environment 

where respect for 

individuals is fostered 

and where learning is 

the focus 

 

Accept differences and 

celebrate them 

Respect others needs in 

the learning 

environment 

Acting in a courteous 

manner towards others 

Communicate and 

respect peers and 

adults in all  areas 

Accept and endeavour 

to understand 

differences and 

celebrate them 

 

Adhere to school 

expectations 

 The right to privacy 

 

Work effectively with 

other professionals, 

parents, carers and 

members of the 

broader community 

to provide effective 

learning for students 

Uphold confidentiality 

and privacy in a 

physical and social 

setting 

Uphold confidentiality  

Ensure privacy in a 

physical and social 

setting 

 

In order that children develop a sense of responsibility for their actions and an awareness of the need to 

care for and value the rights of others, class and school rules are developed.  These are supported by a set 

of consequences. Individual classroom rules are developed by students and Teachers during the Starting 

Right Program at the beginning of each year. These are displayed in each classroom. 

Barwon Heads Primary School does not tolerate bullying of any kind. 

For further information, refer to the Bullying Prevention Policy. 
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6. 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 Barwon Head’s PS Bullying policy.  

When a student acts in breach of the behaviour standards of our school community, Barwon Heads PS will 

institute a staged response, consistent with the Department’s Student Engagement and Inclusion Guidelines. 

Where appropriate, parents will be informed about the inappropriate behaviour and the disciplinary action 

taken by teachers and other school staff.  

Disciplinary measures may be used as part of a staged response to inappropriate behaviour in combination 

with other engagement and support strategies to ensure that factors that may have contributed to the 

student’s behaviour are identified and addressed. 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 misbehavior  

 withdrawal of privileges 

 referral to the Leadership Team 

 restorative practices 

 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. 

 

 

7. ENGAGING WITH FAMILIES  

Barwon Heads PS. highly values the input of parents and carers, and we 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. Parents are regularly surveyed and given every opportunity to 

share insights and opinions on the programs offered by the school.   

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 on our school 

website 

 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 e.g. parent 

Helpers program, Parent Partners program. 

 Involving families with homework and other curriculum-related activities e.g. public speaking and 

literature clubs. 

 Involving families in school decision making e.g. school council, curriculum committee.  

 coordinating resources and services from the community for families 

 Including families in Student Support Groups, and developing individual plans for students.  

The school Fair and Fun run are organized and run by a committee of parents each year, in close association 

with school staff.  
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             Programs implemented at Barwon Heads Primary School to promote engagement 

 

Across Whole School Class Levels Community / Parent linked 

Positive Education  Leadership Program –Yr. 6 Festival of the Sea 

Whole school activity days Choir Support local activities i.e. 

Anzac Day 

Student Referrals (Network) Assembly presentations Community garden visits 

Whole School Assembly Athletics Sustainability focus 

It’s Not Okay to be Away. Swimming Program Vegetable garden 

Art Club - Alternative Play  Travel smart Program 

Junior School Council Camping Program Clean Up Australia Day 

Excursions Bike Ed Classroom Helpers Program 

Differentiated Curriculum Reading Recovery Connect with Friends of the Bluff 

Sun smart Program Yr. 4-6 iPad program Work Experience  

Integration Support Program Tournament of the Minds Parent Information Sessions 

Active Travel  Debating – Yr. 6 Parent/Teacher Interviews 

Starting Right / Learning to 

Learn 

Learning spaces conducive to 

learning 

School Fair 

ICT rich environment – eSMART 

school. 

Sustainability Team Social/Community Projects 

Mathletics Buddy Program Yr. Prep & 6 Sun smart school 

Recycling/composting 

Program 

Cross Country  

Assembly Awards Lightning Premiership  

Choir Hoop time Basketball  

Life /Drug Education  K-Prep Transition  

Indonesian Cultural Days Yr. 6-7 Transition  

Book Week Learning Celebrations  

SRI program Health & Human Relations  

Estuary project Grade 5  Bendigo bank, community 

members.  

Library lunch time    

Chess club   

Snack and lunch clubs   

 

8. EVALUATION  

Barwon Heads PS will collect data 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. 

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  
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Visitors policy 
PURPOSE 

To provide a safe and secure environment for our students, staff and resources.  To establish protocols and 

procedures that effectively monitor and manage visitors to Barwon Heads Primary School whilst not 

compromising the open and inviting nature of our school.   

SCOPE 

This policy applies to any visitors who may attend school grounds when the school is open for instruction 

between the hours of 8.30am to 4.30pm. Outside of these times, our front office is not staffed and the only 

visitors who are permitted on school grounds are parents/carers or their delegates who are dropping off or 

picking up students from before/after school care, sport or other school activities and community and other 

groups who have entered into contracts or agreements with the school to use school premises outside of 

school hours. 

DEFINITIONS 

Child-related work: As defined by the Working with Children Act 2005 (Vic), child-related work is work that 

usually involves direct contact (including in person, over the phone, written and online communication) with 

a child that is a central part of that person’s duties. It does not include work that involves occasional contact 

with children that is incidental to the work. 

POLICY  

Barwon Heads Primary School strives to create an open and inclusive school community, and encourages 

parents and carers to be actively involved in their child’s development and education. We also strive to foster 

strong partnerships with local community services, schools and other organisations.  

Barwon Heads Primary School is not a public place. The principal has the authority to permit or deny entry to 

school grounds, and encourages all visitors to familiarise themselves with our school’s Statement of Values, 

Child Safe Policy, Statement of Commitment to Child Safety and Child Safe Code of Conduct. 
From time to time, different members of the public may visit our school. Visitors may include, but are not limited 

to:  

 Parents 

 Volunteers – see our school’s Volunteers Policy for more information 

 Prospective parents, students and employees 

 Invited speakers, sessional instructors and others addressing learning and development 

 Public officials (e.g. Members of Parliament, local councilors) 

 Persons conducting business e.g.: uniform suppliers, booksellers, official school photographers, 

commercial salespeople 

 Tradespeople 

 Children’s services agencies 

 Talent scouts 

 Department of Health and Human Services workers 

 Victoria Police 

 Persons authorised to enter school premises (e.g. Worksafe inspectors, health officers etc.) 

 Other Department of Education and Training staff (including allied health staff) or contractors 

 NDIS therapists or other allied health or health practitioners 

 

 

 

SIGN IN PROCEDURE 

All visitors to Barwon Heads Primary School are required to report to the Administration office on arrival. 

Visitors must:  

 Record their name, signature, date and time of visit and purpose of visit in the VPASS system and will 

be assigned a Visitors badge which they must wear at all times within the school.  

 Provide proof of identification to administration staff upon request 

 Produce their valid Working with Children Check where required by this policy (see below) 

 Follow instruction from school staff and abide by all relevant policies relating to appropriate conduct 

on school grounds including:  Child Safety Code of Conduct, Workplace Bullying Policy, Respect for 

School Staff, Statement of Values. 

 All visitors must return to the office upon departure to sign out using their visitors badge  
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 Barwon Heads Primary School will ensure that our school’s Child Safety Code of Conduct/Child 

Safety Statement of Commitment are available and visible to visitors when they sign in. 

  

REQUIREMENTS FOR VISITORS TO PRODUCE A VALID WORKING WITH CHILDREN CHECK CARD 

https://www.workingwithchildren.vic.gov.au/ 

All visitors who are engaged in child-related work (see definition above) must have a valid WWC Check. 

In some circumstances, visitors to Barwon Heads Primary School who are not engaged in child-related work 

will also be required to produce a valid WWC Check depending on the particular circumstances of their visit. 

For example, Barwon Heads Primary School will require a valid WWC Check for: 

 visitors who will be working regularly with children during the time they are visiting, even though direct 

contact with children is not a central part of their normal duties  

 Visitors (e.g. contractors), who will regularly be performing work at the school and in circumstances 

where they will be performing their work in an area where they will be unsupervised and around 

children. 

Further background checks, including references, may also be requested at the discretion of the principal.   

Visitors who will be working in areas away from students (e.g. a visiting auditor who will be located in the front 

office with administration staff) or who will be supervised and accompanied by a staff member during their 

visit (e.g. a Member of Parliament, a journalist, a prospective parent on a school tour) will not be required to 

have a WWC Check. 

Sworn Victoria Police officers or sworn Australian Federal Police officers are exempt from requiring a WWC 

Check, but may be asked to verify that they are sworn officers by providing proof of identification.  

INVITED SPEAKERS AND PRESENTERS 

On occasion, Barwon Heads Primary School may invite external speakers or providers to deliver incursions, 

presentations, workshops and special programs for our students. Consistent with Department of Education 

and Training requirements, Barwon Heads Primary School will:  

 ensure that the content of presentations and programs by external providers contributes to the 

educational development of our students and is consistent with curriculum objectives 

 Ensure that any proposed visit, programs or content delivered by visitors complies with the requirement 

that education in Victorian government schools is secular and is consistent with the values of public 

education, Department policies and the Education and Training Reform Act 2006 (Vic). In particular, 

programs delivered by visitors are to be delivered in a manner that supports and promotes the 

principles and practice of Australian democracy including a commitment to: 

o elected government 

o the rule of law 

o equal rights for all before the law 

o freedom of religion 

o speech and association 

o the values of openness and tolerance 

 Respect the range of views held by students and their families.  

PARENT VISITORS  

We understand that there may occasionally be a reason why a parent or carer may want to speak to or see 

their child at school, during school hours.  

If there is a particular pressing or unavoidable issue that cannot wait until the end of the school day, we ask 

that parents or carers call the school office to make the request to speak to or see their child during school 

hours. 

We also ask that parents avoid arranging to visit their children at school wherever possible, as this can cause 

inappropriate disruptions to the school day.  

All parents or carers who visit our school during school hours, other than for the purposes of school pickups 

and drop offs or for specific school events are always required to sign in as a visitor at the school administration 

office before entering the school.  

OTHER VISITORS 

All business operators, tradespeople and other visitors attending the school to conduct work must report to 

the school administration office upon arrival for instruction and follow the sign in procedure outlined above.  

RELATED POLICIES AND RESOURCES 

Statement of Values, Volunteers Policy, Statement of Commitment to Child Safety/Child Safety policy, Child 

Safety Code of Conduct  

 

 

 

https://www.workingwithchildren.vic.gov.au/
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Volunteers 
 

PURPOSE 

To outline the processes that Barwon Heads Primary School will follow to recruit, screen, supervise and manage 

volunteers to provide a child safe environment, and to explain the legal rights of volunteers. 

SCOPE 

This policy applies to the recruitment, screening, supervision and management of all people who volunteer 

at our school.  

DEFINITIONS 

Child-related work: work that usually involves direct contact (including in person, over the phone, written and 

online communication) with a child that is a central part of that person’s duties. It does not include work that 

involves occasional contact with children that is incidental to the work. 

Closely related family member: parent, carer, parent/carer’s spouse or domestic partner, stepparent, 

parent/carer’s mother or father in-law, grandparent, uncle or aunt, brother or sister, including step or half 

siblings.  

Volunteer worker: A volunteer school worker is a person who voluntarily engages in school work or approved 

community work without payment or reward.  

School work: School work means: 

 Carrying out the functions of a school council 

 Any activity carried out for the welfare of a school, by the school council, any parents’ club or 

association or any other body organised to promote the welfare of the school 

 Any activity carried out for the welfare of the school at the request of the principal or school council 

 Providing assistance in the work of any school or kindergarten 

 Attending meetings in relation to government schools convened by any organisation which receives 

government financial support 

This is a broad definition and means that volunteers who participate in school community activities, such as 

fundraising and assisting with excursions, are legally protected (i.e. indemnified) from action by others in the 

event of an injury or accident whilst they are performing volunteer school work in good faith. 

POLICY 

Barwon Heads Primary School is committed to implementing and following practices which protect the safety 

and wellbeing of children and our staff and volunteers. Barwon Heads Primary School also recognises the 

valuable contribution that volunteers provide to our school community and the work that they do. 

The procedures set out below are designed to ensure that Barwon Heads Primary School’s volunteers are 

suitable to work with children and are well-placed to make a positive contribution to our school community.  

BECOMING A VOLUNTEER 

Members of our school community who would like to volunteer are encouraged to make contact with the 

Principal or at the school office.  
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SUITABILITY CHECKS INCLUDING WORKING WITH CHILDREN CHECKS 

Working with students 

Barwon Heads Primary School values the many volunteers that assist both inside and outside our 

classrooms/with sports events/camps/excursions/school concerts/grounds and other events and programs. 

To ensure that we are meeting our legal obligations under the Working With Children Act 2005 (Vic) and the 

Child Safe Standards, Barwon Heads Primary School is required to undertake suitability checks which may 

include a Working With Children Check, proof of identity, work history involving children and/or reference 

checks. 

Considering our legal obligations, and our commitment to ensuring that Barwon Heads Primary School is a 

child safe environment, we will require volunteers to obtain a WWC Check and produce their valid card to 

the office for verification in the following circumstances: 

 Volunteers who are not parent/family members of any student at the school are required to have a 

WWC Check if they are engaged in child-related work regardless of whether they are being 

supervised.  

 Parent/family volunteers who are assisting with any classroom or school activities involving direct 

contact with children in circumstances where the volunteer’s child is not participating, or does not 

ordinarily participate in, the activity 

 Parent/family volunteers who assist with excursions (including swimming), camps and similar events, 

regardless of whether their own child is participating or not. 

 Parent/family volunteers who regularly assist in school activities, regardless of whether their own child 

is participating or not 

 

 Parent/community School Council members sitting on School Council with student School Council 

members, regardless of whether their own child is a student member or not 

Non child-related work  

On some occasions, parents and other members of the school community may volunteer to do work that is 

not child-related. For example, volunteering on the weekend for gardening, maintenance, working bees, 

parents and friend’s club co-ordination, school council, participating in sub-committees of school council, 

fete coordination, other fundraising groups that meet in the evenings during which children will not be, or 

would not reasonably be expected to be, present.  

Volunteers for this type of work are not required to have Working with Children or other suitability checks as 

they are not engaged in child-related work and children are not generally present during these activities. 

However, Example School reserves the right to undertake suitability checks, including proof of identity, 

Working with Children Checks, at its discretion if considered necessary for any particular activities or 

circumstances.  

MANAGEMENT AND SUPERVISION 

Volunteer workers will be expected to comply with any reasonable direction of the principal (or their 

nominee). This will include the requirement to follow our school’s policies, including, but not limited to our 

[Child Safety Policy / Statement of Commitment to Child Safety], our Child Safety Code of Conduct and our, 

Statement of Values and School Philosophy. Volunteer workers will also be expected to act consistently with 

Department of Education and Training policies, to the extent that they apply to volunteer workers, including 

the Department’s policies relating to Equal Opportunity and Anti-Discrimination, Sexual Harassment and 

Workplace Bullying.  

The principal has the discretion to make a decision about the ongoing suitability of a volunteer worker and 

may determine at any time whether or not a person is suitable to volunteer at Barwon Heads Primary School.  
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Barwon Heads Primary School will provide any appropriate induction and/or training for all volunteer workers. 

The principal (or their nominee) will determine what induction and/or training is necessary depending on what 

type of work the volunteer will be engaged in.  

All volunteers will be provided induction in relation to Barwon Heads Primary School child safety practices, 

including reporting obligations and procedures. Our school has a Child Safety Reporting Obligations Policy 

which all staff and volunteers should be aware of.  

The principal (or their nominee) will determine what supervision, if any, of volunteers is required for the type of 

work being performed.  

COMPENSATION 

Personal injury 

Volunteer workers are covered by the Department of Education and Training’s Workers Compensation Policy 

if they suffer personal injury in the course of engaging in school work. 

Property damage 

If a volunteer worker suffers damage to their property in the course of carrying out school work, the Minister 

(or delegate) may authorise such compensation as they consider reasonable in the circumstances. Claims 

of this nature should be directed to the principal who will direct them to the Department’s Legal Division. 

Public liability insurance 

The Department of Education and Training’s public liability insurance policy applies when a volunteer 

worker engaged in school work is legally liable for: 

 a claim for bodily injury to a third party  

 Damage to or the destruction of a third party’s property. 

 

RELATED POLICIES AND RESOURCES 

Statement of Values, Visitors Policy, Statement of Commitment to Child Safety/Child Safe Policy, Child Safety 

Code of Conduct  
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Yard Duty and 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 school from 8.45 am and after school from 3.30 pm – 3.45 pm. This also 

includes all Camps and Excursions.  

This policy applies to all teaching and non-teaching staff at Barwon Heads 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 

Barwon Heads Primary School 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 Barwon Heads Primary School outside of these 

hours. Families are encouraged to contact Camp Australia on ph: 1300 105 343 or refer to 

www.campaustralia.com.au for more information about the before and after school care facilities available 

to our school community.  

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

below. 

YARD DUTY 

 A roster system is used to timetable staff members for yard supervision.  

 Yard supervision will include before school, recess, lunch breaks and after school. 

 Yard duty teachers wear fluorescent vests so they can be easily seen.  

 Staff members who are aware that they cannot fill their yard duty obligations due to appointments or 

excursions etc. are required to 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 a relieving or next staff member does not arrive for yard duty, the staff member currently on duty 

should contact the administration office and ask to speak with the Assistant Principal or Principal for 

further instruction. The person on duty should 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. 

 Staff on yard duty supervision must approach unknown people in the yard, or alternatively notify 

the office and seek assistance.  

 

During yard duty, supervising staff must:  

 methodically move around the designated zone        

 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 Barwon Heads Primary School’s 

Student Wellbeing and Engagement policy. 
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 ensure that students who require first aid assistance receive it as soon as practical 

 Ensure that a “Pass in” is given to a student if they require to attend sick bay for medical attention.  

 log any incidents or near misses as appropriate on Compass via Chronicle Entries  

 if being relieved of their yard duty shift by another staff member (for example, where the shift is ‘split’ 

into 2 consecutive time periods), 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. 

The designated yard duty areas for our school (as at insert date e.g. Term 1, 2018) are [outline areas and 

include map of zones where appropriate i.e.:] 

Zone Area 

Zone 1 Back ½ Oval and Basketball Court 

Zone 2 Senior Playground & Front ½ of the oval 

Zone 3 Junior Playground and Pod area  

Zone 4 Synthetic turf and garden 

  

 

ADD SCHOOL MAP WITH ZONES MARKED BELOW 
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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 ask the 

teacher next door to keep an eye on the class,(open double doors if need be),  if it is a very brief absence. If 

it is going to be longer, teacher should contact the front office 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. This includes ensuring adult to student ratios are adhered to. 

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 

This policy was last updated on 09/10/2019 and is scheduled for review in 2020.  This policy will also be updated 

if significant changes are made to school grounds that require a revision of Barwon Heads Primary School’s 

Yard Duty and Supervision Policy.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.education.vic.gov.au/school/principals/spag/safety/pages/supervision.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/dutyofcare.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childsafestandards.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/visitorsinschool.aspx
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TIME ALLOCATION POLICY 
 

RATIONALE: 

 

 The curriculum at Barwon Heads Primary School is designed to develop successful learners, 

confident and creative individuals, and active and informed citizens. 

 The AusVELS subjects of English, Math, Science, and History have been constructed on an assumed 

time allocation however this is not a mandated requirement.  

 The organisation of the F-10 school teaching and learning framework in Victorian schools remains 

the responsibility of individual schools 

 

 

AIMS: 

 

 To deliver to all students a curriculum that provides access to all Victorian Curriculum areas. 

 

 

IMPLEMENTATION: 

Barwon Heads Primary School teaching and time allocations, on average per week, are as follows: 

 

Literacy       10 hours 

Numeracy      5 hours 

Health, PE and Sports Education  1-2 hours 

Integrated Inquiry    4-5 hours 

Visual Arts      1 hour 

LOTE        1/2 hour 

Music/Performance    30 minutes 

Library       30 minutes 

Whole School assembly   30 minutes 

STEAM                                                                   1 hour 

 

It is expected that ICT is integrated throughout all areas of the curriculum 

 

 

 

 

 

 

All Policies contained within this document will be reviewed and tabled at school council level, each school 

year, this will ensure accuracy, relevance and integrity.  

 

This document was tabled for approval October 2019 

 

 

 

 

 

 

 

 

 

 


