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POLICY & PROCEDURE MANUAL

Updated November 2009

Disclaimer

The use of this document is not intended in any way to displace the need for qualified professional advice on any medical
or legal issue. It is not intended as medical or legal advice on any matter to which such advice is relevant. Neither
Freshwater Creek Steiner School, its School Council, Administration nor Staff accept any liability for any occurrence or
claim for damage associated with the use of this document which is intended as a general statement of principle only.
The use of this document by any person constitutes acceptance of this condition.



FRESHWATER CREEK STEINER SCHOOL
PHILOSOPHY

The purpose of Freshwater Creek Steiner School (FCSS) is to provide a high quality child centred
education in the |ight of the College of Teacher
pedagogy. In essence Rudolf Steiner education recognises soul faculties of the human being which

emerge and develop during childhood. Our education is based on engaging the whole child working

with the Aheado, Afheart o, and fAhandso. Our curric
teaching of each subject area. In doing so, the faculties themselves are strengthened.

VISION

Here at Freshwater Creek Steiner School we aim to provide an education of the highest quality so
that our students become balanced adult individuals, having developed clarity of thinking, sensitivity
of feeling and strength of will to enable children to participate fully and constructively in
contemporary Australian society.

MISSION

1 Inspire within the children a love of learning, a morality that strives for goodness, an
appreciation of beauty and a pursuit of truth.

1 Inspire a sense of wonder at and a healthy positive connection to the world, arising from
a knowledge of and responsibility toward the individuality of themselves and of each
other.

1 Inspire a sense of the spiritual dimension for life as well as a healthy respect of the
physical.

9 Provide an education of the highest quality so that our students become balanced adult
individuals, having developed clarity of thinking, sensitivity of feeling and strength of will.

9 Provide our students with the knowledge, skills and values and strength which will
enable them to work competently in the world and to participate fully and constructively
in the society contemporary Australia.

1 Develop in our students a desire to extend learning throughout their lives and values
which will enable them to find a path in life.
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Teachers and the College of Teachers

All responsibility for educational policies and the day to day running of the school is vested in the
Facilitator and College of Teachers. In the absence of the Facilitator, a senior teacher will assume
all authority and responsibility normally reserved for The Facilitator.

All primary school teachers are registered with the Victorian Institute of Teaching and have a
teaching degree from a university. However the development and training of teachers is a never-
ending journey. Ongoing professional and personal development plays an important part in
teachers commitment to the vocation and in requirements for continued professional registration.

Teachers at FCSS are not only concerned with the intellectual education of the children, they
endeavour to be guardians of each childint hei r car e, concerned-bawng.t h th
We have specialist teachers for Eurythmy, Language Other than English, and Music.

A. The College of Teachers (COT)

At FCSS we systematise the process of day to day management by allocating mandated manager
roles to individual staff members according to the Shared Leadership And Management structure
(SLAM). This system ensures accountability and responsibility in all areas of management. The
Facilitator is responsible for coordinating the mandated managers and ensuring all areas are being
managed appropriately. All managers, including administration managers, report to the Facilitator
and the Facilitator reports to School Council.

The College of Teachers is responsible for nurturing the pedagogical impulse that is unique to
Steiner education, and, in particular, the issues set out below. They meet weekly to deepen their
understanding of the children, share ideas successes and challenges, inspire and support each
other, learn, and have fun.

1. Curriculum

College of Teachers are responsible for the content and the teachings of the school
curriculum.

a) Each teacher has the freedom to present the curriculum in their own
way within the guidelines set by the College of Teachers, Steiner
Education principles and government requirements.

b) The FCSS curriculum document forms the basis for all teaching. This
is currently under review to make it compatible with the following
Victorian Education and Learning Standards(VELS) domains:

Physical Personal and Social Learning

1 Health and PE

1 Personal Learning

i Interpersonal Development
1 Civics & Citizenship

Discipline-Based Learning

The Arts
English

The Humanities
LOTE
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C)

1 Mathematics
1 Science

Interdisciplinary Learning

1 Communication

1 Design, Creativity and Technology

1 Information and Communication Technology
1 Thinking Processes

Curriculum will be reviewed annually by the College of Teachers.

2. Assessment and Reporting

a)

b)

c)

d)

e)

Class Teachers will provide written reports to parents on student
progress and achievement in June and December from Prep to 6.
Class Teachers will meet formally in individual parent/teacher
interviews at least twice a year. Parents are welcome anytime to
request informal interviews at any stage throughout the year.

Class Teachers will request an interview with parents if a significant
learning or behavioural problem arises with their child. Further action
will be undertaken in consultation between teacher, parents and
relevant professional who may be asked by the teachers to assist.
Class Meetings between the class teacher and parents in early Term

1 and 3 will provide an essent.i

philosophy.
In Kindergarten annual verbal reports are given at a parent/teacher
interview at the end of the year.

3. Management Roles

a)

b)

c)
d)

Each member of the College of Teachers also holds mandated
manager roles within the Shared Leadership & Decision Making
(SLAM) management model of the school.

Yearly action lists are developed for each mandate in consultation
with the Facilitator.

The Facilitator reports to School Council upon actions undertaken in
each mandate quarterly.

The teacher manager roles are as follows:

Discipline Manager

Responsible for all discipline matters relating to students at the school
Curriculum Manager

Responsible for the progress and development of the school
curriculum.

Teacher Professional Development Manager

Responsible for the continued learning and development of the
teaching faculty.

Student Assessment Manager

Responsible for student reports and academic records.

Learning Manager

Responsible for support and pedagogical issues in relation to student
learning.
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Each teacher manager reports to the Facilitator and, while a total consensus is not required, under
no circumstances is it possible for a teacher manager to make a decision that no other teacher
manager and/or Facilitator and/or School Council member supports. We understand the School
Council is responsible and liable for all actions taken on its behalf by its employees.

B. Administration

The administration team is responsible for the daily management of school operations,
communication and implementation of school policies. While the College of Teachers is sometimes
referred to as the heart of the school the administrative team could be seen as the backbone.
Providing support, structure and care to the staff, children and parents of the community.

The administration team is made up of the following team members that are mandated to carry out
various functions. They are appointed by the Facilitator, and accountable through the Facilitator to
the School Council.

Facilitator
Responsible for coordinating the overall day to day running of the school.

Business Manager
Responsible for the fiscal and business affairs of the school.

Frontline Manager/Office Manager
Responsible for all front office matters including enrolment, sick bay, student records and efficient
management of the reception.

Site Manager
Establishing and coordinating the maintenance of the school grounds, school security, caretaking
and cleaning.

Staffing Manager
Responsible for all matters relating to the employment of all staff.

C. The School Council (SC)

The SC operates under the model rules registered with consumer affairs under the auspices of the
incorporations Act 1991 (Vic). The SC is elected at the Annual General Meeting. The SC meets
according to a published schedule of meetings.

They are the legal proprietors of the school and take responsibility for its Governance. The SC is
not involved in the day to day management of the School. The Facilitator attends scheduled Council
meetings and the Business Manager attends when requested. Every Mandate holder gives a
regular report to the Facilitator who presents it to the Council. These reports are presented to the
SC at least twice a term.

1. Parents & Friends Committee

The school s parents and friends committee i
voluntary group that works very hard to raise funds and community awareness. This group carries
the impulse for nurturing the community life of the school. They are responsible for organising
events such as the annual spring fair and open day, fundraising and community events.



2. Parent participation

While professionals are employed to carry out roles within the teaching and administration of our
school; we also rely heavily upon the generous contributions of parents. FCSS has always been
blessed to have parents who have helped pioneer and develop our vision. Without these
contributions of time, energy, ideas and initiative, FCSS would not be here today. Community
involvement in the school not only ensures our continued growth and success, it also provides an
opportunity for meaningful participation. In addition, the children are encouraged when they see
practical displays of care and involvement from their parents. It is expected of every family that they
wi || contribute some O6physical timed to the annua

3. Task Groups
Task Groups are small groups that are formed from time to time under the direction of the Facilitator
to work through specific tasks in relation to the development of the school. Parent involvement is
often sought out for membership of these task groups which have a beginning and end date of
participation.

4. Other Ways
Other ways to participate are gardening and working bees. There are many and varied ways of
making a contribution to the life of the school. This includes registering as a volunteer which can be

done through the admin office. A register is kept of all personnel holding a current Working with
Children Check.

Il STAFF EMPLOYMENT
A. Teacher Employment

1. Our School and kindergarten employs teachers and assistants who
have the appropriate qualifications:

a) School Teachers must have the appropriate qualifications required to
meet state standards, and must be registered by the Victorian Institute
of Teaching.

b) Kindergarten teachers must have qualifications approved by the
Department of Early Childhood and Education.

C) School and Kindergarten teachers have qualifications or training from

a Steiner/ Waldorf based Adult education centre, and/ or extensive
experience as a teacher in a Steiner/ Waldorf School. If there has
been no formal Steiner training, this may be done concurrently with
employment at the discretion of the Teacher Development Manager
and Facilitator.

d) All assistants will be encouraged to obtain qualifications in Integration
Aide / Teacher Aide (Certificate of Education).

The Staffing Manager and Facilitator in consultation with the College of Teachers are responsible
for the employment of all the teaching staff at the school.



2. Employment procedure

a) The College of Teachers, in line with the strategic plan developed by
SC, ascertain the necessity for a new member of teaching staff.

b) The Staffing Manager draws up a proposal, considering the School's
requirements in terms of skills, aptitudes and time fractions.

c) The Staffing Manager discuss the proposal with the Business

Manager, who investigates legal requirements and financial
considerations. The Staffing Manager draws up a formal job
description, with terms and conditions, in conjunction with the College
of Teachers.

d) Should extra staff be required, the Facilitator brings the considered
proposal to the School Council for consideration and comment. The
Staffing Manager will review the proposal in the light of any comment.

e) An interview panel is established, which may consist of teachers,
administration and SC members.

f) New positions will be advertised in the wider community.

9) Appointments will be made to the applicant who has appropriate

gualifications or the equivalent thereof. Applicants must demonstrate
a commitment to developing a deeper understanding of Rudolf

Steinerds educational phil osophy.
h) The decision to employ an applicant will be made by the interview
panel.
i) The successful applicant will be givenawr i tt en AOf fer of

which details their appointment, statement of terms and conditions
upon which the AOffer. of Employmento

3. Final acceptance of the applicant is conditional on:

a) Receipt of proof of qualifications.
b) Receipt of copy of teacher registration in Victoria.
c) Receipt of satisfactory Police check.

d) Receipt of signed Offer of Employment
Notwithstanding the above, the applicant will be conditional to a 6 month probationary period.
4. Dismissal procedure
The dismissal of teaching staff is the joint responsibility of the Facilitator and Staffing Manager. Any
dismissal of staff, however, will be carried out according to the guidelines set out in individual
contracts, and once implemented, the FCSS Enterprise Bargaining Agreement.
B. Performance Review Process
All staff will undergo an annual performance review. This process is intended to be a system for
self reflection and peer feedback as to work performance and developmental needs. The process
will be as follows:

1. Areview panel for each staff member will be convened and will consist of:

a) A senior teacher of the school (3 years experience or more) and/or a
relevant mentor/peer from another Steiner School and the Facilitator.

2. The process will consist of:



d)

The staff member completing a self reflection questionnaire.

Questionnaire to be given to review panel 3 working days before the
review interview.

The Facilitator and the staff member reviewing pre-determined and
agreed upon KPI 6s

A review interview is to be completed by the end of November each
year.

A written record of the reflection questionnaire with notes from the discussion will be signed off by
all those present at the interview and kept on each staff members file.

C. Unsatisfactory performance

This policy sets out the procedures to be followed where a problem arises in relation to a staff
member's performance of duties. The procedures outlined below apply to all employees in
accordance with their terms and conditions of employment.

1. Wher e

i ssues of concern in an empl oy

be taken to address them.

2. They will be addressed by the Staffing Manager and Facilitator.
3. This policy is based on the following premise:

a) Complaints about performance must be clearly outlined and where
there are letters or documents involved, the employee has a right to
see the information set out in a letter of complaint. The Facilitator
reserves the right to not provide the actual letter in cases where the
letter may be offensive or deemed particularly hurtful to the employee.

b) The employee has the right to respond fully to the complaint.

4. To establish the validity of the complaint an investigation may take place. This

investigation will be chaired by Staffing Manager and Facilitator according to the
Formal Procedures outlined below.

5. Where the validity of the complaint has been ascertained, there is a need for on-
going monitoring. This involves:

a)
b)
c)
d)

The setting down of clear guidelines about what is expected

A timeline for assistance and monitoring;

A clear, agreed procedure for monitoring and reporting.

The employee also has the right to know as the procedure progresses
whether or not things are moving satisfactorily. Indeed, this should be
the basis for the program of assistance, which should be running
concurrently with the review process.

D. Formal Procedures

The following procedures are to be used in serious circumstances or when the informal procedures
(outlined above) for resolving problems have not resulted in a satisfactory outcome, and a more
formalised process is heeded to warn, censure or reprimand, or dismiss an employee

10
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1. The Interview - If, after a review of initial evidence has been carried out, and the
Staffing Manager and Facilitator are satisfied that there is substance to the
allegation of unsatisfactory performance and wish to investigate it further, an
interview should be arranged with the employee.

2. The employee should be advised of the interview in writing and that advice
should include:

a) The time and place of the interview;
b) The general nature of the matters to be discussed; and
c) The empl oyeeds r i ghheirchaicepgresente a per so

3. At the interview:

a) The employee may have their support person present, if desired.

b) Notes of the meeting will be taken by the Facilitator and/or Staffing
Manager.

c) Details of the unsatisfactory or deficient performance should be

provided to the employee. They should be in sufficient detail to enable
the employee to adequately respond and address the issues raised;

d) The employee should be given an opportunity to respond to the
allegations and to raise any other matters which the employee
considers to be relevant. If the employee wants time to consider the
matters raised it may be allowed, but it may be limited to the shortest
reasonable time.

4. Subsequent Procedures - Within five working days following the interview the
employee shall be informed in writing that:

a) No further action is necessary; or

b) There is need for improvement in performance and the matter will be
reviewed at a date to be determined; or

c) There are specific matters which have caused concern and that any

recurrence of these matters may result in further action being taken by
Staffing Manager and Facilitator; or

d) Steps will be taken, where appropriate, to offer the employee
appropriate advisory or counselling services; or

e) If the employee is to be disciplined, the nature of the disciplinary
action; or

f) Such other steps as regarded appropriate by the employer are to be
taken.

5. Where the employee is advised that his/her performance is to be reviewed at a
later date, the Staffing Manager and Facilitator will inform the employee in writing
of:

a) Aspects of the employeebs work that
of the improvement required,;

b) The method that will be used to conduct the review;

c) The names of the people who will be conducting the review;

d) The appropriate time(s) at which the reviews will be conducted; and

e) The nature of any special assistance that will be made available to the

employee during the course of the review.
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6. At the end of the review period as mentioned above the employee will be advised
in writing that:

a) The process of the review has been completed and that the required
i mprovement in the employeebs perfor
b) The process of review is to be extended; or
c) The process of review has been completed and that the required
improvement i n the employeebds performanc

7. Termination

If a decision is taken to terminate employment, the employee should be notified
of the decision to terminate his/her employment as soon as practicable in a
formal meeting conducted by the Facilitator and Staffing Manager. This advice
should be in writing and should:

a) Confirm that the employee had an opportunity to be represented,

b) Confirm that the employee had an opportunity to respond to the
allegations;

c) Note that the Staffing Manager and Facilitator have considered all
material, including the employeeods r

d) Advise that the employeebs empl oy mer
reason for the termination;

e) Advise of the date of the termination. Regard must be had of any

contract, award, enterprise agreement or legislative provisions
regarding the process and the provision of sufficient notice, where
applicable.

f) Arrangements for the notice period shall be as per the proposed
Enterprise Agreement for FCSS.

As soon as practicable, pay all award and legal statutory entittements to the employee. While
employees are allowed to work out their notice period, the Staffing Manager and Facilitator after
consultation with the Business Manager may wish to make a payment in lieu of notice or for the
employee to work part of the notice period and receive part payment in lieu.

E. Professional Development

1. The FCSS is committed to supporting staff with their ongoing professional
development and to that end will allocate within the budget annually, an
entitlement of at least $2000 for each full time employee, with a pro-rata
allocation for each part time employee.

2. Funding will be at the discretion of the Teacher Development Manager, after
consultation with the COT and Business Manager with regard to available
budget.

3. the Facilitator may also determine areas of professional development, particularly
in areas of student welfare.

4. A proposal in writing from the teacher/staff member indicating their interest in a
particular professional development activity and how that activity will benefit
FCSS, the students and the employee will be made to the Teacher Development
Manager.

12



5. This proposal will be considered and approved by Teacher Development
Manager in consultation with COT according to its merits and the needs of the
school, the students and the employee.

6. Proposals may be wholly or partially funded by the school.

7. Areas considered to be important in professional development include:
Artistic
Anthroposophical

Work skills related
Pedagogical

Child development
Peer group conferences
Curriculum

First Aid

Student welfare
Communication

= =4 =8 -8 -8 -8 -8 _8_8_9

7. The school will support continuing PD in a variety of ways including:

1 Allocated days for whole staff curriculum development.

1 Provision for attendance at workshops, seminars and
conferences.

1 Guest speakers.

1 Glenaeon/Parsifal Class Intensive workshops.

1 Child and Teacher studies in College of Teachers meetings.

1 Attendance at Melbourne Rudolf Steiner School teacher
training.

1 A regular study group.

1 School visits.

F. Occupational Health & Safety Policy

FCSS is committed to providing a healthy and safe working and learning environment for all our
staff, students and visitors. This is not only a legal requirement: it is an integral part of the way we
deliver educational outcomes. In accordance with the Occupational Health and Safety Act 2004
(Vic.) FCSS undertakes its responsibility to meet and to provide a healthy and safe workplace.
Where necessary, procedures and practices will be developed to ensure that all tasks are carried
out safely and without risk to health. FCSS OH&S representatives will consult with staff to identify
and resolve health and safety issues. They will ensure that the ways we deal with health and safety
issues are regularly reviewed and improved if necessary.

1. The FCSS OH&S representatives are accountable for implementing health and
safety procedures and practices within the areas of their responsibility.

2. Inaccordance with the OH&S Act, FCSS expects all staff members to take care
for their own health and safety, and the health and safety of others. Staff
members are expected to report health and safety issues and to co-operate
with the actions taken by the school to protect their health and safety.

3. The OH&S representatives are the person
program.

13



[ll.  ADMINISTRATION

A. Entry Age Policy

Children are enrolled into a group according to the year of their birth within the guidelines laid down
by the Department of Education and the Department of Education and Early Childhood

Devel opment. Age of entry has some flexibility

Children will be enrolled in:

Pre-Kinder (3 year old), generally, during the year they turn 4 years of age;

Kindergarten (4 year old) the year they turn 5 years of age;

Prep program the year they turn 6 years of age;

To be eligible to enter into Class 1, a child must be turning 7 by the end of the December of
their Class 1 year

= =4 —a =9

Any variations to this must be discussed and approved by the College of Teachers after a thorough
assessment of the situation. This assessment may be carried out by teachers to ascertain the
chil dess.t ead

B. Enrolment Policy

This enrolment policy has been formulated as a guide to the administrative processes of enrolment
and admission to the Freshwater Creek Steiner School and Kindergarten to detail the age of entry
for students at each level of schooling, to define the procedure for enrolment, acceptance and
leaving the school, and to outline school expectations surrounding children with additional needs. A
clear process helps teachers to receive the child into their class with knowledge and forethought so
that the needs of the child can best be met. Each child finds their way to the school through their
own varied and interesting circumstances. FCSS is open to all children irrespective of religion, race
or gender and of varying abilities, based on the principle that every child is gifted in one or more
ways, whether academic, social, practical, cultural or other.

1. Enrolment Conditions

a) Enrolment decisions will not discriminate on the basis of any of the
attributes listed in the Equal Opportunity Act 1995 (Vic).

b) Before acceptance of full enrolment prospective students will
undergo a trial period of up to 5 days.

C) Continued enrolment is dependent upon adherence to the school
policies.

d) Parents attend the class meeting offered early term one and three.

2. Enrolment Procedure

a) After the initial parent enquiry, an information pack is forwarded to
the prospective parent /guardian including:
1 Student Application for Admission
1 Student Enrolment Form (including immunisation status)
| Fees/Tuition Schedule
q Freshwater Creek Local Excursion Permission and Medical
Authority form.
1 Education Maintenance Allowance Form
1 Travel Conveyance Form
q Current annual event calendar

at
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b)

d)

f)

9)

Intention to enrol a child is made using the Student Application for
Admission form and a non-refundable application fee of $50 per
child is required.

To maintain a place for each child re-enrolling in a primary school
class the following year a $50 holding fee will be placed on the
invoice in Term 3. This deposit will be applied to your fees in the
new year. This deposit is refundable for an enrolment withdrawal,
only if we receive written notification of the withdrawal at the
beginning of Term 4.

The relevant teacher will contact parents/guardians to inform them
of a place on the waiting list, and arrange an initial interview at a
mutually agreeable time. Both parents, where possible, (even if
separated) will be asked to attend the interview. The purpose of this
interview is to ascertain an overall picture of the child, their family
and the class group that they would be entering. For students
enrolling into the Primary School, scholastic and/or Extra Lesson
assessments may be requested by the interviewing teacher, along
with work samples, drawings and paintings, school reports and
contacts from previous schools.

Parents/guardians will be invited to share information about their
child/renés devel opment al and
picture of the prospective student during the interview. Relevant
information wilbenot ed and the suitabil
for t he chil doés gr owt h and

expectations wil/ be discussed.

previous school/s in an attempt to further enhance the picture of the
prospective student may be requested. (Please refer to the Privacy
Policy).

After the initial interview all prospective students enrolling into the
Primary School (not including Kindergarten) will have a trial period

of up to 5 days. Kindergarten applicants must fillin an fiexpr ess
of interestdo form with a $50 deposit

If the number of applicants for any class exceeds the number of
places (Kindergarten 16, Prep 18, Class 1-6, 25) available the
applicant is entered on a waiting list. The College Of Teachers will in
no particular order take the following factors into consideration when
offering a vacancy in an existing group from the waiting list:

1 The degree of parental support
behaviour;

1 The degree of support for and commitment to Steiner
education;

1 Fee paying record of the family;
q Children with siblings at the school;
q Transfer from another Steiner School;

heal t
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3. Acceptance Procedures

After the trial period the prospective student may be offered a place in the school. Administration
staff will send a Letter of Acceptance to the family with all relevant school forms for completion
(anaphylaxis management plan i if applicable, medical release, family information, immunization
status). This letter will specify the starting date for the child/ren. The family must meet with the
Business Manager to review paperwork and fees policy.

4. Declining An Offer

a)

b)

The College of Teachers reserves the right to decline an offer of
enrolment to a child based on documented educational grounds.
Such exclusion should not infringe the rights of a child, or
discriminate against a child for any reason. Communication with the
parents/guardians on reasons for non-acceptance of an enrolment
application will be given in writing.

Should a family fail to pay fees and not communicate with the
Business Manager of the school regarding a fee agreement or fee
assistance, for a period of two
may be cancelled.

5. Leaving School Procedures

a)

b)

c)

d)

f)

9)
h)

Withdrawal from the school requires 10 school weeks written notice
(excludes any holiday weeks) to be submitted to the Administration
Office.

In the event of the withdrawal of a student from the school without
the specified 10 weeks notice, 10 weeks of fees payable in lieu
thereof will be required.

If the child is absent from school for an extended period(s) without a
val i d family/ medical reason,
enrolment, and there will be no guarantee of a place being held for
the child at the school. If a Teacher receives verbal notification of
withdrawal of a student, the office must be notified immediately.

The relevant Class Teacher in consultation with the College of
Teachers will manage any contact requested by the child's next
education placement.

An exit interview will be offered with the parents of all students who
leave the school. This is organised through the class teacher and
involves a meeting with the leaving parent(s), the class teacher and
a member of the COT. There is also an alternative option of
completing a questionnaire.

A register of exited students along with their destinations will be
kept on record in the school office. This will also include any details
of follow up that is needed.

The exited students file containing records and documents will be
kept on record at the school.

The exited students new school will be contacted and any
documents and reports needed will be forwarded to the school.

or
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6. Children with Additional Needs

a)

b)

d)

f)

9)

h)

)

k)

The school will work within the parameters of the Disability
Discrimination Act, in dealing with applicants from children with
additional needs

If during the class teacher/parent interview it becomes apparent that
the child will require additional educational support, further
discussions will be held on the appropriate educational program for
the child, including what reasonable adjustments can be made by
the school.

The parent will be informed by the Class Teacher and Business
Manager in the Interview, of the limited funding allocation available
to children with special needs in the Independent School System,
(Currently this is between $1,000 - $3,000 through AISV
applications, due in September each year). Medical reports are
required as part of this application process to AISV.

Parents must be given a realistic pict ur e of t he
resources available for any special needs program which may be
offered by the school to children with disabilities. It must remain the
choice of the parent to proceed or not with the enrolment application
based on this information.

Further assessments of the educational needs of the child may be
made in order to determine what adjustments to school programs or
facilities are deemed necessary.

Children entering the Primary School may be required to participate
in remedial tutoring and/or Extra Lesson sessions to address gaps
in their learning or learning difficulties. Assessment and referral for
additional assistance may occur at any time during the child's time
at school.

The Class Teacher will advise parents as to whether their child
requires an assessment by the school's Extra Lesson Practitioner, in
order to provide a clearer picture of any aspects of the child's
development which may suggest that they will need ongoing
support. The teacher will explain in detail what Extra Lesson is, what
students engage in and what it is intended to achieve.

In the first instance, the school's Extra Lesson Practitioner will
conduct an assessment to indicate the child's developmental
milestones and learning abilities (visual, auditory, processing).

If more specialized assessments, or other support therapies, in
relation to visual, auditory, learning and/or behavioural aspects of
the child's processing are recommended by the Class Teacher
and/or Extra Lesson Practitioner, then parents will be expected to
make every reasonable attempt to access these services.

If, as a result of any educational assessments the child is identified
as having additional needs, above and beyond the Extra Lesson
program, the school will ask the parents to cooperate with the
process of applying for funding for any extra support if appropriate.

If the Class Teacher considers that it is in the child's best interest to
have one-on-one support, these options will be explored with the
parents.

schoo
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C. Fees Policy
1. Payment Procedures

Fees are payable at the beginning of each term within three weeks of each school term or by
regular instalments in advance as per the Fees Payment Plan. Invoicing will occur at the beginning
of each year. (Note for Terms 3 & 4, invoicing will occur at the end of Term 2). Payments may be
directly deposited into the School 6s Bendigo
a Bendigo Branch or by direct transfer using internet banking. (When making a payment in person,
please ask the teller to record your name against your deposit). Payments may also be made by
cash, cheque or EFTPOS to the school administration office.

*Contributions to the school in the form of time, labour or gifts will not be able to be used to offset
School Fees.

2. Fees Procedures

Fees are payable in accordance with this Fees Policy and Fees Schedule.

a) For start of school year enrolments, families will be required to meet
the 10 month Fees Instalment Plan.
b) For start of school year enrolments families will be required to pay

an enrolment fee equal to the 1st fee instalment at the time of
enrolment. This payment will be applied directly to fees.

C) For Mid-year enrolments, families will be required to pay the first fee
instalment prior to commencing schooling (N.B. Fees Instalment
Plan will be catered to time of entry).

d) Late payments incur a $20 per month late fee.

e) Fees may be paid via cash, cheque or EFTPOS at the school office
or direct deposit at the Bendigo Bank or internet transfer.

3. New Students

New students commencing in the first four weeks of a school term will be invoiced for a full school
terms fees and from week five onwards will be invoiced for half a school terms fees.

4, Concessions

The FCSS wishes Steiner Education to be available to all children. Children whose parents are
holders of Pensioner or Health Care Cards may be entitled to a Pre School Grant (Kindergarten) or
an Education Maintenance Allowance (School).

5. Conveyance Allowance

School families living more than 4.8km from the school are eligible for a Conveyance Allowance
from the Government; this is to assist with travel expenses. The conveyance allowance is paid on a
guarterly basis, and can be deducted from your school fees or received as a cheque.

6. Discounts

Payments in full at the beginning of the year are entitled to a 5% discount and a further 5% donation
to the building fund which may then be tax deductable. All instalment payments made on time are
entitled to a 5% discount per payment. Late payments are subject to a $20.00 administration fee.
Sibling discounts apply from Prep upwards. A sibling discount of 30% applies to the 2" child, 40%

bank
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for the third child and the fourth and any subsequent children are free. Staff discounts also apply.
The sibling and staff discount applies to tuition fees only.

7. Building Fund Levy

The Building Fund levy is $100 per family for the year. The Building Fund finances Capital Works
at our school and hence is a vital part of establishing our new buildings and grounds. This levy is
voluntary and we urge families to contribute. This account will be issued at the beginning of the
year and any donations to the Building Fund are fully Tax deductible. The FCSS gratefully accept
additional donations to the Building Fund.

8. Notice of Leaving

Withdrawal from the school requires 10 school weeks written notice (excludes any holiday weeks)
to be submitted to the Administration Office. In the event of the withdrawal of a pupil from the
school without the specified 10 weeks notice, 10 weeks of fees payable in lieu thereof will be
required.

| f the child is absent from school for a pr
enrolment, and there will be no guarantee of a place being held for the child at the school.

9. Late Fees

Fees are payable in full or by a pre-arranged payment plan. If either method is not adhered to a
$20 per month administration charge will be applied to your account. Fees that become overdue by
more than one school term or students who leave the school with an outstanding account may be
referred to a Debt Collection agency and families may also be responsible for any associated costs
in collecting the debt. Should difficulties in payment occur, any payment plan negotiated must be
paid in full within one year. After that time, the enrolment will be terminated. If a payment plan is

ol ong

not negotiated thenth e School reserves the right to terminat

10. Other Iltems

Other items such as musical instruments, support education and extra curricular activities such as
excursions or camps, are over and above the tuition fee and will be billed where applicable.

D. Donations

All contributions to the school in the form of goods or service will be gratefully received as a
donation. This school cannot offer discounts on any fees or charges as a result of donations. Use
of donations will be allocated at the discretion of the School.

E. Privacy Policy

1. FCSS is bound by National Privacy Principles contained in the Commonwealth
Privacy Act, 1988 in how the School uses and manages personal and sensitive
information provided to or collected by it.

2. The School may, from time to time, review and update this Privacy Policy to take
account of new | aws and technology,
practices and to make sure it remains appropriate to the changing school
environment.

3. The type of information the School collects and holds includes (but is not limited
to) personal information, including sensitive information about:

chan
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a) Students and parents and/or guardians before, during and after the
course of a studentoés enrol ment

b) Job applicants, staff members, volunteers and contractors; and

C) Other people who come into contact with the School.

The School will generally collect personal information held about an individual by
way of forms filled out by Parents or students, face-to-face meetings and
interviews, and telephone calls. In some circumstances, the School may be
provided with personal information about an individual from a third party, for

example, a report provided by a medical professional or a reference from another
school.

Students and Parents: In relation to personal information of students and Parents,
t he School 6mposepaf coleationyis t@ enable the School to provide
schooling for the pupil. This includes satisfying both the needs of Parents and the

needs of the student throughout the whole period the student is enrolled at the
School.

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

at

ma t

a) To keep Parents informed about
schooling, through correspondence, newsletters and magazines;

b) Day-to-day administration

C) Looking after st,sodiaant mellicabnetllbbaingt i on al

d) Seeking donations and marketing for the School

e) To satisfy the School 6s | egal

discharge its duty of care.

In some cases where the School requests personal information about a student or
Parent, if the information requested is not obtained, the School may not be able
to enrol or continue the enrolment of the student.

Job applicants, staff members and contractors: In relation to personal information
of job applicants, staff members and
collection is to assess and (if successful) to engage the applicant, staff member
or contractor, as the case may be.

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

a) I n administering the individual

case may be;
b) For insurance purposes;
C) Seeking funds and marketing the School,

d) Tosatisfy the School s | egal req

10. Volunteers and Working with Children Check: The WWC Check helps to protect

11.

children from sexual or physical har
for serious sexual, serious violence or serious drug offences in particular 1 and
also findings from certain professional disciplinary bodies such as the Victorian
Institute of Teaching (VIT) and the Suitability Panel established under the
Children, Youth and Families Act 2005.

Subject to 13) below, the School may disclose personal information, including
sensitive information, held about an individual to:
a) Another school;
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b) Government departments;

c) Medical practitioners;

d) People providing services to the School, including specialist visiting
teachers and sports coaches;

e) Anyone else the person is involved with that authorises the School to

disclose information to.

12. I n referring to fisensitive informationo,
a personods racial or e t sh meligion, t@adeiugidn rors , p o
other professional or trade association membership, sexual preferences or
criminal record, that is also personal information; and health information about
an individual.

13. Sensitive information will be used and disclosed only for the purpose for which it
was provided or a directly related secondary purpose, unless otherwise agreed,
or the use or disclosure of that sensitive information is allowed by law.

14. The School s staff are requiraeadiendsdeapd
Parentsdo personal information and the pr|
place steps to protect the personal information the School holds from misuse,
loss, unauthorised access, modification or disclosure by use of various
methods including locked storage of paper records and pass worded access
rights to computerised records.

15. The School endeavours to ensure that the personal information it holds is
accurate, complete and up-to-date. A person may seek to update their personal
information held by the School by contacting the Administrator of the School at
any time.

16. The National Privacy Principles require the School not to store personal
information longer than necessary.

17. Under the Commonwealth Privacy Act, an individual has the right to obtain
access to any personal information which the School holds about them and to
advise the School of any perceived inaccuracy. There are some exceptions to
this right set out in the Act. Students will generally have access to their
personal information through their Parents.

18. To make a request to access any information the School holds about you or your
child, please contact the School Administrator in writing. The School may
require you to verify your identity and specify what information you require. The
School may charge a fee to cover the cost of verifying your application and
locating, retrieving, reviewing and copying any material requested. If the
information sought is extensive, the School will advise the likely cost in
advance.

F. Fundraising
1. Itis School policy that all fundraising activities are subject to the approval of the
President of Parents and Friends under the direction of the Business Manager

and the Facilitator

2. All fundraising activities will reflect the ethos & image of the school as interpreted
by the Facilitator and the Marketing Committee.
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3.

4.

Generally all monies raised will be donated to the School for general revenue,
however fundraising activities may be undertaken with the purpose of directing
monies towards a specific area of the budget after approval from the Facilitator is
received.

All money raised under the auspices/banner of the FCSS will be duly submitted
to the Business Manager and banked in an appropriate School account.

Policy ratified by council on 19" November 2009.Policy to be reviewed no later than 19" November 2010.

IV. PUBLICITY AND PUBLIC RELATIONS

All members of the school community are responsible for maintaining the good image of the school.

A. Communications policy

1.

Staff at FCSS will make every effort to communicate openly and effectively all
relevant (though not confidential) matters to the school community.

How we work together to manage and run the school is another way we teach
our children the values and ways of being we believe are important in our
modern world. We continually seek the organizational forms and processes that
are effective and right for our school. That is not easy. It is a task requiring
constant diligence and wakefulness, but one which provides opportunity for
growth in all of us.

The College of Teachers is the educational guide of the school's life. It meets
each week after School except 1st and last week of term.

Please appreciate that first thing in the morning the teacher is preoccupied with
starting the day with the class and would not be able to give you their undivided
attention. Because of this, the school requests that you make an appointment
with the teacher. If a matter needs to be taken further please see the Facilitator.

Matters you wish College to consider can be raised through your Class Teacher,
any college member or by writing to the College of Teachers.

The Business Manager will assist you with any financial matters and the office
staff will direct your enquiries to the appropriate person.

Each class has two Carers who volunteer to work alongside the Class Teacher
where help or support is needed. This may include welcoming new parents into
the class, being aware of families in need (with permission from the family) and
encouraging all parents to become involved in class and whole school activities.
In general they facilitate communication between members of the class and the
school.

B. Marketing

1.

The Marketing Group under the direction of the Facilitator is responsible for
undertaking/coordinating all publicity and public relations activities of the school.
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2. The Marketing Group is a standing task group of the school community.
Membership is at the invitation of the Facilitator.

3. Any representation of the school in the public domain must be referred to the
Facilitator and Marketing Group for approval.

F. Newsletter

1. The school prints a weekly newsletter, which is distributed via the eldest child to
each family in the school, or emailed to families. This newsletter contains a diary
of coming events, editorial, various announcements and notices to the school
community, brief notes from class teachers to their class parents, educational
information pertaining to student welfare and development, and a small section
for personal classified advertisements.

2. The newsletter is printed each week. The deadline for entries is 12:00pm the
day prior to printing. Please respect the deadlines, which have been set to
ensure the newsletter is distributed on time.

3. The College of Teachers and Administration reserves the right to edit all
submissions.

G. Electronic Communication Policy

The el ectroni c communicati on and i nformati on
educational resources. These resources are made available to enhance the educational
experiences of students and to provide staff members, and independent contractors where
engaged, with the tools necessary to i mplement

1. This Policy specifies the conditions applying to the use of the electronic
communication system of the School. The electronic communications system
includes the computer network, internet access facilities, computers and other
communication devices, including but not limited to:

] computers (such as desktops, laptops, PDAS);

] storage devices (such as USB and flash memory devices,
CDs, DVDs, floppy disks, iPods, MP3 players);

] cameras (such as video, digital, webcams);

] all types of mobile phones;

] gaming consoles;

] video and audio players/receivers (such as portable CD and
DVD players); and

] any other, similar technologies, as they come into use.

The electronic communications system includes but is not limited to all Internet,
Intranet and /or communications and all related applications, such as the
following:

email;

electronic bulletins/notice boards;

electronic discussions/newsgroups;

downloading or accessing files from the Internet or other
electronic sources;

publishing and browsing on the Internet (including Intranet);
files transfer;

E E
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1 file storage;

i file sharing;

| instant messaging;

| copying, saving and distributing files;

i viewing material electronically;

i printing material;

i subscriptions to list servers, mailing lists or other like
services;

1 weblogs (6bl ogsd) ;

i video conferencing; and

i streaming media.

The electronic communications system is available for the use of employees

under the conditions specified in this Policy. This Policy is to be read in
conjunction with other statements and policies made by the School and may be

amended from time to time.

Aut horised users of the School ds electror
to comply with this Policy. Failure to observe this Policy will result in disciplinary

action that could include termination of employment.

2. Authorised Use

Use of the School s electronic communi ca
related purposes is authorised with the issuing of a username and a password.

Employees are responsible for maintaining the security of their accounts and

their passwords. Passwords should be changed regularly, and be in the

prescribed format. All employees are required to take appropriate precautions to

prevent unauthorised access to their mailbox by logging off whenever the

accessed terminal or notebook is unattended.

3. Usage

The electronic communication system is an
internal and external communication systems. This system is available to
employees to facilitate efficient communication for work-related purposes.
Authorised users may use the electronic communication system for reasonable
personal purposes. Reasonable personal use means all non-work work related
use and includes Internet usage and private e-mails. Such use must not
contravene this Palicy or have any foreseen or unforeseen negative ramifications
for the School. Further, such use must not adversely affect, or could reasonably
be expected to adversely affect, personal productivity and professional
standards. Use may include personal transactions with online financial
institutions.

Personal use of t he School 6s el ectroni
acknowledgement that authorised users will be personally accountable for any

costs or other negative ramifications that may result from using the system.

As the School provides access to the electronic communication system, the

contents of the system, including e-mail messages, remain the property of the

School. From time to time, the School may examine or monitor the electronic
communications system, including all use made of the system and all records, for
operational, maintenance, compliance, auditing, security or investigative

purposes. The School reserves the right to monitor individual usage, including

electronic communications and websites visited. Where the School deems it
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appropriate or necessary, the School will inspect and disclose the contents of
electronic communication transactions in the course of an investigation triggered
by indications of misconduct or misuse, or to respond to legal processes, or to
fulfil its obligations to third parties.

4. Good Practice and Etiquette Governing E-mail Use

Care should be taken to ensure that the content, form, grammar and spelling of
all e-mail messages meet the professional business standards required by the
School for all forms of correspondence and comply with all statutory obligations.
As there is sometimes some uncertainty as to whether a message has been
received, it is good practice to acknowledge receipt of a message.

All users are reminded that electronic communications may not be secure, and
from time to time, communications may find their way to an audience beyond that
originally intended. For example, electronic communications are capable of being
forwarded without the express permission of the original author. Therefore,
users must exercise caution in the transmission of messages.

Where the author of a document wishes to minimise the possibility of a document
being altered by the recipient, the document should be sent in a format with
protection from alterations. This format should be adopted where the School
seeks to protect its intellectual property.

5. Differentiating between Personal Correspondence and Authorised
Representation

As each authorised user is identifiable as having an account at FCSS, it is
necessary to differentiate between personal views and opinions and the official
views of the School.

The Facilitator or other authorized person may specifically delegate responsibility
to authorised employees to represent the School in a professional capacity from
time to time. In other circumstances, a disclaimer advising that the views and
opinions expressed represent those of the writer and not the School is required.

6. Form of Messages

All messages should contain:

appropriate salutations;

sender s name and titl e;

name and contact details of the School,

standard School disclaimer which may or may not be added
automatically.

= =4 —a —a 9

7. Publishing

Authorisedus er s wi shing to use the School 6s el e
publish information relating to, and on behalf of the School, must obtain prior
permission from the Facilitator.

The School logo and designs are the property of the School and may only be

used with the express authorisation of the Facilitator.

8. Communication with the School Community
Authorised users, such as staff members, are expected to acknowledge

electronic communications from the School Community. Where a direct
response is not appropriate, the staff member should provide a polite reply
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acknowledging the inquiry and indicating that a formal reply will follow.
8. Communication with Parents

Where parents communicate with members of staff via email, staff members
must observe the following guidelines:

a) The staff member should acknowledge receipt.

b) The Facilitator must approve any communication concerning matters
relating to School policy.

c) E-mail must not be used when dealing with sensitive, pastoral or
confidential matters.

d) Staff members should be wary of providing advice by E-mail. Advice
is often best communicated in discussion, whether in person or by
telephone.

10. Acceptable and Unacceptable Electronic Communications

Acceptable messages include:

T replying to messages, provided the reply does not
contravene this Policy or any other policy of the School,
1 contacting  persons/organisations for legitimate and

reasonable work-related purposes; and reasonable personal
use, as outlined above.
Unacceptable messages include:

1 ordering any product or service on behalf of the School
unless specifically authorised;
| highly confidential information, unless encryption has been

enabled; and any prohibited use, as outlined below.

The use of any privately-owned/leased electronic communications

equi pment/ devices on t he Sdatedartlvig,anushet e, o
appropriate to the School environment. This includes any images or material
present/stored on  privately-owned/leased  electronic  communications
equipment/devices brought onto the School site, or at any school-related

activity. This also includes the use of mobile phones.

Authorised users must not attempt to download, install or connect any software
or hardware onto School electronic communications equipment, or utilise such
software/hardware, unless authorized by the Facilitator.

11. Prohibited Use of the Electronic Communication System

Messages are neither private nor secret and can be easily misconstrued by
recipients or mistakenly sent to the wrong recipient. In Australia, State and
Federal legislation prohibits the transmission of e-mail messages that contain
objectionable material. For example, e-mails that may appear humorous and
innocent can be unlawful and infringe racial and sexual discrimination and
harassment policies.
Prohibited wuses of the School és electron
conduct that:

a) violates or infringes the rights of any other person, including the

right to privacy;
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b)

d)

f)

9)

h)

contains real or potentially defamatory, false, inaccurate, abusive,
obscene, violent, pornographic, profane, sexually-explicit, sexually-
oriented, threatening, racially-offensive or otherwise biased,
discriminatory or illegal or any other inappropriate material,

has instructions on the manufacture and/or use of illegal and/or
dangerous products, substances or materials or any other illegal or
subversive activity;

involves gambling, or actions that could be construed as gambling;
violates any other School policy, including prohibitions against
harassment of any kind;

sends confidential messages and information to personnel to whom
transmission was never authorised by the School, including persons
within the School Community and persons/organisations outside
that Community;

accesses copyright information in a way that violates copyright. The
copyright material of third parties (e.g., software, articles, graphic
files, music files, database files, video files, text and downloaded
information, etc.) must not be used without specific authorisation.
attempts or succeeds in obtaining unauthorised access to electronic
communication systems, attempts to breach any security measures
on any such system, attempts to intercept any electronic transmits.
broadcasts unsolicited personal views contrary to school policy on
any matter,;

fails to use the system as prescribed, thus permitting infection by
computer virus or deliberate infection by computer virus;

involves advertising , political lobbying or the conduct of business
for another organisation;

propagates chain e-mails or forwarding messages to groups or lists
without the consent of the user;

resul ts i n unaut hori sed external

communication system;

consumes excessive bandwidth;

interferes with the ability of others to conduct the business of the
School; or offends or potentially offends the ethos, principles and/or
foundations of the School.

Section 85ZE of the Crimes Act 1914. This applies to the offensive or harassing use of a
telecommunication service, including e-mail, and states that a person shall not knowingly or
recklessly:

a)

b)

use a telecommunications service supplied by a carrier to menace
or harass another person; or

use a telecommunication service supplied by a carrier in such a way
as would be regarded by reasonable persons, as being, in all the
circumstances, offensive.

Section 57(1) of the Classification (Publications, Films and Computer Games) Enforcement Act
1995 (Vic.) prohibits a person from using an on-line information service to publish or transmit or
make available for transmission, objectionable materia. An doéme i nf or mati on

to mean A a
transmi s s i
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dat a or(s. 66)angis tagable o extenglingaanesmails. Section
6objectionable material é tqg mean a

depicts, expresses or otherwise deals with matters of sex, drug
misuse or addiction, crime, cruelty, violence or revolting or
abhorrent phenomena in such a way that it offends against the
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standards of morality, decency and propriety generally accepted by
reasonable adults to the extent that it should not be classified; or

b) describes or depicts a person who is, or looks like, a minor under 16
engaging in sexual activity or depicted in an indecent sexual manner
or context; or

C) promotes, incites or instructs in matters of crime or violence; or
d) is unsuitable for a minor to see or play; or
e) is classified RC or would, if classified, be classified RC (where RC

means Orefused classificationd).

Section 3 of this Act furt her tocheahdpablicatioratmat 6 o b j
flacks serious literary, artistic, political, educational or scientific value and describes, depicts,
expresses or otherwise deals with matters of sex, drug misuse or addiction, crime, cruelty, violence
or revolting or abhorrent phenomena in a manner that a reasonable adult would generally regard as
unsuitable for minors. 0

In addition to sanctions or penalties that may be imposed by the School in relation to prohibited
uses, there are legal sanctions for improper use of the electronic communication system (e.g.,
sections 247A 1 247] of the Crimes Act 1958 (Vic.)).

Where, in the context of the above list, there is doubt about the appropriateness of the information
being communicated, this matter should be discussed with the Facilitator.

12. Consequences of Unacceptable and/or Prohibited Use

The School will take disciplinary action against any person found to have engaged in an
unacceptable or prohibited use of t h e DBaplinarg
action may include termination of employment.

Employees are advised that unacceptable and/or prohibited use may contravene State and/or
Federal legislation. Legal action may be taken against any person in breach of, or allegedly in
breach of, these statutes.

Where there is a reasonable belief that illegal activity may have occurred, the School will report the
suspected illegal activity to the police.

The School reserves the right to remove material causing an undue load on the system.

13. Computer Viruses

Aut horised wusers should have an awareness o0
system will have software to prevent viruses coming onto the network, but staff members should
nevertheless not open attachments that are in any way suspicious. Upon receipt of a message with
an unknown or suspicious attachment the Facilitator should be notified.

14. Monitoring of Electronic Communication

Employees are responsible for regularly checking their received electronic communication to ensure
a timely and professional approach is maintained in all School-related communication.

The School may use filtering software to restrict access to information and messages which may be
in breach of this policy. The possible failure of such software to block such information should not
infer any legitimacy or compliance with this policy.

15. Personal and Financial Information

FCSS will not be liable for any loss incurred by a person, including an employee, who provides
personal information, including bank and credit card details over the Internet or via Internet e-mail.

ecti
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16. Disclaimer

FCSS makes no warranties of any kind, whether express or implied, in relation to the electronic
communication system.

The School will not be responsible for any damage, including loss of data resulting from delays,
non-delivery, etc suffered by any employee using the electronic communication facilities. Use of any
information obtained via the I nternet i s at
accuracy or quality of information obtained through its computer network services specifically
denied by the School.

Policy ratified by council on 19" November 2009.Policy to be reviewed no later than 19" November 2010.

V. CODE OF BEHAVIOUR FOR SCHOOL COMMUNITY

The principal aim of the code of behaviour is to assist in the development of a school environment
in which personal growth and individuality are recognised and nurtured. The school environment is
viewed as a community, consisting of the students and members of staff and supported by the
parents of the children. The school community then caters for the needs and development of each
child within accepted codes of behaviour which are established by the College of Teachers and
supported by the community. The needs of the individual and the needs of the group are
considered in a way that is positive and fruitful for both.

Our aim is to develop attitudes and behaviour that enable children to have a healthy positive self
esteem to live comfortably in society as a fulfilled individual.

A. Community values
Values which the community strives toward:

t

STUDENT EXPECTATIONS STUDENT RESPONSIBILITIES
1 (Head) Truth Honesty
1 (Heart) Compassion Respectfulness
1 (will) Courage Responsibility

B. Codes of Behaviour
Both parents and students are requested to acknowledge their understanding and agreement with
their Expectations and Responsibilities.

he
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| expect to be taught in a Steiner environment,
one that allows me to develop my gifts of
thinking, feeling and willing.

I have the responsibility to respect the values and
traditions of our school and participate in all of the
rhythmso and rituals of

| expect to be considered with respect.

| have the responsibility to treat other children, my
teachers and school community members with
respect.

| expect to be taught by teachers who are fair,
competent and sympathetic to my needs.

It is my responsibility to cooperate and comply with
the instructions of all teachers and staff.

| expect the right to be happy and to be treated
with compassion. This means being able to
move about the school without being laughed at,
hit, pushed, threatened, or mocked in any way.

I have the responsibility to see that | do not laugh at,
hit, push, threaten or in any way mock other people
in our school. | also have the responsibility to make
sure that all members of our school community are
safe and are treated with compassion and respect.

| expect a positive, undisturbed learning
environment without interference or distraction
from other students.

It is my responsibility to not interfere with or distract
other students from their work.

| expect my property to be safe within the
School.

| have the responsibility to ensure that | do not
damage, steal or destr oy ot her so
property and that | take responsibility for my own

property.

| expect to be valued as a FCSS Student.

| have the responsibility to uphold the good name of
the school by my words, actions and appearance
and to behave at all times to bring credit to the
school.

What the child can expect from the school:

What the Parent can expect from the School

PARENTSO6 EXPECTATI ONS PARENTS®G RESPONSI BI LI TI

| expect my child to be taught in a Steiner | | have the responsibility to:

environment, one that aims to produce
individuals who are able, in and of
themselves to impart meaning to their lives,
through the education of the whole child,
heart, head and hands.

1 ensure my attitudes and behaviour reflect
Steiner teachings,

1 encourage my child to be respectful and

cooperative,

praise my childds ac

recognise my chil dés

positively gui de an

decision making,

1 encourage my child to accept their
responsibilities while at school.

E ]
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I expect my chil ddés €|l recognise that parents play a major role in the

talents and encourage them to strive for | education and development of their children. |

excellence. have a responsibility to:

1 contribute to the school community

1 encourage my child

1 without unreasonable expectation, support
the Steiner philosophy and curriculum.

M be informed about my

| expect that the FCSS will offer a high quality | It is my responsibility to pay my fees in full and
Steiner educational program. contribute to working bees and school events.

| expect that there will be opportunities forme | | have a responsibility to be informed about
to express Vviews abo(developments in the school and to use the
and that the school will undertake all of its | processes available in the school. This includes:
roles professionally and competently. i treating staff members with respect and
courtesy.
1 following the specified guidelines for
communicating with staff members.
respecting that staff members have rights.
co-operating and working together where
the child's behaviour has overstepped
accepted school standards.

1
1

| expect that my confidentiality and privacy is | | have a responsi bil]i
respected by staff members, volunteers and | confidentiality and privacy.
the school community.

For Teachers

Teachers at FCCS are all registered with the Victorian Institute of Teachers and as such comply
with the Code of Conduct developed for and by the Teaching profession. It identifies a set of
principles which describe the professional conduct, personal conduct and professional competence
expected of a teacher by their colleagues and the community.

It is based on the values set out in the accompanying Code of Ethics, namely:

Integrity
Respect
Responsibility

and draws on the Victorian Institute of Teaching's Standards of Professional Practice and codes of
conduct for teachers developed by schools and other registration authorities.

This Code of Conduct codifies what is already common practice within the teaching profession. Its
purpose is to:

1 promote adherence to the values teachers see as underpinning their profession

1 provide a set of principles which will guide teachers in their everyday conduct and assist
them to solve ethical dilemmas

1 affirm the public accountability of the teaching profession

1 promote public confidence in the teaching profession.
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The Code of Conduct is not a disciplinary tool.

The Code of Conduct will not cover every situation. There may be policies or procedures set down
by the school in which the teacher works, or there may be specific issues that are covered by an
industrial agreement or award.

For more information please refer to: www.vit.vic.edu.au

C. Sexual Harassment

It is the policy of FCSS that the learning and working environment is positive and supportive for all
members of the School community. Therefore, FCSS is committed to ensuring that the working
and learning environment is free from bullying, harassment, sexual harassment and discrimination.

FSCC aims to:

1 foster an environment where all members of the School Community are treated with dignity,

courtesy and respect;

promote appropriate standards of conduct at all times;

implement training and awareness-raising strategies to ensure that everyone knows their

rights and responsibilities; and

1 where necessary encourage reporting of inappropriate behaviour and provide an effective
procedure for resolving complaints in a sensitive, fair and timely manner and as
confidentially as possible.

)l
)l

This Policy sets out what constitutes discrimination, harassment, sexual harassment and bullying
and what you can do if you experience these things. It also details the complaints procedure which
FCSS has implemented to ensure that any form of discrimination, harassment, sexual harassment
or bullying is dealt with promptly, confidentially and impartially.

All employees have a responsibility to treat each other fairly and with respect. Individual employees
must also ensure that they do not discriminate against, harass, sexually harass or bully other
members of staff. Any reports of discrimination, harassment, sexual harassment or bullying will be
treated seriously and sympathetically by the School. Disciplinary action may be taken against
anyone found to be guilty of discrimination, harassment, sexual harassment or bullying.

1. Legislation

Both Federal and State legislation is relevant to the concepts discussed in this policy. This
legislation includes:

Federal:

Disability Discrimination Act 1992

Racial Discrimination Act 1975

Sex Discrimination Act 1984

Fair Work Act 2009

Australian Human Rights Commission Act 1996

Age Discrimination Act 2004

Equal Opportunity for Women in the Workplace Act 1999

Victorian:

Equal Opportunity Act 1995
Racial and Religious Tolerance Act 2001
Occupational Health and Safety Act 1995
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2. Discrimination

It is unlawful to discriminate against or harass a person in employment (or in the provision of goods
and services) on the basis of any of the following attributes or personal characteristics:

age;

disability or impairment (physical, intellectual, mental or psychiatric);
race, colour, descent or national or ethnic origin;

religious belief or activity;

sex;

gender identity;

transgender or transsexual status;

lawful sexual activity/sexual orientation;

family, marital, parental or carer status;

physical features;

political opinion, belief or activity;

industrial activity or membership of an industrial association;
pregnancy or potential pregnancy;

breast feeding;

medical record,;

criminal record;

employment activity; and

personal association with a person who is identified by reference to any of the above
attributes.

E R I I I e e e I |

Discrimination is treating a person with an identified attribute or personal characteristic less
favourably than a person who does not have the attribute or characteristic, who is otherwise in the
same or similar circumstances. Discrimination can be either direct or indirect.

a) Direct Discrimination

Direct discrimination is treating, or proposing to treat, a person less
favourably on the basis of an attribute or personal characteristic of

the person which is covered by equal opportunity law, regardless of

t he di scriminatorés moti ve and wh e
discrimination or consider the treatment to be less favourable.

b) Indirect Discrimination

Indirect discrimination is unreasonably imposing, or intending to
impose, on a person with an attribute or characteristic covered by
equal opportunity law a requirement, condition or practice that can
only be complied with by a higher proportion of people without the
attribute or personal characteristic. Awareness of the discrimination
is irrelevant. Indirect discrimination can occur when a requirement,
condition or practice which appears to be neutral, in fact has a
disproportionately negative impact on a particular group.

3. Family Responsibilities
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The Equal Opportunity Act (Vic) 1995 (the Act) makes it unlawful for the school to unreasonably
refuse to accommodate an employeebds parent al
arrangements either when offering employment or during the course of employment.

In considering a request from an employee and determining whether a refusal is reasonable in the
circumstances the following factors should be considered:

t

or

h e

e

1 the nature of the employeebs work and parent al

1 the nature and cost of arrangements required for an employee to fulfil their parental or carer
responsibilities;

1 the financial circumstances of the school;

1 the size and nature of the workplace and

1 the effect of flexible work arrangements on the workplace, including the financial impact on
the school;

1 the consequences for the school of having the flexible work arrangements; and

1 the consequences for the employee of not having the flexible work arrangements.

A request for flexible work arrangements will be assessed individually, based on the unique facts
and circumstances of each request.

Managers must not refuse any request for flexible working arrangements where the request is
related to disability, family responsibilities or other protected attribute without having first discussed
the matter with the applicant and the Facilitator and/or Business Manager.

D. Harassment

Harassment is a form of discrimination. Harassment is unwelcome and unwanted conduct based
on one of the attributes listed above that causes a person to be offended, humiliated or intimidated.

The reasonable person test applies. That is, would a reasonable person, given all the
circumstances, have anticipated that the behaviour would be found offensive, humiliating or
intimidating.

1. Sexual Harassment

A person sexually harasses another if he or she:

i makes an unwelcome sexual advance;
1 makes a request for sexual favours; or
1 engages in any other unwelcome conduct of a sexual nature;

in circumstances in which a reasonable person, aware of all of the circumstances, would have
anticipated that the conduct would cause offence, humiliation or intimidation.

Sexual harassment is unwelcome, uninvited conduct that is offensive from the view point of the
person harassed, regardless of any innocent intent on the part of the offender.

It is not behaviour that is based on mutual attraction between people or friends.

Sexual harassment may occur in a single incident or series of incidents.
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2. Types of sexual harassment

Sexual harassment can take many forms and can be physical, verbal or written. It is not just the
obvious harassment of unwelcome physical behaviour such as inappropriate touching, patting,
brushing up against someone or offensive gesturing. Sexual harassment can either be direct or
indirect.

Sexual harassment takes a variety of forms, including:

1 Sexual or suggestive remarks

1 Sexual propositions or requests for dates

1 Repeated questions about a personés private 1

1 Sexual jokes and innuendo

1 Physical contact such as touching, deliberate brushing up against a person, hugging etc.
against a personoés will

1 Offensive telephone calls, reading matter, email, screen savers, pictures, calendars etc.

1 Suggestive looks or leers

1 Sexually explicit conversations

E. Bullying

Bullying is repeated, unreasonable behaviour directed towards an employee that creates a risk to
health and safety.

Unreasonable behaviour is behaviour that a reasonable person, having regard to all the
circumstances, would expect to victimise, humiliate, undermine or threaten another.

Behaviour includes: actions of individuals or a group, and may involve using a system of work as a
means of victimising, humiliating, undermining or threatening.

Risk to health and safety includes risk to the mental or physical health of the employee.
Unacceptable behaviour makes the workplace uncomfortable, unpleasant and often unsafe. The
following types of behaviour, where repeated or occurring as part of a pattern of behaviour, could
be considered bullying:

verbal abuse

excluding or isolating employees

psychological harassment

intimidation

assigning meaningless tasks unrelated to the job

giving employees impossible assignments

deliberately changed work rosters to inconvenience particular employees

deliberately withholding information vital for effective work performance

=8 =4 =8 =8 =8 -8 -8 =9

The list is not exhaustive. Other types of behaviour may also constitute bullying. Bullying is usually
not a once off incident but could be if the once off incident is sufficiently serious.

Bullying does not include reasonable and legitimate actions of FCSS in managing an employee's

perfor mance, managing or altering an employeeods
counselling an employee.
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1. What can you do if you feel that you are being discriminated against,
harassed, sexually harassed or bullied?

If you feel you have been discriminated against, harassed or bullied, you should not ignore it. You
should keep notes on all instances of discrimination, harassment or bullying i dates, times, places,
witnesses (if any), together with what you said, did or felt.

If you feel comfortable doing so, then you may wish to address the issue with the person concerned
and request that the behaviour ceases. If you do not feel comfortable confronting the person and
the behaviour continues, then you should go to the Facilitator and discuss your complaint.

All complaints of discrimination, harassment, sexual harassment or bullying will be dealt with in

accordance with FCSS6és procedure which is set out be
issues and complaints in-house where possible. However, you can seek the assistance of an
outside agency, at any stage, if you wish.
2. What should you do if you consider you have witnessed bullying?
You should report the matter to the Facilitator

procedure which is set out below.
3. Complaints Procedure

FCSS will take any complaint under this policy very seriously and will invoke either the informal or
formal complaints procedure outlined below.

If an informal approach is taken but the desired result is not achieved, then a formal approach can
be adopted. If the complaint is sufficiently serious, a formal approach may be taken without first
invoking the informal approach.

a) Informal Complaint Procedure

9 Raising your complaint with the Facilitator

1 The Facilitator is someone with whom you can discuss your situation and lodge your
complaint.

1 When you meet with the Facilitator to discuss your complaint, he or she will explain the
relevant steps that will be taken to address your complaint. The Facilitator will not act as a
mediator or investigator and will not make disciplinary decisions in relation to your complaint.
The Facilitator may assist you in handling your complaint directly with the person(s)
involved.

b) Formal Complaint Procedure

1 Investigation of the complaint

1 In this situation a formally delegated person(s), is appointed to take details of the complaint
and formally investigate the matter.
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d)

The investigation is a confidential process where details of the complaint are taken and
provided to the respondent for a formal response. It is investigated by an independent and
impartial person whose task is to establish what evidence or facts can be found that may
either substantiate or refute the allegations.

The parties involved in the investigation process will be asked to maintain confidentiality with
respect to the complaint and the investigation. FCSS may, however, need to divulge the
contents of the complaint and responses in order to complete a full investigation.

The principle of natural justice demands that the process be based upon an assumption of
innocence unless and until evidence shows otherwise.

Reported findings then form the basis of appropriate action by FCSS to respond to both the
individual and organisational matters addressed in the findings.

An individual lodges a complaint with the Victorian Human Rights and Equal Opportunity
Commission

It is possible to lodge a complaint with the Victorian Human Rights and Equal Opportunity
Commission. A complaint may be lodged at any time.

‘N

However, the FCSS6s goal i s t o -houseswhdrevpessilaéd. i s
The School appreciates being given the opportunity to resolve any matter of alleged
discrimination, harassment or bullying before a complaint is lodged with the Commission. If

a compl ainant is not satisfied with the school

with the Commission remains.

Possible Outcomes

The possible outcomes will depend upon the nature of the complaint. Where an
investigation has found that a complaint is substantiated, appropriate action will be taken
against the person about whom the complaint was made. This may include disciplinary
action up to and including dismissal of employment in serious cases.

Victimisation

Victimisation is treating someone unfairly because that person, or someone they associate
with, has made, or intends to make, a complaint under this policy. It is unlawful to victimise
or penalise a person for making a complaint in good faith. FCSS is committed to making
sure that anyone who makes a complaint or assists in making a genuine complaint is
supported and not penalised in any way.
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1 Immediate disciplinary action will be taken against any employee who victimises or retaliates
against a person who has made a complaint.
e) Vexatious Complaints

1 Inaccurate, misleading, malicious or false accusations have negative consequences for the
person(s) concerned, interpersonal relationships and the morale of the School Community.

I Where it is found that a complaint has been made in bad faith to cause distress to one or
more persons, or as a practical joke, disciplinary measures will be taken.

f) Further Information
91 Further information concerning any aspect of this policy may be directed to the Facilitator.

F. Volunteers Policy

As a small, rural school, volunteers have been, and continue to be, a vital and integral component
of the day to day running and growth of the school, kindergarten and playgroups and the associated
community of families.

This policy outlines the administrative and legal aspects surrounding both casual and regular
volunteers.

1 Casual Volunteer: a volunteer who volunteers time on a casual and irregular basis, such as
gardening, working bees, reserve excursions, craft lessons, cooking, etc.
1 Regular Volunteer: an adult volunteer who has been invited by Freshwater Creek Steiner

School to volunteer on a regular, and set basis, suchasaClassRoom Assi st ant,
Aide, Gardening Instructor.

1 Freshwater Creek Steiner School Property: for the purpose of this policy this shall include
the entire school, kindergarten, playgroup site, wet lands area, parking lot, driveway,
Freshwater Creek Reserve and Freshwater Creek Hall.

1 For the purpose of this Policy, any volunteer who attends a school and/or kindergarten
excursion which | eaves the AFreshwater Creek

ARegul ar Vol unteer . 0 ampston e offithe prdpertd.e s over ni ght

1 Nati onal Criminal Record Check (also known
t hat may be applied for through Victoria Pol
will only reference any offences that have already occurred. It will not advise an employer
or community group if that person commits an offence later.

1 The Working with Children Act 2005: requires that some people who work or volunteer in
child-related work apply for, and pass, a Working with Children Check. The checks are
administered by the Department of Justice in conjunction with Victoria Police.

1 Working With Children Check: Introduced by the State of Victoria in April 2006 to create a

mandatory checking standard across Victoria. Thisisan6acti ved system wher
ongoing checking of a personbés criminal recor

Check. A volunteer or employee includes the organizations with which they volunteer or are
employed by as part of the WWCC application process. Organizations may be added to a
personébés WWCC at a |l ater dat e. Empl oyers

application or card at any ti me. Upon compl et

employer and/or organization is sent an assessment notice of the outcome of the
application.



VIT T Victorian Institute of Teaching: The Department of Justice is also advised on an
ongoing basis of any relevant findings regarding people who are registered with the VIT.
Anyone registered with the VIT is, therefore, exempt from requiring a WWCC under the Act.

Department of Human Services i Chi | dr ends Services Centre:
Chil drenods Services Act 1996, a Wor king wi t
requirements of a criminal reco r d check for Chil drenos Ser vi (
representatives. The Childrends Services Act
anomaly wil/| be updated within the new | egisl
Services employees and license representatives must still obtain a National Criminal Record

Check. HOWEVER, under the Working with Chiloc

Service who operate under the Children Services Act 1996 are required to hold a Working
with Children Check.

1. Casual Volunteers

a) Will abide by the policies of Freshwater Creek Steiner School at all
times

b) Will sign in the Work Register book located in the School
Administration Office each time they are present on site to volunteer
and will include the time they were volunteering and what the activity
undertaken (i.e. gardening, craft, newsletter, etc.)

c) If volunteering to participate in a Reserve Excursion with a Class, the
volunteer must be an adult 18 years of age or older

d) Will take all possible duty of care whilst they are a volunteer

e) Will conduct themselves appropriately at all times whilst they are a
volunteer

f) Will wear clothing and footwear appropriate to the activity whilst they
are a volunteer

9) Will observe safe occupational, health & safety work habits at all times
whilst they are a volunteer

h) Will observe the directions of teachers, especially the teacher in
charge of the excursion, where such directions are lawful and
reasonable.

i) May be required to provide a Working With Children Check, listing

FCSS Association, Inc., as the organization. Casual volunteers must
check with the Facilitator to determine the need for this.

2. Regular Volunteers

a) Will sign a code of conduct agreement, this will outline:
b) What the volunteer is doing

c) How many contact hours are planned each week and/or event
d) Period of and expiration of the agreement

e) Duties

f) Nominated liaison person

9) Duty of Care statement

h) School Management statement

i) College of Teachers statement

i) Criminal Record Check requirements

k) Improper Conduct statement

) School Policies statement

m) Grievance Procedure statement

n) Signed and witnessed Code of Conduct Agreement

0) Provide a Working with Children Check, listing Freshwater Creek
Steiner School Association, Inc., as the organization
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p)

)
s)

B

Will abide by the policies of Freshwater Creek Steiner School at all
times

Must be an adult 18 years of age or older

Will take all possible duty of care whilst they are a volunteer

Will conduct themselves appropriately at all times whilst they are a
volunteer

Will wear clothing and footwear appropriate to the activity whilst they
are a volunteer

Will observe safe occupational, health & safety work habits at all times
whilst they are a volunteer

Will observe the directions of teachers, especially the teacher in
charge of the excursion, where such directions are lawful and
reasonable.

G. Complaints and Grievance policy and procedure

FWSS is committed to providing the best possible service to the children and the
community. It is important that complaints are taken seriously and parents feel safe in
making complaints, and confident that the complaint will be taken seriously and dealt
with in a timely and effective manner. It is often through complaints that the school can
grow and improve its service to the children.

Procedure:
1.

it is preferable that complaints are first directed to the class teacher.
Please ensure that an appropriate time is organised as teachers are
unable to talk before class and may not have the time after school. Time
specifically set aside after school for a meeting will provide the best forum
for a discussion to take place and the complaint given due diligence.

if a parent is not comfortable doing this, or they have done this and have
not been satisfied with the outcome, the complaint can be raised with the
appropriate teacher manager, for example the curriculum or discipline
manager

if a parent is not comfortable doing this , or they have done this and have
not been satisfied with the outcome, an appointment can be made and
the complaint raised with the Facilitator. If the complaint is made in
writing, a response can be expected within seven days. The complaint
wi || be |l ogged onto the 6Compl ain
nature of the complaint and any actions and follow up taken.

if a parent is not comfortable doing this , or they have done this and have
not been satisfied with the outcome, they may take their complaint to the

Il ndependent Arbitrator i n writing.

t

S

Re

I ndependent Arbitratord can benillpeost ed

dealt with in total confidence. A response can be expected within seven
days. The Independent Arbitrator will investigate the complaint
thoroughly, fairly and in total confidence. Findings and progress will be
reported to School Council.

Parents can bypass the first two steps at any time and take their complaint directly to the
Facilitator.  Similarly, they may also take their complaint directly to the Independent
Arbitrator if they deem the complaint of such a serious nature or if they fear negative
treatment for themselves or their child as a result of making the complaint with their class
teacher and/or the Facilitator.

Policy ratified by council on 19™ November 2009.Policy to be reviewed no later than 19" November 2010.
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VI. CLASSROOM POLICY

A. Classroom Etiquette

1. Children are to:

a)
b)
c)

d)
e)

Walk in the classroom

Enter classroom in clean clothes

Leave outdoor shoes outside the classroom if required by the
teacher

Leave all toys etc at home

Leave chairs or classroom equipment inside unless directed by a
teacher.

2. Children are expected to:

Be co-operative and respectful at all times

Actively maintain a clean classroom environment

Raise their hands before speaking in class

Formally greet specialist teachers

Treat teachers and visitors with respect and courtesy
Refrain from distracting/disrupting behaviour

Be responsible in the care of their desks and the classroom

3. Playground rules

a)
b)
c)
d)
e)

f)

9)

4. General:

a)

b)

The following are not allowed:

Sticks, stones, sand and other missiles are not to be thrown
Fighting, water bombs or water fights

Drawing or defacing buildings, damaging trees

Littering the playground including peels, cores etc.

Wheelbarrows, hoses or any gardening equipment may not be used
in play times unless supervised by a teacher. Hose attachments are
not to be removed for any reason.

The shed and roof and all storage rooms and cleaning equipment
rooms are out of bounds. If a ball needs retrieving from a roof a
teacher must be called.

Spitting.

Bullying, abusive teasing or any put down statements or gestures
are completely unacceptable.

Swearing.

Glass bottles or jars should not be taken outside.

Walking or running on garden beds.

Slamming doors.

Play in the toilets.

NO Chewing gum or sweets are allowed at school and if found,
must be disposed of hygienically.

If a child is wishing to talk with an adult they should wait for an
appropriate space in the conversation. Interrupting is not
appropriate.
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C) Phone: Children are only to use the phone for emergency or
important arrangements.

d) Photocopier: The photocopier can only be used with permission
from a teacher/specialist teacher or member of staff.

e) Foyer: The children are not to go into the foyer unless directed by a
teacher.

f) Big room: Children are not to go into the big room unless

accompanied by a teacher. If a student urgently needs a teacher,
the teacher on duty should be sought. If a teacher needs to be
contacted in the big room the student should knock on the glass
doors and wait at the doors.

Q) School Buildings: Children are not to enter school buildings out of
school hours unless directed by a teacher or parent.

h) After School: Class children are
area enclosed by the paths opposite the big room.

i) Students who have parents, working, cleaning or meeting with
teachers need to stay with their parents.

)] Supervision of students after School Hours: It is the policy of this

school to provide supervision of students whilst they are on the
school grounds. This supervision is effective between 8.45am and

3.15pm.

K) During school hours, students may only leave the grounds with a
parent or guardian after the sign in/out book (in the foyer) has been
completed.

)] Notification of absence from school during school hours must be
communicated to class teachers via the diary or a phone call to the
office.

m) Toys: Toys from home are not permitted at school.

n) Skateboards, roller blades, toys (e.g. computers, walkmans) are not

to be brought to school, nor to camps, excursions, etc. unless
otherwise arranged by teachers for special occasions.

0) During school hours the wetlands are out of bounds unless
accompanied by a teacher.

p) Push bikes are to be left in the carpark. This includes times before
and after school hours.

q) Cubbies: Please respect existing cubbies at all times.

B. Attendance

1 |t i s considered a priority t hat parents

attendance at school. At FCSS we aim to bring continuity to lessons from day to day
and from week to week and difficulties result for the child and the class when children
are absent from school.

1 Attendance is compulsory except in the case of sickness or special circumstances
with prior approval of the class teacher.

1 We ask that children do not begin holidays before the end of the school term nor
return from holiday after the first day of the new term.

T Participation in excursions, camps, school festivals and performances are considered
part of the curriculum and are not optional.

1 The consequences of inconsistent attendance are manifested in the Academic realm.

The individual student begins to experience gaps in knowledge, which are continually
compounded by further absence. The progress of the class is held back as a result of
the academic progress of several students dictating the level of achievement for the
whole group.
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The social realm;

Students begin to experience learning difficulties and this often manifests in and
leads to difficult behaviour.

Continual absence makes it difficult for students to feel safe and comfortable in their

peer group.

The legal realm;

It is the legal obligation of parents to send children to school as outlined in the
Education and Training Reform Act 2006 (Vic).

1. Absenteeism

a)

b)

d)

If a child will not be attending school, the parent must ring the
school before 9.00am on the day, ar
diary or supply a separate note on the day he/she returns to school,

giving reasons for the absence. If no notification has been received

by the school after morning roll call has been registered, the
Facilitator or t he Front Line ma n
parent/guardian for an explanation of absence.

In cases where the parent/guardian cannot be contacted via home
phone, mobile or sms; further action will be taken by contacting the
childdbs emergency contacts to ascer:t

In the event that contact is unable to be made by above procedures,
the Facilitator will contact the nominated authorities as listed below
toascertain t he Childrirst, X300s551948f BHS ghild
protection: 1800 075 599

Further follow up will be taken under advisement of the nhominated
authorities and may include, but is not limited to, the staff facilitator

and another staff member att endi ng t he chil dos
contacting the local police station.

If a student continues to be absent without explanation or notice,

further action will be taken by contacting authorities to ascertain the

chil dbds safety.

For further detail, pleaser ef er t o the OProcedure
which is displayed on the notice board in the office.

2. Notification of extended absence

a)

|t is the parentés responsibility t
absences from cl ass, whet her becaus
exchanges, or other reasons.
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C. School Hours and Onsite Supervision

1. Children need to be under supervision when on School property.
Staff will be rostered to supervise students between 8.45am and 3.15pm week days during school
term. Children should not be on the premises outside these hours unless accompanied by an adult.
A supervision roster will be drawn up at the commencement of each term and will specify the
following:

1 Before school from 8.45 1 9am and after school from 3 i 3.15pm students must remain in

zone 1 and one staff member will be required to supervise until the bell rings [before school]
or all children are collected by their parents/guardians [after school].

9 During recess and lunch play times students must remain within the specified zone for their
class and each zone will be supervised by at least one staff member.

The Yard duty roster ensures that students are supervised at all times. Students who need
assistance during recess or lunch should go to the staff member on duty. Only in an emergency
should students go to the staffroom or office. Staff on yard duty must always carry a phone handset
to call the office or staffroom for assistance if required. In extreme weather, students will be
supervised in their classrooms.

All teachers are VIT registered and have a duty of care that applies to all aspects of their position
including yard duty. Non VIT registered staff who perform yard duty are required to understand
their duty of care as outlined below:

1 To take all reasonable steps to protect students in their charge from risks of injury that are
reasonably foreseeable.

1 As a staff member of the FCSS they will be familiar with the policy and procedures of the
school and have a good practical knowledge of the first aid and emergency management
procedures.

1 To have a good practical knowledge of the Student welfare policy and Occupational Health
and Safety policy.

1 To be familiar with playground zones and out of bounds areas within the school grounds.

1 Yard duty staff members will be provided with a bum bag containing basic first aid supplies.
In addition, Level 2 first aid trained staff members will be responsible for supervision of the
first aid room during recess and lunch times. Sunscreen will be available in each classroom.

9 All staff must ensure that the yard duty roster is on display or easily accessible in each
classroom.

1 Parents will be informed via the newsletter that staff members are not rostered to take yard
duty until 8:45am each morning.

1 Parents will also be informed via the newsletter that staff members will not be rostered to
undertake yard supervision after 3:15 pm each day. Parents are required to make sure that
their children have been collected or have left the school grounds by this time. Students still
in or about the school yard after that time will be brought to the school office by the
supervising teacher and parents contacted.

9 Casual Relief Teachers will be responsible for the yard duty responsibilities of staff members
they are replacing.

All supervising staff on roster must:

1 Follow the Behaviour Management Policy with issues concerning behaviour.



Be seen actively supervising children T do not sit/stand in one area or get involved in
childrends games but continue to O6roamd arounc
playing safely and in an appropriate manner.

Ensure students do not play in specified (unsafe) areas.

Not allow students to play in classrooms unless weather is extreme

Either make a swap with another staff member, or discuss the matter with the Facilitator if
they cannot fulfill their yard duty obligations due to appointments or excursions etc

Wear Dbroad rim hats in termsiNOaROdAXdandl empive
students.

Approach intruders or unknown people in the yard, or alternatively seek assistance from the
office.
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2. Kindergarten - The Kindergarten parents will be informed of times and days that
their children are to attend.

9.15 - 2.45 Kindergarten Sessions
Number of sessions as appropriate for the individual
child

9.00 - 3.00 Prep sessions x 5 weekly

3. Classes 17 6

9.00 - 11.00 Main Lesson
11.00 - 11.30 Recess
11.30 - 12.45 Practice Lesson
12.45 - 1.30 Lunch

1.30 - 3.00 Afternoon Lessons

4. Punctuality
It is expected that students will be punctual.

a) Class roles will be marked twice daily. Lateness will be recorded in
the role.

b) Rhythm and form is essential to the Steiner pedagogy.
It is very disruptive to the class and the rhythm of the lesson for
students to come in after a lesson has started.

c) Expectations of punctuality also encourage a healthy respect for work
and study

d) The model of teachers who are punctual and responsible in their
commitments will encourage students to develop self-responsibility in
this area

D. Homework

Tasks set to be fulfilled at home are given at the Class teacher's discretion. In the earlier classes
the tasks may be informal such as gathering an object from nature or observing something. From
Class 3 onwards the activities set may be of a more formal nature such as projects associated with
Main Lesson.

Some reasons for giving homework

a) Link between school and home

b) A Will activity, sets a routine

C) Practice skills e.g. reading, music, tables

d) Complete unfinished class work

e) Projects allow children to work more thoroughly into the curriculum
f) For the older children - prepare for secondary school

It is expected that children will complete homework tasks set by the teacher.
E. Class meetings
1. Meetings between the class teacher and parents are an essential part of the

school 6s educational phil osophy. They
child, teacher and parent. They also provide a chance to:

as



a) Learn about the work children are doing and will be doing during

each term.

b) Share ideas about behaviours, expectations and needs of the
children.

C) Understand what parents can do to assist with the education of their
children.

d) Discover more about the educational philosophy and teaching
methods of the school.

e) Observe the work of the children.

2. Class Meetings will be held in Terms 1& 3 for classes P - 6. Dates of these
meetingswi | | be in the Newsletter, giving at
meeting date.
3. Twice yearly Kindergarten meetings will be organized by other arrangements.
F. Music policy

1. All students from classes 3-6 participate in a compulsory group string music
program.

2. Children are expected to participate in concerts or festivals upon the
recommendation of the music teacher.

3. All students are expected to co-operate with the music teacher by:

a) Following suggestions made by the teacher during the school
lesson time.
b) Practicing at home frequently and regularly, daily is ideal.

4. Parents are asked to assist with the goals by positively encouraging practice
habits.

5. Should lack of co-operation by the student interfere with the music lesson:

a) The class teacher will be made aware of the situation.
b) Parents will be informed of this lack of cooperation.
G. Home Visits

Teachers at FCCS will endeavour to arrange a home visit with each family to help build warm
relationships between teacher, parent and child.

H. Excursions /Incursion Policy

FCSS believes in enriching dlfeuexperertesiwhioh sclate td theirat i o n
learning. These activities are designed to stimulate and motivate learning, to help children
understand the relevance of curriculum to the wider community and to develop social skills in real

life settings. These compulsory excursions reinforce, complement and extend learning opportunities

beyond the classroom. Children develop an understanding that learning is not limited to school, and

that valuable and powerful learning takes place in the real world. Teachers will ensure that every

possible care is taken to protect the safety of children that every contingency is provided for in

planning excursions/incursions.

An excursion is defined as any activity beyond the school grounds.
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An incursion is defined as any activity inside the school grounds conducted by people other than

FCSS staff.

1. Day Trips

a)

b)

h)

)
k)

Any outing except for farming and reserve walk activities planned by
staff for a class, or group of students, will be advised well in
advance to COT, so that specialist teachers and music instructors
can be informed. Parents will be notified prior to each excursion, by
letter from the Class Teacher.

All students must return a signed permission form before the outing
and must have paid the costs involved. The signed indemnity form
will be carried by the teacher for the duration of the trip. It is not
acceptable for parents to give verbal permission over the phone.
The responsible teacher will have a roll of all children on the
excursion, and will confirm numbers frequently.

A blanket indemnity form for Farming and Reserve walk activities
will be signed at the beginning of the year.

Teachers will evaluate the educational worth of the trip.

The class teachers for each excursion will ensure that all
excursions, transport arrangements and excursion activities comply
with Department of Education and Training guidelines.

FCSS encourages and welcomes parental/community involvement
and as such, parents may be invited to assist in the delivery of the
excursion/incursion. When deciding on which parents will attend, the
class teacher will take into account

1 Any valuable skills the parents have to offer e.g. bus licence,
first aid

T The need to include both male and female parents.

| The special needs of particular students.

q Current Working with Children Check.

Child-Adult ratios will be decided in light of the age of the children,
the venue, the travel, activities undertaken and the risks identified.
Only students who can function within the parameters of the school
values will be able to participate in school excursions/incursions.
Students may be excluded by the class teacher if their behaviour
falls outside these guidelines. Parents will be notified if a child is in
danger of losing their invitation to participate in an excursion due to
poor behaviour at school.

Students failing to return a signed permission form will be excluded
from the excursion/incursion.

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

2. Camps and overnight excursions

a)

b)

These are usually not optional, but are seen to be a part of the
cl assesbd soci al devel opment ,
curriculum and main lesson work.

Parents will be notified prior to each camp, by letter from the Class
Teacher outlining all necessary details including the cost of the
camp.
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f)
9)

h)

)

K)

All students must return a signed permission form before the outing
and must have paid the costs involved. The signed permission form
will be carried by the teacher for the duration of the trip. It is not
acceptable for parents to give verbal permission over the phone.
Parents of students requiring medication, special diets or other
special considerations must inform the responsible teacher in writing
before the start of the camp.

In case of emergency, parents or guardians can contact the
responsible teacher directly via mobile phone. The responsible
teacher will carry a mobile phone at all times, and check for
messages on a regular basis. In the event of there being no mobile
coverage, emergency contact will be arranged through the nearest
available landline.

The responsible teacher will have a roll of all children on the camp,
and will confirm numbers frequently.

The class teachers for each camp will ensure transport
arrangements and excursion activities comply with Department of
Education and Training guidelines.

FCSS encourages and welcomes parental/community involvement
and as such, parents may be invited to assist in the delivery of the
camp. When deciding on which parents will attend, the class
teacher will take into account

| Any valuable skills the parents have to offer e.g. bus licence,
first aide

q The need to include both male and female parents.

1 The special needs of particular students.

1 Current Working with Children Check.

Child-Adult ratios will be decided in light of the age of the children,
the venue, the travel, activities undertaken and the risks identified.
Only students who can function within the parameters of the school
values will be able to participate in school camps. Students may be
excluded by the class teacher if their behaviour falls outside these
guidelines. Parents will be notified if a child is in danger of losing
their invitation to participate in a camp due to poor behaviour at
school. The class teacher will carry their incident book and record
any incident for documenting in the central incident log upon return
from the camp.

In extreme cases the excursion staff may determine that a student
should return home during an excursion. In such circumstances, the
parent/guardian will be advised of the circumstance associated with
the decision to send the student home and of the time their child
may be collected from the excursion or the anticipated time that the
child will arrive home.

The arrangements for how and when the student will be sent home
will be discussed with the parent/guardian and agreed upon. If the
parent/guardian cannot collect their child, they will be transported
home by one of the qualified staff or camp assistants as per the pre
signed authorisation.

A copy of the school camp policy will be sent to parents of children
attending camps/excursions along with the camp authorisation form
prior to camp. A copy will also be placed in the school diary.
Students failing to return a signed permission form will be excluded
from the camp.
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0) Administration staff will be responsible for managing and monitoring
the payments made by parents and will provide classroom teachers
with detailed records on a regular basis.

p) A copy of this school camp policy will be sent to parents of children
who are attending camps/excursions along with a camp
authorisation form, prior to camp. A copy will also be placed in the
school diary.

3. Excursion Planning & Risk Assessment

a) A risk management checklist must be completed before each
planned camp.
b) This checklist is the official School Record of the planned camp and

must be completed for all overnight excursions or excursions
involving adventure activities.

C) The responsible teacher must advise the Facilitator of camp dates
and that the risk management checklist has been completed at least
four weeks before the excursion date for approval.

d) This checkilist is intended as a guide to the teacher of all aspects of
organisation that need to be considered to ensure a safe and
successful camp.

e) The use of private vehicles is voluntary, and no remuneration to
owners / drivers is permissible, as this validates insurance policies.
Only vehicles covered by Third Party Insurance (Current
Registration), driven by a currently licensed driver can be used - one
passenger per seat belt. Parents / Teachers transporting children in
private vehicles are required to complete a transport permission
form available from the Front Office.

f) Relevant details about approved excursions will be provided to the
Department s Emergency And Security
using the online notification form available at
www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp at least
three weeks prior to the activity. In the event of an emergency, an
accident or an injury to a participant or staff on the excursion, in
addition to undertaking appropriate emergency action, school
administration will be notified. DESMU will be contacted on 9589
6266. This is a twenty-four hour service.

s)) Parents will be advised of telephone numbers of the designated
school contact person who they can contact in the first instance and
not personnel on the excursion. This will ensure that the telephone
lines are kept free at the excursion site.

I. Clothing and Footwear Policy

School is a place of learning and culture. To support this, children should dress in a way that is
appropriate. How we dress is an important factor as to how we regard ourselves and relate to
others. Clothes can also be an arena for peer pressure and fashion trend. This is not appropriate at
school.

This policy sets out the clothing and footwear required to be worn by children at the Freshwater
Creek Steiner School and Kindergarten.
Adherence to this policy will ensure that children at the school will be warm and comfortable.

1 Only plain coloured t shirts and jumpers are allowed
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1 Bright fluorescent colours and black are not to be worn
1 Clothing is not to have logos, brand names or inappropriate wording
1 Shoes must be worn to kindergarten and school
1 Thongs or open toed sandals are not to be worn
1 In winter or wet weather gumboots and slippers are required due to mud and puddles and to
keep feet warm
i In summer children must wear sun smart clothing i clothes that are cool yet protect young
skin from the sun
1 In terms 1 and 4 children are required to wear broad brimmed hats outside
1 If children do not have a broad brimmed hat they will not be allowed to play outside
1 Clothing and footwear must allow children to move freely, and should be suitable for outdoor
activities such as climbing and running
1 If a student is deemed by the teacher to be inappropriately dressed the teacher will give the
child a plain 6dschorolféort tshhe rddy uampecrt e awhkial
returned when the édschool & clothing has been w
1 Children should have spare clothing, especially extra socks and pants in their bags as there
may be activities undertaken which cause them to be wet and muddy
1 Parents are asked to make sure their children are dressed warmly in winter eg. Thick
woollen socks jumpers and hats
1 Where possible children should be dressed in natural fabrics which allow the body to

breathe and are comfortable against the skin
J. Behaviour Management Policy

With an intimate understanding of the child and of class dynamics, the class teacher is a natural
authority to the primary student. The teacher strives to create a school environment whereby
children learn responsible behaviour and develop a sense of awareness and care for others.
Teachers seek advice and support from their colleagues and mentors. Communication with parents
is also an important aspect in managing behaviour.

Corporal punishment is not permitted at FCSS.

Freshwater Creek Steiner School aims for the students to demonstrate the following:

Respect towards other children and adults in the school environment

Courtesy, honesty and cooperation

Respect of the school as a learning environment.

Respect towards property of others

Care of all school property

Compliance with school and classroom rules

Compliance with school ds physical boundari es

he teacher will encourage positive behaviour through providing:
Rules that have been effectively communicated to the children and parents
The teaching, modeling and application of social skills to enhance positive interpersonal
relationships
Conflict resolution skills.
A harmonious and productive environment based on caring for the school community
A curriculum, which nurtures the needs of the whole child as they move through different
developmental stages.
1 A curriculum that supports the moral development of the child
1 Corporal punishment is not permitted

= = - =8 =4 =8 =8 =8 =8 9
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Within the Primary School:
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Misbehaviour is handled by the teacher concerned.

The teacher may:
1 Remind the child of acceptable behaviour
1 Enforce the rule through the use of clearly defined set of consequences.

All serious incidents are recorded by the class teacher within the classroom and then reported to
the Facilitator to be recorded in the central incident register which is located in the Facilitators
office.

The Consequences:

This procedure will be varied at the teachers discretion depending on the context and severity of the
misbehaviour and developmental stage of the child.

1 First case of misbehaviour = time out within a supervised area; the child will be removed
from the group for a short amount of time.

1 Second case of misbehaviour = child will be removed from the teaching area (during class
time to another classroom; or during break time the child will be seated outside the staff
room).

1 Third case of misbehaviour = child is required to sit out for a portion of their play. In this
i nstance a not e wi || be written i nviout BAnrel
consequences. This will also be noted in the Incident book kept in each class room.

1 I n t he case of serious/ extreme mi sbehavi

contacted and asked to pick up their child from school. The child will be suspended from
school until the COT next scheduled meeting in order to determine what steps must be
taken next. At the discretion of the Teacher and Discipline Manager an in-house
suspension may apply until the next scheduled College meeting. Decisions taken will be
conveyed to parents in writing as soon as possible. Work will be provided to a student who
is suspended from school.

Continued Misbehaviour

In the event that the childds misbehaviour ¢

will be implemented:

1 Parents will be contacted and a meeting arranged. The class teacher and the Discipline
Manager will be present at this meeting.

1 The teacher and the child together draft an appropriate consequence/behaviour contract

which will then be

presented to the parent. The parent will sign the document and will indicate how they will
support their child and the teacher in this process. The duration of the behaviour contract
will be decided by the teacher in consultation with the Discipline Manager.

1 A copy of the signed Behaviour Management contract will be given to the parent and the
original pl aced in the childbs file.

1 Class teacher will keep written records of:

1 Contacts made with parents about disciplinary matters

T Meetings with parents

1 The behaviour(s) in question

Conseguences for breaking a behaviour management contract

1. Suspension
If the behaviour contract is broken, the child is eligible for suspension.

In this instance suspension is decided upon by the COT and;

chi

ont i
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1 Parents will be contacted prior to the commencement of the suspension period.

1 The teacher and Discipline Manager will outl in
return.

1 The length of the suspension will be outlined in the letter to the parents.

Priortothechi | dds return to school

1 A Student Wellbeing Management plan will be drafted to outline strategies to support the
childbébs reintegration to school. This Studen

jointly by teachers, parents and the child and will be reviewed on a specified date.
2. Permanent Exclusion
In the case of gross-misconduct*, a child may be permanently excluded from the school.
*Gross misconduct is defined by the COT on a case by case basis.

Within the Prep and Kindergarten:

Misbehaviour is handled by the Teacher
The Teacher may

Redirect the child

Model the acceptable behaviours

Remind the child of the acceptable behaviour u
Remind the child of the Kindergarten rules by highlighting the unacceptable behaviours,
using AiYou may noto statements.

= =4 =4 =4

The consequences:

1 The child is removed from the group for a short period of time, within a closely supervised
space on the Prep/Kindergarten premises.
1 The child is reminded of the acceptable behaviours and is informed that they may rejoin the

group when they are ready to participate positively, and when the teacher deems that the
child is calm enough to do so.

1 In the interests of the wellbeing of the group and the child themselves, if the child is unable
to rejoin the group positively, their parents may be contacted to remove them from
Prep/Kindergarten for the remainder of the session.

Where the misbehaviour occurs repeatedly:

1 Parents may be contacted and a meeting arranged. Where possible both the teacher and
the Discipline Manager will be present at this meeting.
1 Parents and teachers will compose a joint, age-appropriate behaviour/consequence

agreement that will be communicated to the child.

1 The class teacher will keep written records of:

1 Contacts madewithpar ent s about the childbés daily progr
1 Formal meetings with parents

1 Observations of the childbds progress.

Also please refer to the communications policy and grievance procedure.
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K. Bullying / Harassment Policy and Procedure

FCSS is committed to providing a safe and caring environment which fosters respect for others and
does not tolerate harassment in any form. Our aim is to make this school one at which all students
and all staff feel safe, valued, listened to and nurtured.

1. Definition of Bullying/Harassment

Bullying/harassment is defined as repeatedly hurting another person who is less powerful T either
physically or psychologically. It involves a desire on the part of the bully to hurt, followed by the
carrying out of a hurtful action in a context where there is an imbalance and the unjust use of
power. This behaviour is typically repeated.

Harassment and bullying can take many forms. We consider the following behaviour to be
bullying/harassment:

Physical

1 Hitting, kicking, punching, pushing, shoving, spitting

1 Making rude or threatening gestures

1 Taking or damaging something which belongs to someone
else

| Forcing others to hand over food, money or something which

belongs to them

1 Making someone do something

T Sending threatening SMS or email messages NB: Steiner
philosophy actively discourages the use of electronic
media/communications for primary school children.

Verbal

| Name calling, teasing, threatening

1 Making fun of someone because of their appearance,
physical characteristics or cultural background

q Making fun of someoneds act.i

1 Unfair criticism

Indirect

1 Excluding others from the game or group

1 Spreading untrue stories about others

Victimisation is the key to bullying. The victims of bullying feel powerless, intimidated, threatened
and too weak to stop it from happening to them. They may feel angry, depressed or bewildered.
The victims of bullying report the effects as loss of sleep and appetite, dreading the thought of going
to school, and inability to concentrate. Bullying has both long-term and short-term effects on
victims.

Key target groups for bullying appear to be
self-esteem or less personal power are more vulnerable to bullying. The research shows that both
high and low achievers may equally be victims of bullying.

Corporal punishment is not permitted at FCSS.

2. Strategies we will use to Deal with Bullying/Harassment

t hey

ons

chil
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At FCSS we are committed to a preventative and whole school approach to bullying. The school

uses the O6Tribesd approach to deal with these iss
way to establish a positive culture for learning and human development throughout a school
communityo

The Tribes process is incorporated into the curriculum and information on this approach is posted in
the newsletter to inform parents at regular intervals. Additionally, parents will be given more
information at the term 1 and 3 class meetings.

Teachers will receive professional deve | o p men't with regards to O0Tribe
that may become available which further enhance our preventative approach to bullying and
harassment at the discretion of the COT and Facilitator.

FCSS will ensure staff

1 Openly talk about bullying in each class that is age appropriate i what it is, how it affects us
and what we can do about it.

1 Teach our students the skills which will build their self esteem and empower them to take
the responsibility for themselves.

1 Support the policy/procedure which clearly states what actions we will take to deal with

harassing/bullying behaviour.

Responsibilities of Staff:

1 To model appropriate behaviours at all times.
1 To deal with all reported and observed incidences of harassment as set out in this policy.
1 To ensure that students are adequately supervised at all times.

Responsibilities of Students:

1 To inform if they are being harassed or if they see someone else being harassed i both at
school and on the way to and from school.

1 To help someone who is being harassed

1 To not harass others.

Responsibilities of Parents:

1 To adequately supervise children before and after school supervision times. (before 8.45am
and after 3.15pm)
1 Take an active interest in their <chiftedddandwher e

acquaintances

To watch for signs that their child may be being harassed i such as:
Not wanting to attend school

Patterns of headaches, stomach aches

Not eating lunches

Missing equipment or belongings

Asking for extra pocket money

Sudden drop in standards or work output

Fear about walking or travelling to school

E e I e ]

Parents then need to:

1 Speak to their chil dobés teacher i f their chil d
happening.

1 I nstruct their children to o6telld if they are
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Awar eness breaks the cycle of violence so |l etds b
on secrecy. We must encourage victims to speak out. This in itself will immediately stop some of
the harassment.

It is of the utmost importance that we urge our students to tell i and make it safe for them to do so.
I n our Australian society, from the time we are
Dobbing is something that is just not done. Those who do are made to feel like traitors and seen as
being unable to fend for themselves. In this way we sow the seed of secrecy in our children. If

ot hers make us ffeel unl oved, i nadequate or belitH
Anne Fine in her chil dr enodasd,boverki,t elsh:e fMThilgee I r wlfe Nn
invented by buliesiand t he people who donét really want to

While we need to encourage children to report harassment/bullying we need to remember that
childrendés per cepasiadults diedo develdpmenthl enatwsity. nTdey are not lying
when their story conflicts with anotherds or when
have been told at home. Children see their world their own limited experiences, which colour their
perceptions. Adult perceptions are balanced with life experiences. Listen to your child as they tell

you their o6érealityd, but remember that a o6differe
differently at home and school. When faced with an audience of their own peers children will often

act/react in a way which may appear completely ou
6my child wouldndédt do thatd might not hold in the:

We must teach our students to discriminate between actions about which they need to speak up

and those which they should keep to themselves. W
safe, or our life is being made miserable, then we need to tell someone what is going on. Any

action we take to reduce harassment/bullying must deal with this issue of secrecy; it is what keeps

the offender powerful and the victim powerless. Our aim must be to empower the victim and
disempower the offender.

3. Procedure of Responding to Reported Incidences of Harassment/Bullying

When an incident is reported or observed, the following procedure will be implemented. The staff
member will talk to the student involved about the incident to obtain the necessary facts. The staff
member investigating a complaint should establish:

What was said and done to the complainant

The time and the place when the incident(s) occurred

The reaction (if any) of the complainant

Whether the complainant had faced that treatment before ( if yes, the staff member should
establish if it was from the same person/student)

1 Whether the complainant knows of someone else who has also faced similar treatment

=A = =4 =4

From this discussion/report (and with other relevant input i parents) the following action may be
taken by the teacher in conjunction with the Discipline Manager i Note: Decisions about the course
of action will vary on a case by case basis.

1 The alleged offender will be spoken to and the consequences of further incidences
explained i.e. student well being management plan, behaviour management contract,
suspension etc

1 The need for the victim or the alleged offender to undertake counselling will be determined
by the College of Teachers during child study at the weekly COT meeting.
1 Parents of the alleged offender will be notified that an incident has occurred and the action

taken, with a request for an interview if deemed appropriate.
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T Other staff will be informed so that the situation can be monitored both inside and outside
the classroom

| The staff member will keep a record of the incident
1 If the alleged offender continues to harass, the Teacher and Discipline Manager will meet
with the parents to seek their co-operation in stopping the harassment and discuss the need
for counselling either at school or with other designated professionals
1 Disciplinary action will be instigated i.e. suspension, permanent exclusion
For serious breaches, where studentso/ teachers

short-circuited. Refer to Behaviour Management Policy for this process.

As per the Behaviour Management Policy, st udent 6 s p | a cney besusperided ugilc h o o |
professional help can be obtained. If the safety of other students / teachers continues to be an
issue, the student may forfeit their place in the school.

Policy ratified by council on 19" November 2009.Policy to be reviewed no later than 19" November 2010.

VIl. HEALTH AND SAFETY

=

The School has a policy of no smoking within the School buildings or grounds.

2. AEnrol mentd ReEtormationo form must be fildl
annually. All children, on enrolment, need to present a Certificate of
Immunisation status issued by the Shire Council or Health Dept.

3. If medication and/or homeopathic remedies need to be administered during the
day, a Student Medication Record must be filled out, with entries signed by both
the parent and the teacher at the start and end of the day. Any administration of
medications/homeopathic remedies will be given to the child in the presence of
another staff member. Medications/homeopathic remedies are to be kept in the
teacherodés first aid kit.

4. Details of accidents or illness must be entered in the Accident and lliness book
and signed off by parents at pick up.

5. For infectious diseases, school exclusion periods must be adhered to as per the
schedule. *Available on the DHS website.

6. Serious incidents are to be recorded in the lllness and Accident book (in sick
bay).

7. A copy of the incident is to be given to the appropriate class teacher for follow up.

8. Extreme incidents or accidents are also to be noted and signed by the teacher on

duty in the Incident Book in the office, and if necessary an Accident form filled in.

A. Student Welfare Policy
Students at FCSS have the right to be safe and achieve their full potential in all areas of school life.
Staff at FCSS strongly uphold the notion that students need to be safe and to feel safe in order to
uphold and achieve the schoolsd stated aims for e

Our Aims for Our Children are to;

1 Inspire within the children a love of learning, a morality that strives for goodness, an
appreciation of beauty and a pursuit of truth.
1 Inspire a sense of wonder at and a healthy positive connection to the world, arising from a

knowledge of and responsibility toward the individuality of themselves and of each other.
Inspire a sense of the spiritual dimension for life as well as a healthy respect of the physical.
Offer an education of the highest quality so that our students become balanced adult
individuals, having developed clarity of thinking, sensitivity of feeling and strength of will.

=A =
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1 Offer our students the knowledge, skills, values and strength which will enable them to work
competently in the world and to participate fully and constructively in society.

1 Develop in our students a desire to extend learning throughout their lives and values which
will enable them to find a path in life.

FCSS aims to create a safe and supportive environment for everyone coming to learn, work and
play.

Student Welfare in this school;

Encompasses everything the school community does to meet the personal, social and
learning needs of students and fulfil the aims we have for our children

Creates a safe, caring school environment in which students are nurtured as they learn

Is achieved through the total school curriculum and the way it is delivered

Is achieved with the support of our discipline policy

Stresses the value of collaborative early intervention when problems are identified

Is enhanced through the commitment of staff to regular professional development in areas
of curriculum delivery and student safety as required and dictated by student needs and
government legislation.

1 Is achieved through the respect for ourselves, each other and our environment that is shown
through the teachings of Rudolph Steiner, our teachers and our community.
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1. Primary Prevention; these are strategies to establish an environment where
students have a sense of belonging at school. As outlined in the Strategic Plan, the school
will be reviewing and researching the student welfare systems through 2010 and beyond to
ensure all programs are progressive and as effective as possible. Current strategies
include;

a) The wuse of our to promotk safety, rgspea gandh m
supportive relationships between members of the school
community.

b) Our curriculum which is designed according to the philosophy of
Rudol ph Steiner and emphasizes the
handsd or o6t hinki ng, gafjes thé wholg child Wi | |
and every child in a holistic and all encompassing way..

C) Our curriculum also emphasises seasonal celebrations which
involve the whole community and install a sense of pride and
respect in students, parents and teaching staff.

d) Having parents volunteer as class carers for each class. These
carers ease transition of new families, help teachers communicate
information and needs with parents, coordinate social activities for

the class.

e) Regular educating information posted in the newsletter or directly to
parents with regards to child development and child welfare.

f) Being a small community oriented school campus, our staff have the

opportunity to get to know the children and their families well. Each
student is offered a home visit by the teacher early in the school
year to facilitate this relationship.

0) We also recognise the value of the relationship between the
teacher, student and the family in offering a positive pastoral care
environment. For this reason, as numbers allow, teachers take their
classes from grades 1 i 6 which forms a strong and familial
understanding of the students and their families.

h) Teachers receive professional training in Duty of Care.
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2. Early Intervention;

a) Children are assessed by the Extra Lesson teacher to identify
whet her Extra Lesson wil/ benefit t
Extra Lesson program is then developed with each individual child
according to these identified needs.

b) These support programs are evaluated with a written report twice
per year.

C) Is achieved with the support of the Discipline Policy and the
Bullying/Harassment Policy

d) Teachers receive professional training in Mandatory Reporting

relating to child protection.
3. Intervention Strategies;

a) Teachers continually monitor the health and wellbeing of all children
in their care and take steps to address issues as they arise in
accordance with the school 6s wvari ot
and assessment policies.

b) Where studentds needs cannot be cat
effort of teachers and parents, referral to outside agencies may take
place. Should the need arise, class teachers will seek advice from
Child Mental Health Services Geelong on 52 267075 for
assessment and counselling.

All policies developed by FCSS are developed with the utmost dedication to upholding student
welfare as the key to achieving our aims for every child in our care.

B. Private vehicles & carpark
1. It is the policy of this school to control the use of cars and motorbikes during
school hours (8.45am to 3.15pm).
2. Vehicles in the school grounds between 8.45am to 3.15pm are strictly prohibited.

3. The car park is not a safe area for children, and they are not permitted to play
there. Motor vehicles using the car park should abide by the following rules:

a) Cars are to be parked in designated car spaces.

b) Pedestrians are to use the footpath.

C) Signs and speed limits are to be adhered to.

d) Children must be closely supervised by parents or carers while

being in the area.
C. Communicable diseases
1. The following infections are highly communicable, if any children are found to be
infected we will contact parents immediately and request that the children be kept

out of school until the condition has been cleared up or treated.

a) Worms
b) Head Lice
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C) Herpes 1 Cold Sores
d) School Sores

H. Notifiable diseases

1. The following is a list of notifiable infectious diseases. If a student has one of
these, he/she will be excluded for the appropriate period under the Health
(Infectious Diseases) Regulations 2001 (Vic). Parents must notify the
Facilitator/Administrator as soon as is practical if the child is infected with any of
the listed diseases.

2. During outbreaks of these diseases the school will direct parents of
unimmunised children to keep their children at home for the recommended
period.

3.l n the case of a O6vaccine preventableb6 d
Department of Human Services to receive instructions on the exclusion of the
child and will relay this information to the parent/guardian of the child. 1300 651
160 is the number to call prior to exclusion to ensure any exclusions are made
based on firm medical advice.
Parents must contact the Facilitator to determine how long the child must stay
away from school as well as any exclusion of contacts.

a) Conjunctivitis (Opthalmia)
b) Diphtheria

c) Impetigo (School Sores)
d) Chicken Pox

e) Mumps

f) Ring Worm, Scabies, Headlice
9) Scarlet Fever

h) Measles

i) Poliomyelitis

) Whooping Cough

k) German Measles

)] Hepatitis A

m) Amoebiasis

n) Campylobacter

0) Diarrhoea

p) Haemophilias type B
q) Hand, Foot and Mouth Disease

r Herpes

S) HIV/AIDS complications

t) Influenza

u) Meningococcal Infection

V) Verotoxin Producing E. Coli Infection

w) Salmonella/Shigella
X) Typhoid Fever

y) Trachoma
z) Tuberculosis
aa) SARS

E. Anaphylaxis Management Policy

1. FCSS believes that the safety and wellbeing of children who are at risk of
anaphylaxis is a whole-of-community responsibility. We are committed to:
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1 providing, as far as practicable, a safe and healthy environment in which children
at risk of anaphylaxis can participate equally in all aspects of life at FCSS.

1 raising awareness about allergies and anaphylaxis amongst staff and children at
school.

1 actively involving the parents/guardians of each child at risk of anaphylaxis in
assessing risks, developing risk minimisation strategies and management
strategies for their child

1 ensuring each staff member and other relevant adults have adequate knowledge
of allergies, anaphylaxis and emergency procedures

i facilitating communication to ensure the safety and wellbeing of children at risk of
anaphylaxis

Purpose

The aim of this policy is to:

1 minimise the risk of an anaphylactic reaction occurring while the child is in the care of the
FCSS
1 ensure that staff members respond appropriately to an anaphylactic reaction by initiating
appropriate treatment, including competently administering an adrenaline auto-injection
device
1 raise the communityds awareness of anaphyl axis

and policy implementation
2. Scope

The Ministerial Order 90 and The Education and Training Reform Act 2006 requires schools to
have an anaphylaxis management policy in place. It will apply to children enrolled at FCSS, their
parents/guardians, staff as well as to other relevant members of the community, such as
volunteers and visiting specialists.

3. Background and legislation

Anaphylaxis is a severe, life-threatening allergic reaction. Up to two per cent of the general
population and up to five per cent (0-5years) of children are at risk. The most common causes in
young children are eggs, peanuts, tree nuts, cow milk, bee or other insect stings, and some
medications.

Young children may not be able to express the symptoms of anaphylaxis.
A reaction can develop within minutes of exposure to the allergen, but with planning and training, a
reaction can be treated effectively by using an adrenaline auto-injection device.

FCSS recognises the importance of all staff/carers responsible for the child/ren at risk of
anaphylaxis undertaking training that includes preventative measures to minimise the risk of an
anaphylactic reaction, recognition of the signs and symptoms of anaphylaxis and emergency
treatment, including administration of an auto-injection device.

Staff / and parents/guardians need to be made aware that it is not possible to achieve a completely
allergen-free environment in any school. Staff /parents should not have a false sense of security
that an allergen has been eliminated from the environment. Instead the school recognises the
need to adopt a range of procedures and risk minimisation strategies to reduce the risk of a child
having an anaphylactic reaction, including strategies to minimise the presence of the allergen in
the school.

Legislation
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Ministerial Order 90

Education and Training Reform Act 2006
Health Act 1958

Health Records Act 2001

Occupational Health and Safety Act 2004

4. Definitions
Allergen: A substance that can cause an allergic reaction.

Allergy: An immune system response to something that the body has identified as an allergen.
People genetically programmed to make an allergic response will make antibodies to particular
allergens.

Allergic reaction: A reaction to an allergen. Common signs and symptoms include one or more of
the following: hives, tingling feeling around the mouth, abdominal pain, vomiting and/or diarrhoea,
facial swelling, cough or wheeze, difficulty swallowing or breathing, loss of consciousness or
collapse (child pale or floppy), or cessation of breathing.

Anaphylaxis: A severe, rapid and potentially fatal allergic reaction that involves the major body
systems, particularly breathing or circulation systems.

Anaphylaxis medical management action plan: a medical management plan prepared and signed
by a Registered Medical Practitoner pr ovi ding the childds name and
child and clear instructions on treating an anaphylactic episode.

Anaphylaxis management training: accredited anaphylaxis management training that has been
recognised by the Secretary of the Department of Education and Early Childhood Development
and includes strategies for anaphylaxis management, recognition of allergic reactions, risk
minimisation strategies, emergency treatment and practise using the trainer adrenaline auto-
injection device.

Adrenaline auto-injection device: A device containing a single dose of adrenaline, delivered via a
spring-activated needle, which is concealed until administered.

EpiPen®: This is one form of an auto-injection device containing a single dose of adrenaline,

delivered via a spring-activated needle, which is concealed until administered. Two strengths are

avail able, an Epi PenE and an Epi Pen JrE, and are
EpiPen Jr® is recommended for a child weighing 10-20kg. An EpiPen® is recommended for use

when a child is in excess of 20kg.

Children at risk of anaphylaxis: those children whose allergies have been medically diagnosed and
who are at risk of anaphylaxis.

Auto-injection device kit: An insulated container, for example an insulated lunch pack containing a

current adrenaline auto-i nj ecti on devi ce, a copy of the chil doé
action plan, and telephone contact details for t
service and the person to be notified in the event of a reaction if the parent/guardian cannot be

contacted. If prescribed an antihistamine may be included in the kit. Auto-injection devices are

stored away from direct heat.

Intolerance: Often confused with allergy, intolerance is a reproducible reaction to a substance that
is not due to the immune system.

5. Procedures

FCSS is committed to;
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ensure there is an anaphylaxis management policy in place containing the matters
prescribed in the legislation.

ensure that the policy is provided to the parents or guardians of each child at the school as
well as those diagnhosed at risk of anaphylaxis.

ensure that all staff whether or not they have a child diagnosed at risk of anaphylaxis
undertakes training in the administration of the adrenaline auto-injection device and cardio-
pulmonary resuscitation every 12 months and record this in the staff records. Practise with
the trainer auto-injection device will be undertaken on a regular basis,

If a child diagnosed at risk of anaphylaxis is enrolled the school shall also:

1 conduct an assessment of the potential for accidental exposure to allergens while child/ren
at risk of anaphylaxis are in the care of the school and develop a risk minimisation plan for
the service in consultation with staff and the families of the child/ren .

1 ensure staff members on duty whenever a child diagnosed at risk of anaphylaxis is being
cared for or educated have completed approved training and that practice of the adrenaline
auto-injection device is undertaken on a regular basis, and recorded

1 ensure that all relief staff members have completed approved training in the administration
of anaphylaxis management including the administration of an adrenaline auto-injection
device, awareness of the symptoms of an anaphylactic reaction, the child at risk of
anaphyl axi s, the childés allergies, the indivi
plan and the location of the auto-injection device kit

1 ensure that no child who has been prescribed an adrenaline auto-injection device is
permitted to attend the school without the device

1 implement a communication strategy and encourage ongoing communication between
parents/guardians and staff regardingthec ur r ent st atus of the child
and its implementation

1 display an Australasian Society of Clinical Immunology and Allergy inc (ASCIA) generic
poster called Action Plan for Anaphylaxis in the office foyer

1 display an Emergency contact card by the telephone

1 comply with the procedures outlined in Schedule 1

1 ensure that a childodés individual anaphylaxis m
Registered Medical Practitioner and inserted into the enrolment record for each child . This
will outline the allergies and describe the prescribed medication for that child and the
circumstances in which the medication should be used.

1 ensure that all staff know the location of the anaphylaxis medical management plan and
that a copy is kept with the auto-injection device Kit

1 ensure that the staff member accompanying children outside the school carries the
anaphylaxis medication and a copy of the anaphylaxis medical management action plan
with the auto-injection device kit

1 ensure through the newsletter and class notices that the whole school community is aware
of the fact that there is a child with a severe allergy at school and ensure they take
necessary precautions, eg. Nut free lunches and snacks.

Staff responsible for the child at risk of anaphylaxis shall:

1 ensure a copy of the childds anaphyl axis medi
known to staff

1 follow the childds anaphyl axis medical managenmn
reaction, which may progress to anaphylaxis

1 in the situation where a child who has not been diagnosed as allergic, but who
appears to be having an anaphylactic reaction:

1 Call an ambulance immediately by dialling 000

1 Commence trained first aid measures

1 Contact the parent/guardian
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Contact the person to be notified in the event of iliness if the parent/guardian cannot
be contacted.
ask all parents/guardians as part of the enrolment procedure, whether the child has
all ergies and document this information on t he
severe allergies, ask the parents/guardians to provide a medical management action plan
signed by a Registered Medical Practitioner
ensure that the auto-injection device kit is stored in a location that is known to all staff,
including relief staff; easily accessible to adults (not locked away); inaccessible to children;
and away from direct sources of heat

ensure that the auto-injection device kit containing a copy of
the anaphylaxis medical management action plan for each child at risk of anaphylaxis is
carried by a staff member or accompanying the child when the child is away from the
school e.g. on excursions that this child attends.

regularly check the adrenaline auto-injection device expiry
date. This will be done at the beginning of each term and signed off by the class teacher
and the parents/guardians of the child at risk of anaphylaxis. (The manufacturer will only
guarantee the effectiveness of the adrenaline auto-injection device to the end of the
nominated expiry month)
provide information to the community about resources and support for managing allergies
and anaphylaxis

Parents/guardians of children shall:

)l
)l
)l
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inform staff, either on enrol ment or on diagno:
develop an anaphylaxis risk minimisation plan with staff

provide staff with an anaphylaxis medical management action plan signed by the

Registered Medical Practitioner giving written consent to use the auto-injection device in

line with this action plan

provide staff with a complete auto-injection device kit

Check the adrenaline auto-injection device expiry date at the commencement of each term

and sign off on this with the class teacher.

assist staff by offering information and answ
allergies
notify the staff ofanyc hanges to their childoés allergy st at

action plan in accordance with these changes

communicate all relevant information and concerns to staff, for example, any matter relating

to the health of the child

comply with theservic e 6s pol i cy that no child who has bee
injection device is permitted to attend the service or its programs without that device

comply with the procedures outlined in Schedule 1 of the policy.

6. Evaluation

The Facilitator shall:

=a =

discuss with staff their knowledge of issues following staff participation in anaphylaxis
management training

selectively audit enrolment checklists (e.g. annually) to ensure that documentation is
current and complete

discuss this policy and its implementation with parents/guardians of children at risk of
anaphylaxis to gauge their satisfaction with both the policy and its implementation in
relation to their child

respond to complaints and notify the Department within 48 hours

review the adequacy of the response of the school if a child has an anaphylactic reaction
and consider the need for additional training and other corrective action.
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1 conduct 6anaphyl axi s scenari osé and sup-ervi se

injection device administration procedures to determine the levels of staff competence and
confidence in locating and using the auto-injection device kit

Parents/guardians shall:

1 read and be familiar with the policy
1 Liaise with the Facilitator as necessary
1 bring relevant issues to the attention of staff

An outline of the Anaphylaxis Management Plan including strategies to avoid allergens, is available
in the office. These documents will be tailored to suit each student at risk of anaphylaxis as the
need arises.

F. Head Lice Policy

FCSS believe that, while parents/guardians have primary responsibility for the detection and
treatment of head lice, schools also have a role in the management of head lice infections and in
providing support for parents/guardians and students. We acknowledge that most schools will have
some students with head lice at any given time.

Our management procedure is as follows:

1 The administration staff will distribute up-to-date information on the detection, treatment
and control of head lice to parents/guardians and staff at the beginning of every year and
more frequently in the weekly newsletter. This will include comprehensive advice about the
use of safe treatment practices which do

1 Parents/guardians need to refrain from sending their children to school with untreated head
lice. (It should be noted that students may be treated one evening and return to school the
next day and that the presence of eggs in the hair is not cause for exclusion.
Parents/guardians need to be aware that one treatment is not sufficient to manage the
problem. If a student re-attends school with live head lice the school may again exclude the
student until the live insects have been removed.)

1 The Facilitator and/or administration staff will provide clear protocols for any inspection
program that the school wishes to implement. These may include:

1 A Head Lice Management Agreement between Schools and Parents/Guardians form which
outlines the expectations of Parents and the School.

1 A Head Lice Detection Form which is sent home when head lice are detected on a child
and the action taken by the parent/guardian.

not

p I

1 I f deemed necessary by the College of Teachers

alerting the school community to check their children for head lice.

1 All staff are committed to help reduce stigma and maintain confidentiality following head lice
inspections, e.g. a letter be given to all students involved in inspections, not just those
found to have head lice.

1 Training of appropriate school personnel in detection and management of head lice at the
school level.

If teachers suspect a child has head lice because they are visible or the child is scratching and the

teacher has the childbs per mi ssi owmoldiaoyt e, a not e

FCSS suggest parent/guardian include the following procedures:
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1 regular (preferably Sunday night) inspection o
(using conditioner and a head lice comb is the most effective method)

regular inspection of all household members followed by treatment if head lice are detected

upon detection of head lice, notify the school and advise when treatment has commenced.

=A =4

G. Hot Weather Policy

In the event of hot day at school, parents will be alerted to the fact by a notice on the chalkboard in
the car park, and also outside classrooms. It is then up to Parents discretion to come and collect
their child from 12.30pm if the temperature reaches 35 degrees. On collection of the child the
parent must inform the class teacher and sign the sign-out book. Teachers will be at school for the
remainder of the school day and those children who remain at school will be given a modified
afternoon program.

H. Mandatory Reporting Policy

All children have a right to feel safe and to be safe. As teachers, we have a legal and moral
responsibility to respond to serious incidences involving abuse and neglect of the children with
whom we have contact, and to report instances that we believe involve physical abuse, sexual
abuse or neglect.

FCSS Aims:

1 To ensure that chil drenos rights to be safe &
against physical and sexual abuse, and neglect.

1 This policy provides staff with a consistent set of procedures to follow when making a

notification of suspected abuse. The intent of the policy is to clarify the actions to be taken
in relation to maintaining the highest duty of care to our children.

1. Legal Responsibilities:

a) Under sections 28 and 31 of the Children, Youth and Families Act
2005 (Vic), any person can make a report to the Department of
Human Services. However, section 182 of the Act lists registered
teachers and principals as professionals who are legally obliged to
notify protective services if they form a belief, based on reasonable
grounds, that a child has suffered sexual or physical abuse.

b) *NB  Reasonable Belief i All full-time teachers will receive
Mandatory Reporting training from the Department of Human
Services. This training will cover the formation of reasonable belief
as well as clear definitions of abuse.

c) Teachers and/or Principals, as mandated notifiers, can face criminal
prosecution for failing to notify a belief, based on reasonable
grounds, of suspected abuse as an offence under the Children,
Youth and Families Act 2005 (Vic.).

d) As a mandated notifer, teachers and principals are not legally
responsible to notify protective services if they form a reasonable
belief that a child is in need of protection in your private life or when
working in a capacity that is not related to teaching.

e) As a mandated notifier you are both legally and professionally
protected. You cannot be successfully sued or subjected to any legal
liability, nor can you be disciplined for unprofessional conduct by your
professional body.

f) Under the Act, your identity as a notifier remains confidential unless
you choose to inform the chil d, an
guardian yourself; you consent in writing to your identity being
disclosed; the court decides that it needs the information in your
report in order to ensure the safety and wellbeing of the child; the
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2. Procedure:

a)

b)

f)
9)
h)

3. Follow Up:

a)

b)

court decides that it is satisfied that the interests of justice require
that the evidence be given.

If it is suspected, with reasonable belief, that a child is in need of
protection, then a report must be made without delay. Seeking
advice or assistance should not delay the reporting process. Every
attempt must be made to file the report on the same day as the belief
is formed.
If there is uncertainty about the need for a mandatory report to Child
Protection Services, the teacher should ring the Department of
Human Services 1800 675 598 for advice.
Individual teachers should make observations and keep note of the
concerns that exist that have led them to form the belief that the
report is necessary.
You can discuss your concerns with the Facilitator and other
teachers. If the Facilitator or other teachers do not share your belief
that a child is in need of protection, you must still notify the
Department of Human Services of your belief. However, the
Facilitator must be informed of the notification.
It is your responsibility to report your belief, it is not the responsibility
of the facilitator. However, if you are one of a group of mandated
notifiers who share the belief, then only one nominated notifier needs
to make the report. You must be satisfied that the report is made
without delay and that all of the reasonable grounds are included in
the notification.

You do not have to be able to prove that the child has been abused

to notify the Department of Human Services.

You must notify the Department of Human Services each time you

become aware of further reasonable grounds for your belief.

All reports, telephone conversations, information sheets and other

information will be filed in the locked Administration filing cabinet and

remain strictly confidential.

Non-mandated staff

1 While non-mandated staff are not legally obliged to make a
report to the Department, they are still morally responsible to
show duty of care to students if they have a belief that a
student has been abused or is at risk of abuse.

1 If they have formed a reasonable belief they must discuss this
with the Facilitator only and maintain confidentiality from the
school community.

1 If the Facilitator does not support the staff members belief,
the staff member can still make the report to the Department
but must notify the Facilitator that they have done so.

If, following a report, a family approaches the school, it is
recommended that any interview or discussion be conducted with a
minimum of two school staff members present. The focus of such a
meeting should be on the welfare of the child, not on justifying the
actions of the teacher/s involved. This meeting must be
documented.

Support for the reporting teacher/s and the student who is cause for
concern and anyone else affected will be arranged by the facilitator.
Support should continue to be provided as necessary, as the role of
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the teacher with the student and Child Protection Services may be
ongoing.

4. Induction:

New staff will be informed of, and receive training in, mandatory reporting responsibilities and
procedures as part of their induction. Similarly, all staff will be re-familiarised with the policy at the
curriculum day occurring on the first day of the school calendar year.

I. First Aid Policy and Procedures

FCSS seeks to respond appropriately, promptly and effectively to all accidents and incidents to
both adults and children, both on the site and on any school activity outside the school grounds.
The school will respond to accidents and incidents in a manner which enhances the safety and
health of all students, school employees and volunteers. Approved First Aid procedures will always
be utilised in any response, and will always be carried out by currently qualified First Aiders. The
school will:

1 require that all class teachers, Early Childhood Assistant and the Administration Staff hold
an up to date Level 2 First Aid Certificate from an accredited training provider.
1 fund the provision of the regular updates of First Aid and CPR training as required by these

staff members.

encourage other specialist teachers and administration staff to obtain Level 2 First Aid.

seek to be prepared, informed and able to respond to common medical conditions such as

asthma, allergies and anaphylaxis. Students with asthma will be encouraged to participate
in all school activities including sport and fithess.

1 require that all accidents or incidents requiring First Aid will be appropriately recorded in the
school First Aid Register which is kept in the main administration office.

1 ensure that First aid staff will only provide treatment within their level of competence and
training. Any treatment beyond this level will be provided by qualified paramedic or medical
officers.

1 ensure that first aid staff will deal with day to day minor first aid requests, such as grazes
and scratches, feeling unwell, needing band aides, minor assistance or needs to lie down. It
i s at t he cdisedaien whether thé ahild Shsuld go home.

1 recognise that children in the Kinder and Prep area do not leave the area for first aid
administration and the staff members will decide if parents need to take children home.
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1 ensure that EPI pen and Asthma first aid training is updated annually for all staff.

1 not be permitted to give anyone Panadol unless there is written permission from
parents/guardian.

1 provide a designated First Aid/sick bay room located in the administration office.

1 designate first aid Kits that are checked and restocked regularly to ensure that all supplies

are in date and useable.

1 undertake risk assessments of various school activities (sport, excursion, yard duty) at least
annually by the OH & S representatives to ensure that policies and procedures are current,
up to date and relevant to changes in school size and activities. Outcomes will be reported
to the School Facilitator and the College of Teachers.

1 ensure that OH&S representatives conduct a Risk Assessment of the potential for
accidental exposure to allergens and develop risk minimization plans and communicate
these to the staff.

1 display the 4 Step Asthma First Aid poster in various locations around the school.

1 provide all staff, including specialists, with an updated list of children suffering from allergies
or anaphylaxis and include a copy of Medical Plans.

1 ensure all medical conditions known to the school, including any treatment plans, are taken
with the Teacher in Charge during camps and excursions.

1 invite parents of children with an anaphylactic condition or with significant allergies or food

intolerances to speak at their class meetings in order to inform other parents in the class of
any specific needs the child may have.
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1 The school will put frequent notices in the newsletter informing parents when children are
enrolled with severe allergies reminding of the importance of eliminating certain ingredients
from school lunches. The school will attempt to avoid their use in any food provided by the

school.
90% of food allergies in Australia are caused by these eight foods:
1 Peanuts
1 Tree nuts eg hazelnuts, cashews, almonds
f Eggs
1 Cows milk
1 Wheat
1 Soybean
9 Fish and shellfish
1 ensure that the enrolment procedures provide the opportunity for parents/guardians to
supply information abouttheirc hi | dés medi c al condition.
1 ensure every parent/guardian who informs us that their child is diagnosed with asthma or

anaphylaxis supplies a signed Management Plan, an in-date EpiPen or a puffer and spacer
at school. Parents/guardians are to inform the school that the child has their own
medication.

J. Food & Rubbish Free Policy

The FCSS curriculum and daily practice has a strong underlying focus on living responsibly within

our environment and | i vi ngWedavehbeen|andhcygntinug tb esvaryy | e é
proactive, in encouraging these elements within our school on a daily basis with the children and

adults. This policy aims to greatly reduce the amount of snack/lunch rubbish being generated each

day and it has been wonderful to see how creative many of the families have been.

The following list is far from comprehensive but will serve as a good guideline to what we see as

good choices for food at our School/Kinder/Playgroup. These choices and limitations are not just
forour children6s | unches and snacks t heipe, palt-8me amipggsdaly t o
and any festivals, events, cafés that are held here at our School. It is only by setting examples that

our children will truly learn how to make their own good choices as they grow and develop into
adulthood.

(Note: Currently we do not have any allergies that need to be notified to the whole school such as
peanuts. Should we have a child enrolled who has a specific allergy such as peanuts, the food

policy will be updated accordingly, and the whole school notified.)

FOOD
Good Choices Not permitted
Fresh fruit Roll ups
Tin fruit in reusable containers Packets of chips or other items
Home made cakes or biscuits Commercial tubs of yoghurt or pudding
Whole grain bread Commercial tubs of jelly
Vegetable sticks (ie carrot) with dip Chocolate Cake
Yoghurt (in reusable containers) Anything with a high added sugar content
Nuts and/or dried fruit Chocolate anything (ie nutella or birthday cake)
Homemade jelly in reusable containers Juice (particularly juice boxes)
Mini pizzas Cordial
Fresh sandwiches (with wholegrain bread) Lollies

Tortilla wraps
Home made mini quiches or pies
Pasta
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Soup

Homemade popcorn
Sushi

Falafel & dip

Home made anzac or rice bubble style snack
bars (honey & tahini i no need for sugar!)

Boiled eggs

With regards t o blanchrgpbish is btill findiry itsfwayeirdo oér beautiful garden
and wet lands. Some of the most popular items that appear are plastic one use bottles of water,
foil, yoghurt tubs, plastic spoons and forks, paper coffee cups, cup cake wrappers and lolly
wrappers. The foil is a particular problem as it breaks down very quickly (sometimes with a little
help from little fingers!) and the native birds ingest the small pieces.

LUNCH CONTAINERS

Good Choices Not permitted

Reusable plastic containers such as décor, Tupperware, etc. |Foil

Thermos Wax paper or paper bags

Cloths or cloth bags Anything pre-packaged in a container
Water bottles without advertising (plastic or metal) Water bottles with advertising on them
Camping cutlery or kitchen metal cutlery One use, pre-packaged water bottles

Disposable plastic cutlery
Cup cake wrappers

K. Administration of Medication Policy

This policy is designed to provide guidelines for the distribution of medication. This policy is
applicable to all forms of medication that have to be administered.

The school is obliged to comply with reasonable requests for assistance in the administration of
medication. This results from the duty of care that exists in all schools and education facilities.
Records of medication administered by staff to students and agreements to this administration of
medication must be stored at the school. These confidential records shall only be accessed by
authorised persons at the school i.e. Facilitator, Front Line Manager and class teacher.

All staff must respect the confidential nature of information made available to them regarding the
medical condition of any students.

Introduction

Documentation of all administration of medication agreements (e.g. listing times, doses, dates of
medications) is required. The preservation of these records is required for legal and medical
reasons.

Statement Of Purpose
1 to provide guidelines for the distribution of medicine;
1 to ensure both the safety of the child and to protect the school staff who do not have
medical training; and

1 to inform all staff of children suffering from ongoing medical conditions.

Measurable Outcomes
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accurate and up to date paperwork is kept in the office;

administration of medicine takes place at the appropriate time;

procedures are in place for the distribution of medication;

a display of child photo and relevant medical information in the staff room where necessary.

= =4 =4 =9

1. Responsibilities

The Facilitator will ensure communication occurs between parents, school staff and appropriate
health professionals, provide approval for school staff to administer or supervise the administration
of medication to students and ensure safe and confidential storage of records relating to the
administration of medication.

2. School Staff

Staff should administer prescribed medication where there is an agreement between staff,
parents/guardian/carer and facilitator and where written instructions from the prescribing doctor
have been provided by the parent/guardian/carer. School staff are responsible for student welfare
and need to know if a student has a valid medical reason for carrying prescribed medicine to
school.

3. Over-The-Counter (Non-Prescribed) Medication

It is the responsibility of the parent/guardian/carer to notify school staff if a student is taking over-
the-counter medicine. Drugs such as those used for travel sickness, antihistamines, ventolin and
cough mixtures and also analgesics (e.g. aspirin and paracetamol) can have side effects and will
only be administered if written permission has first been obtained from a parent/guardian/carer.

4. Prescribed Medication

Only the quantity of medication for the school day can be brought onto the school

premises by the student. School staff are not to administer prescribed medication or treatments
which require specialist training such as giving injections. The exception being the use of the epi-
pen for anaphylaxis which all staff are trained in by an accredited training agency.

If school staff are to administer medication to the student the following protocol applies:

a) parent/guardian/carer must provide written authority for the school
staff accepting responsibility to administer the prescribed medication.
b) parent/guardian/carer is responsible for the submission in writing of

any requirements of the student for medication, including details from
the medical practitioner and of the circumstances for the appropriate
use and application of the medication.

c) parent/guardian/carer must provide the medication in a properly
labelled container (name of student, name of medication, dose to be
taken). Minimal quantities only should be sent to school unless there
is a need for larger amounts to be sent, by agreement with the
school.

d) school staff should only administer prescribed medication in
accordance with instructions or advice of a medical authority.

5. Emergencies

Emergency situations requiring the administration of prescribed medication

Emergency situations include those arising from asthma, diabetes and serious allergic reaction. It

is the responsibility of the parent/guardian/carer to provide the school with adequate information
regarding the details of the studentds medical co
treatment under emergency conditions. Where such a medical condition exists, collaborative
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discussion needs to take place between school staff, parent/guardian/carer and the facilitator to
develop an emergency plan upon which all parties agree.

School staff should be advised that refusing to administer medication or provide assistance to a
student in an emergency situation when the staff member is reasonably aware of and able to take
some action which could prevent or reduce harm being done to the student may constitute a
breach of their duty of care to the student. Calling an ambulance, without providing further help,
may not be adequate in an emergency situation where staff are reasonably able to take some sort
of affirmative action. The absence of parental consent or instructions from a doctor will not
necessarily protect a staff member from liability in emergency situations. Similarly, if a staff
member reacts in a reasonable manner in an emergency situation, the absence of parental
authority is not likely to raise an issue of liability.

6. Preservation of Records

91 All recorded data will be kept in the locked cabinet in the office. All agreements to the
administration of medication and all records of medication given need to be held by the
school.

1 A requirement is that all records of medication administered by staff members to a student
be retained for t he p8thhirthdhy. Thpse teaprds arealéemedttou dent 6
be of a confidential nature and their collection, storage and security are the responsibility of
the Facilitator.

7. Safe Storage of Medication

1 Prescribed medication which is to be administered by staff must be stored safely in a
lockable
1 compartment or cupboard which can only be accessed by authorised persons. Medications
which are required to be refrigerated should be under the care of the staff member who is
responsible for the student for whom the medicine is prescribed and should be isolated in a
secure container. All medication must be in a properly labelled container which shows the
name of the drug, name of the student, the dose and frequency.
1 It is the responsibility of the parent/guardian/carer to ensure that the medication is clearly
| abell ed, is not out of date and is provided i

All forms pertaining to this policy are available from the office.

Policy ratified by council on 19" November 2009.Policy to be reviewed no later than 19" November 2010.

VIIl EMERGENCY PROCEDURES

A. Emergency Management Policy and Procedure Plan
* In the absence of the Facilitator, the nominated senior teacher will assume all
authority and responsibility given to the Facilitator.

In line with our Student Welfare Policy, FCSS recognises the importance of being prepared
and accepting responsibility for the welfare of students and visitors in the unlikely event of an
emergency occurring during school hours.

Such emergencies can include internal fire, earthquake, chemical spill (from the nearby
highway or industrial plant), gas leak, or criminal activity. While these events are unlikely,
they are still possible at any time with grave consequences to student welfare if staff
responses are not known and rehearsed. Emergency situations involving bushfire are dealt
with separately in the 6Bushfire Policy and Act
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In any such incident, it is very important that everyone keeps as calm as possible and
students, staff and visitors IMMEDIATELY follow procedures and instructions of the
Facilitator and class teachers in order to ensure the best possible level of safety and welfare
for everyone. Likewise, all staff must remain calm, have maturity of judgement and
command authority from students and others in their care.

FCSS Emergency Management Policy and Action Plan will be consistent with advice
provided by the Department of Educati on, Empl o
Emer g e nablicatisnd p

All emergency or criminal activity in which the safety or well-being of staff or students is at
ri sk, or where there is a threat to property, m
24 hour Emergency and Security Management Branch on 95896266.

Incidents which occur during or between school hours, during camps, excursions, involve the
media or issues for potential negligence or legal liability must also be reported.

Emergency situations will call for one of the following actions;
1 Evacuation procedures keep everyone safe by removing them from immediate danger.
1 Lockdown procedures maximise safety by keeping everyone inside away from danger.

1 Lockout procedures maximise safety by keeping students and staff as safe as possible from
intruders.

B. Evacuation Internal

a) This will be signalled by long rings of the megaphone/siren with intermittent short break,
along with repeated verbal instructions. In this emergency situation, the aim is to get
everyone out of the school buildings and assembled in a safer place in the open field to the
l eft of the 6big roombd.

b) Facilitator to direct office staff to call 000 and notify the emergency, and if necessary direct a
staff member to the school entrance to direct unit to site of emergency.

c) Facilitator to direct a staff member to turn gas off at mains if required.

d) Office Manager to take the emergency supply kit to the safer area.

e) Students must f olctiomsw teachero6s instru

f) All bags to be left in the classroom.

g) Teacher to take student roll book and ensure students remain calm.

h) Class teacher to close all doors and windows and turn off lights, air conditioning and heating
if time permits.

i) All rooms are to be evacuated in an orderly fashion and children to gather in the designated
assembly area in class circles and sit down.

i) The teacher will take the roll. If any children are missing this must be reported to the
facilitator immediately. The facilitator will report this to the officer in charge of emergency
services, who will then secure the area.

k) The teacher must stay with the class they have evacuated.

[) Children must not leave their class groups unless the officer in charge of emergency services
considers it safe to do so.

m) Children are not to be released to parents until the teacher has confirmed all children marked
present on the roll have been accounted for.

n) Parents must initial the roll in the presence of the class teacher before collecting their child.
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2. Lockdown/Lockout

Lockdown refers to a situation when students and staff are locked inside the
building/classroom due to a threat such as chemical spill or other environmental threat.
Lockout refers to a threat that needs to be locked out of the room such as a civil disturbance,
where there is a threat to staff or students personal safety.

a) This will be signalled by continuously repeated short rings of the megaphone/siren along
with repeated verbal instructions. In this emergency situation, the aim is for everyone to
remain inside the school buildings.

b) Facilitator or office manager to call 000 and notify of emergency

¢) Students outside of school buildings must immediately return to their classroom.

d) If the lockdown/lockout siren rings before or after school students are to return to their
classroom with the class teacher.

e) Teachers and students are to take cover underneath desks and away from windows,
overhanging heavy objects or any other glass such as doors or light fittings.

f) Teachers to close all windows, lock doors and close window coverings if possible.

g) Staff and students must remain locked in rooms until the situation is declared safe and the
6al l c | e a rthee emesgengyiserkces officgr and/or the Facilitator by megaphone so
that all can hear. All clear will be a code word known to staff.

h) The Facilitator will seek counselling and trauma support for students and staff following any
serious emergency situation.

i) After an emergency situation staff will debrief with the facilitator to review the effectiveness of
the emergency management procedures. Facilitator to write report and arrange for any
procedure improvements necessary.

j) Two emergency drills will be held at random times during the school year in addition to the
bushfire emergency drills so that everyone knows, understands and practices the correct
procedures should an emergency arise at the school. These drills will be recorded by the
Facilitator along with an assessment of the effectiveness of emergency procedure. Any
improvements along with justification will also be recorded.

C. Bush Fire Policy and Procedure Plan

* In the absence of the Facilitator, the nominated senior teacher assumes all authority and
responsibility.

FCSS has been advised by the Department of Education and Early Childhood Development
(DEECD) that our school has been placed on the Bushfire At-Risk Register. Facilitator and/or
administration staff will check all warnings of potential and actual closure of facilities on the
DEECD website (www.educaiton.vic.gov .au/bushfires) by 10.30am each morning during the
bushfire season. This bushfire policy outlines procedures to be undertaken by staff and
students at the different levels of a bushfire emergency:

1 Preparing for the bushfire season

1 Code Red Fire Danger Rating and Extreme Fire Danger Rating

1 Fire reported in Local District

1 Fire in Immediate Vicinity or Impacting on Site

1 Recovery during the period immediately following a bushfire impact on site
1. Preparing for the bushfire season

a) An annual audit of building and grounds safety will take place at the end of term three
and again before school returns in January by the Site Manager to ensure gutters and
roof gullies are cleaned and cleared of vegetation and hoses that will be connected to
water tanks are checked monthly during the season.

b) Grass will be kept short within the school and at perimeters at all times.
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f)
9)

b)

c)

d)

The Facilitator will ensure emergency bushfire drills will be carried out by students

and staff in terms one and fourtoi ncl ude pr act i csafarduildimgov i (nbgi gt o

room, office and toilet block building) from a number of different locations around the
school.

2. Code Red Fire Danger Rating

School will be pre-emptively closed in the event that the Bureau of Metrology issues a
Code Red Fire Danger Rating warning for the weather district in this location.

Where possible DEECD will provide up to 3-days notice of a planned closure
(including warnings about cancelling, changing, rescheduling or recalling out of
school hours off-site activities, such as camps and excursions). In some instances
less than 3-days notice may be provided.

The final decision to close the school will be confirmed no later than 12 noon the day
before planned closure.

Once the decision to close is made, this will not change T regardless of changes in
weather forecast i this will help limit confusion and provide time for parents to make
alternative care arrangements for their children.

Where possible parents/guardians will be formally notified of closures in writing and a
notice will be placed on the notice board near the car park entry. The school gate will

be | ocked and will display a 6SCHOOL CLOSEDS®S

Parents/guardians will need a family fire safety plan to make alternative care
arrangements for their children.

Other nearby schools that have different risk factors may remain open on Code Red
days or even close at lower Fire Danger Ratings (such as Extreme or Severe)

3. Firereported in Local District

The facilitator will monitor the DEECD website
(www.education.vic.gov.au/bushfires) to get up-to-date information about
potential fire risks to the school. In addition to this the facilitator will monitor the CFA
and DSE websites and ABC radio 774.

Facilitator will contact the Victorian Bushfire Information Line [VBIL] on 1800 240 667
for the latest advice and information about the likely threat of bushfire to the school.

Facilitator will inform staff and students to proceed to the fsafer buildingd ( bi g r oom
office and toilet block building) according to our Emergency Management Plan should

the need arise.

Admin staff member will check emergency Kit.

4. Fire in Immediate Vicinity or Impacting on Site

In order to ensure a safe andor derly operati on, a gaferci si on
buildngd ( bi g r oom, of fice and toil et bl ock bu

foll owing agreed Atriggerso are reached.

CFA information and warning messages on DEECD website and ABC radio 774
indicate a fire is moving toward Freshwater Creek.

The local emergency services advise that a bushfire is likely to impact on the site.
The School is advised that a bushfire is burning in any of the surrounding townships.
There is a confirmed sighting of nearby smoke or flames.

When a trigger is reached the siren will be rung continuously as practiced in the drills.
All Students, staff and visitors will move to the safer building immediately.

Staff to take fire extinguishers from classrooms to the safer building if time permits.
Staff to close all doors and windows and turn off air conditioning as rooms are
vacated.

76


http://www.education.vic.gov.au/bushfires

i) Facilitator wil/l ensure all s i t eafephuildiagd n n e |

area.

k) Teachers will take a roll of all students in their care and report to Facilitator.

)] Office Manager to monitor visitors and volunteers and report to Facilitator.

m) Facilitator will advise CFA of the number of persons on site.

n) Once fire front has passed, staff will check for and attempt to extinguish spot fires
insi de or i mp aafethbuildiggbo hotvk g e b

0) Under no circumstances will any of the staff put themselves in any dangerous

situations that may cause harm to themselves or others.

5. Recovery during the period immediately following a bushfire impact on site

a) Facilitator and class teachers will ensure no-one leaves the safer building until the
situation outside has been assessed as safe by emergency services.

b) Staff to remain on duty until all students are collected from the site by
parents/guardians.

c) Facilitator to ensure all staff undertake a debrief of the bushfire situation and

procedures undertaken at an appropriate time soon after the incident and complete a
written report.
d) Appropriate counselling will be provided to all staff and students if deemed necessary.

D. Critical Incident Management Policy

In addition to our Emergency Management Policy and Procedure Plan, Freshwater Creek Steiner
School has developed a Critical Incident Management [CIM] Policy to ensure that all reasonable
steps are taken in identifying and minimising the risks of exposure to potential critical incidents and
to plan for appropriate action and support should a critical incident occur.

A critical incident is a traumatic event or any situation faced by the school community causing
members to experience extreme stress, fear or injury which has the potential to interfere with their
ability to function either at the time the situation arises or later. This differs slightly from the
Emergency Management Policy in that the Critical Incident Policy caters for the needs of staff,
students and the community at the time of the incident and after, and considers not just the physical
health but also the mental health of students, staff and families.

Examples of critical incidents may include but is not limited to:

Serious injury, illness or death of a student or staff member

Physical assault

The disappearance or removal of a student

Student or staff witnessing a serious/traumatic incident

Natural disasters such as storm, hailstorm, windstorm, bushfire or grass fire.

Fire, explosion, gas or chemical hazard which poses a threat to the health and safety of
students, staff or visitors.

Hostage / siege / firearms / weapons or bomb threat

Aircraft crash

Major transport accident

Destruction or major damage to part or whole of the school

Environmental threats such as toxic emissions of gas, chemical, fuel; threat of contamination
of water supply.

Outbreak of serious disease

Social issues such as drug overdose, sexual assault

Student or staff suicide

Student or staff lost or injured on camps or excursions

Any incident or event that threatens the health, safety and well-being of students, staff
members or visitors.
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All emergencies, in which the safety or well-being of staff or students is at risk, or where there is a
threat to property, mu st be reported i mmediatel:
Emergency and Security Management Branch on 95896266. Incidents which occur during school

hours, during camps, excursions, involve the media or issues of potential negligence or legal liability

must also be reported.

Critical Incident Management Team

FCSS has a Critical Incident Management [CIM] Team to assist the Facilitator in the prevention and
management of critical incidents at the school, kindergarten, on camps and excursions.

The Facilitator is the CIM Team Leader.

The CIM Team includes:

The Facilitator i Peter Barker [Team Leader]

The business manager i David MacFie

The front-line manager i Fiona Cox

The extra lesson teacher i Karla Stacey

A member of the College of Teachers

The School Council President [or executive member in the absence of the President]

E R N

The responsibilities of the CIM Team include:

1 Risk assessments of hazards and situations which may require emergency action

1 Analysis of requirements to address these hazards

9 Establishment of liaison with all relevant emergency services (e.g. Police, fire brigade,

ambulance, hospital, poisons information centre, health services)

9 24 hr access to contact details for all students and their families (this also includes any

agents or guardians and interpreting services if necessary)

1 24 hr access to contact details for all relevant staff members needed in the event of a critical
incident (e.g. All members of the CIM Team and school counsellor, school security and /or
legal services)

Oversee the implementation of the CIM plan
Organisation of practice drills at least twice per year
Annual review of the CIM Policy and plan

Arranging appropriate staff development

Budget allocation for emergencies
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Critical Incident Management Plan

The CIM plan describes the school and its environment, potential hazards to which it is likely to be
exposed and the manner in which emergencies will be managed by the school. The CIM plan
consists of a series of actions aimed at gaining and disseminating information, regaining equilibrium
and morale, establishing future routine, and initiating procedures to prevent any recurrence. These
actions are differentiated into immediate actions, short term actions and medium term actions and
are to be taken by the persons nominated in the plan or delegated by the CIM Team at the time.

Resources
The nature of critical incidents is such that resources cannot always be provided in anticipation of
event s. The critical incidents management team u

i both physical and personnel i to meet the needs of specific situations. Staff and team members
will be reimbursed for any out-of-pocket expenses.
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Managing the media

1 The Facilitator will determine the official school response and should co-ordinate all media

enquiries.

All enqguiries from the media should be directed to the facilitator.

No comments should be made by staff to the media

No interviews with students are permitted

Camera crews should be kept at a distance

No students photographed without parental permission

The Facilitator should confirm all facts before speaking with the media. If accurate

information is not available or is sensitive, the Facilitator should explain that questions

cannot be answered at this time.

1 Avoid implying blame or fault for any part of the incident as this can have significant legal
implications.

1 The Facilitator may delegate media liaison to another member of staff.
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Evaluation and review of the Management plan

After every critical incident, a meeting of the CIM Team will be held to evaluate the critical incident
report and the effectiveness of the management plan and make modification if required. If
appropriate, this process will incorporate feedback from the staff members, students, school
community members and local community representatives.

In the event of no critical incidents for a period of 12 months the CIM Team will review the
management plan and if required update it to meet regulations and / or current school conditions.

Acknowledgements

Independent Schools Victoria i Compliance framework/Accident and Incident Register

www.eduweb.vic.gov.au/intranet/facilities/emerg/default.htm

DEECD i School reference guide: 4.4 Student safety and risk management

CIM Plan

Description of School and its environment

FCSS is located on a rural site of approximately 7.2 acres. The school and Kindergarten is
comprised of 5 portable buildings and one permanent building. The portables are constructed of
timber with corrugated iron roofs and the permanent building is a timber framed building with a
weatherboard and rendered exterior. The roof is corrugated iron. A large shipping container is also
located on the site and is used for storage.

The portables are grouped into 2 sections. One consisting of 2 portables that houses the
Kindergarten and Prep classes, these are linked together by a purpose built structure comprising 2
small offices/storage rooms, a disabled toilet/laundry, a separate toilet/bathroom for each portable,
a breezeway and a veranda. The other consists of the remaining 3 portables used for primary
school classes and theseareal so | inked by purpose built foyers
and provide a weather proof space. The permanent building lies adjacent to the portables and
houses the administration office, amenities, sick bay and a multipurpose room.

The school site is essentially flat, with some vegetation surrounding the buildings as well as some
immature native and fruit trees and some mature trees used as wind breaks behind the 3 primary
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school portables and the permanent building. There is a vegetable patch and small flower gardens
in the childrends play areas. Nearly the enti

There is a wetland area comprising densely planted native trees and vegetation, located between
the main car park and the school grounds. This area is fenced off and set at a distance of
approximately 50 metres from the main school yard and can only be accessed via a purpose built
path. The wetland is still in its early growth phase and the vegetation will continue to grow in
density over time.

The neighbouring township consists of a cluster of houses, a service station/general store, Caravan
Park and a café/cake shop. There is a community hall, CFA and pony club within walking distance
of the site. The topography of the area is essentially flat. The school site has vehicle access via
Anglesea Rd into Mcintyre Rd (unsealed). A left hand turning lane has been constructed from
Anglesea Rd into Mcintyre Rd. The school has a population of approximately 65 students
accessing the primary program and 40 students in the kinder/early childhood program.

Identifying the risks

Fire: The FCSS is considered to be in an area of high bushfire risk and thus we have a separate
Bushfire Policy including evacuation plans and procedures. The timber construction of the school
adds to this risk and makes the school vulnerable to fire at all times. A section of the school
grounds are kept mown and access to water tanks provide a refuge in case of bushfire or major fire.

Flooding: The areas of the school site around the buildings have been shaped to allow for raised
play areas, and the building floor levels are raised above any possible flooding. The wetland has
been constructed in such a way to allow for rainfall runoff to collect in the overflow damn if the main
wetland damn is full. The runoff is channelled through a series of drains and basins that have been
designed to minimise the depth of water channelling through them. In the event that these basins
do flood, access to these areas will be restricted and teachers will monitor students at all time
during outdoor play.

Snakes: The school ground and surrounding rural areas present a risk for student/staff from
snakebite. Due to this the school had developed a separate Snake Alert Policy. Refer to this policy
for details.

Disappearance or unauthorised removal of a student: Staff are present during recess and lunch in
the grounds. Parents are required to advise of any legal restraints in collection of students.
Families must advise teachers of any changes in picking up and dropping off arrangements for the
children. Enrolment procedure requires that parents/guardians advise the staff of people authorised
to pick up the children. Before and after school, students are required to wait in the teacher
super vi sed oOteardropé play area until school s
The school participates in regular excursions and camps. Mobile telephones are taken on all
excursions and qualified staff are employed to participate at these events. Adult/student ratio
requirements are adhered to at all times while outside the school grounds.

Response Procedure
Report the emergency:
1 Students are to report any emergency immediately to an adult within the school [preferably a
teacher].
9 Teachers are to report the emergency to the Facilitator [who is the CIM Team leader].
1 The Facilitator will instigate the CIM plan as outlined below.

Immediate Tasks [to be carried out at the direction of the Facilitator]

re s

tarts
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T I mpl ement t he s c hEmerdelcg Maagggmend [Prnodedute géf required i.e.
Evacuation / Lockdown / Lockout

1 Notify the required emergency services

1 Ensure staff and students are safe from injury or harm

1 Convene CIM Team to action the following:

1 Notify the Emergency and Security Management Branch on 95896266 i Front-line Manager

1 Manage information (phone calls to parents/guardians) i Front-line Manager

1 Record details on Emergency Record form

9 Inform parents who arrive at the school

1 Notify teachers and ancillary staff about the emergency

9 Establish a recovery room for affected students, ensuring supervision

1 Establish a waiting room/area for parents

1 Inform students within the school

1 Co-ordinate media requests for information

1 Actively seek information from the Department of Education, Police, hospital or other

relevant organisation on the emergency situation

Short term tasks [delegated to/by CIM Team]

Inform School Council members

Inform the school community via letter or newsletter

Monitor School community reactions and support those in care-giving roles
Liaise with outside agencies as required, including the emergency services
Brief key personnel and review responses

Set up debriefing with appropriate counsellors for staff involved in crisis

Set up debriefing with appropriate counsellors for students involved in crisis

QS _a_m_a_a_a_a_2»

Medium term tasks [carried out/organised by the CIM Team]

Identify need and organise supportive therapy for those affected by the crisis, individually
and collectively

Develop strategies to minimise/eliminate recurrence

Evaluate CIM plan as per policy

=A== =4

E. Snake Alert Policy and First Aid

The purpose of this policy is to set out the policies and procedures in relation to the incidence of
someone at FCSS discovering a snake in the school environment. It will also outline immediate first
aid in case of snake bite.

Snake Alert;

FCSSis in a rural area and it is likely there will be snake encounters around the school from time to
time. Snakes are most active during the day in Spring, Summer and Autumn. However, they can
even be active on warm winter days and during warm nights.

FCSS students, parents and staff should not run through long grass or thick ground cover at school,
particularly in bare feet.

All snakes are protected by law. There is no reason why we cannot live in harmony with them
provided we respect their presence and take all reasonable precautions when the more venomous
of their kind are encountered.

1. Course of Action if Snake is Seen;

a) Assume it to be venomous.
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b)

f)

9)
h)

Immediately tell any nearby people to stay well away from the snhake
while someone alerts a teacher/staff member/adult that they have
seen a snake.

The adult informed should immediately inspect the site of the snake
sighting from a safe distance. If the snake is not visible anymore do
not try to flush it out. No adult or child should try to kill or catch the
shake. Snakes can move quickly and it is paramount to ensure your
safety and the safety of nearby children. Treat the snake as
venomous until it is identified by an expert on snake identification.
After a quick assessment is made, the informed adult is to ensure all
children are kept safely away.

As soon as the safety of children and adults is established the notified
adult will immediately call Ross Beeby on 52896611 or 0432558065.
If he is unable to be contacted, the Environmental Protection Authority
(EPA), will be notified on the hotline humber i 1300 130 372. The
EPA will then advise further course of action.

The greatest risk of snake bite from venomous snakes comes from
people trying to Kill or handle them.

A notice placed in all classrooms explaining to parents that a snake
has been sighted (give specific locations) and assure parents that the
authorities have been contacted.

2. First Aid for Snake Bites;

If you or another person is bitten: Assume all snakes are venomous and take the following

actions.

a)
b)

c)

d)

f)
9)

h)

Do not panic. Try to remain calm, lie down and immobilize the bitten
area.

Have another member of staff ring 000 and seek medical help while
you do the following;

Apply a bandage but do not block circulation. Take a broad bandage
and bind along the limb starting at the bite area, at the same pressure
as for a sprain. Then bandage down the limb and continue back up
the entire limb over and above the bite area. This will help prevent
the spread of the venom through the body. Do not remove the
bandage. It is often easier to go over the top of clothing such as jeans
rather than remove clothing. In an emergency, strips of clothing can
be used instead of a bandage.

Immobilize the limb with a splint. Lie down and keep the limb
completely still until help arrives. Do not elevate the limb or attempt to
walk or run. Movement will encourage the spread of venom through
the body.

Do not attempt to catch the snake. All too often, the snake will bite
again if an attempt is made to catch it. ldentification of the snake
species can be obtained through samples of blood or urine and from
venom around the bite area. If the species of snhake remains
uncertain, a poly-antivenin may be used, which is suitable for
treatment of all venomous snake bites.

Do not wash the wound. Venom left on the skin will help doctors
identify the snake and administer the appropriate antivenin.

Do not cut the wound. This will spread the venom into the
bloodstream and can cause more serious injuries than the snake bite
itself.

Always seek medical help.
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COMMITMENT TO DEMOCRATIC PRINCIPLES

The community of the Freshwater Creek Steiner School support and
promote the principles and practice of Australian democracy. We
value democracy as the highest ideal of human liberty and the
greatest opportunity for people to live their lives free and true to
their own conscience. We acknowledge our democratic heritage
and the hard won struggles throughout history to achieve this. The
key democratic ideals promoted and valued by our school are;

1 Rule of law

1 Elected representatives

1 Equality before the law
1 Majority rule/minority rights

1 Freedom of speech and association
1 Freedom of religion/conscience
1 openness, tolerance, fairness
1 universal suffrage
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Appendices

The following is a list of forms, procedures and documents relating to the policies in this document.
All of these forms and procedures are available for examination and use from the office. While
every effort has been made to make this list as comprehensive as possible, new forms may be
adopted before this list is updated. However, if the form required is not listed here, it will still be

available from the office.

R N I I e R I B B B |

Sample school report demonstrating VELS from each class, including Prep.
Teacher mandates, roles and responsibilities and Facilitated management model
Copy of the schools constitution

Information Pack

Enrolment pack

Kinder OExpression of Interestd form
Letter of Acceptance of new enrolment

Exit questionnaire

Fee schedule

Conveyance Allowance form

Code of Conduct, Code of Ethics, Standards of Professional Practice from the VIT
Volunteers Code of Conduct Agreement

Absenteeism Procedure

Indemnity form for Excursions

Anaphylaxis management plan template

Student Medication Record

Student Medication Photograph Record

Governance Charter

Strategic Plan

Business Plan

Minutes from AGMs

Snake sighting notice

Emergency Evacuation Map

Essential Services Register

Procedure for Maintaining the Working with Children Register
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