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POLICY 
FREQUENCY LAST DET 

UPDATE or 
REVIEW 

DATE FOR 
REVIEW 

STUDENT ENGAGEMENT AND WELLBEING  Annual  30/10/2015 30/05/2016 

CAMPS  3 years 12/09/2014 12/01/2017 

HOMEWORK 3 years 5/09/2014 5/03/2017 

INTERNATIONAL STUDENT PROGRAM 3 years 5/09/2014 5/03/2017 

ANAPHYLAXIS MANAGEMENT Annual 1/06/2016 1/06/2017 

ASTHMA Annual 1/06/2016 1/06/2017 

TYPE 1 DIABETES Annual 1/06/2016 1/06/2017 

ATTENDANCE 3 years  05/09/2014 1/06/2017 

ASSESSMENT 3 years 1/05/2015 1/09/2017 

PARENT PAYMENTS Annual 5/09/2016 5/09/2017 

COMPLAINTS (Parent Complaints) 3 years 3/09/2014 1/09/2017 

OUT-OF-HOME CARE (Homelessness) 3 years 1/09/2014 1/09/2017 

PRIVACY 3 years 1/09/2014 1/09/2017 

ENROLMENT (Student Enrolment) 3 years 2/09/2014 1/09/2017 

HEALTHY EATING EDUCATION 3 years 3/09/2014 1/09/2017 

DUTY OF CARE 3 years 4/09/2014 1/09/2017 

EXCURSIONS 3 years 4/09/2014 1/09/2017 

LEAVE 3 years 4/09/2014 1/09/2017 

CURRICULUM 3 years 5/09/2014 1/09/2017 

DANGEROUS GOODS & HAZARDOUS SUBSTANCES 3 years 5/09/2014 1/09/2017 

FREEDOM OF INFORMATION 3 years 5/09/2014 1/09/2017 

KOORIE EDUCATION 3 years 5/09/2014 1/09/2017 

PARENTAL RESPONSIBILITIES 3 years 5/09/2014 1/09/2017 

CASH HANDLING POLICY Annual 12/09/2016 12/09/2017 

INVESTMENTS Annual 12/09/2016 12/09/2017 

MANDATORY REPORTING   Annual 7/11/2016 9/11/2017 

LOCAL LEAVE 3 years 1/05/2015 1/05/2018 

REGISTER OF STAFF QUALIFICATIONS 3 years 1/05/2015 1/05/2018 

CHILD SAFE CODE OF CONDUCT Annual 1/05/2016 1/03/2018 

CHILD SAFE  Annual  1/05/2016 1/03/2018 

BULLYING PREVENTION AND INTERVENTION Annual 3/03/2016 3/05/2018 

BLOOD BORNE VIRUSES (Hepatitis & HIV) 3 years 1/06/2016 1/06/2019 

BLOOD SPILLS 3 years 1/06/2016 1/06/2019 

EPILEPSY AND SIEZURES 3 years 1/06/2016 1/06/2019 

FIRST AID 3 years 1/06/2016 1/06/2019 

HEALTH CARE NEEDS 3 years 1/06/2016 1/06/2019 

MEDICAL EMERGENCIES 3 years 1/06/2016 1/06/2019 

MEDICATION 3 years 1/06/2016 1/06/2019 

ASSET MANAGEMENT 3 years 12/09/2016 12/09/2019 

FINANCIAL MANAGEMENT 3 years 12/09/2016 12/09/2019 

FRAUD AND CORRUPTION 3 years  12/09/2016 12/09/2019 

FRINGE BENEFITS TAX (Taxation Compliance) 3 years 12/09/2016 12/09/2019 



 

2 
 

FUND RAISING 3 years 12/09/2016 12/09/2019 

GIFTS, BENEFITS & HOSPITALITY    3 years 12/09/2016 12/09/2019 

LEARNING TECHNOLOGY POLICY 3 years 7/11/2016 7/11/2019 

UNIFORM  3 years 7/11/2016 7/11/2019 

CRITICAL INCIDENT MANAGEMENT AND REPORTING 3 years 7/11/2016 7/11/2019 

EMERGENCY MANAGEMENT  PLANNING  3 years 7/11/2016 7/11/2019 

SECURITY RISK MANAGEMENT 3 years 7/11/2016 7/11/2019 

CONTRACTOR MANAGEMENT 3 years 7/11/2016 7/11/2019 
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BUCKLEY PARK COLLEGE 
Anaphylaxis Management  

Developed: May 2014 Revised:  June 2016 Review Date: June 2017 
 
Rationale 
Anaphylaxis is a severe, rapidly progressive allergic reaction which is potentially life threatening. The most 
common allergens in school aged children are peanuts, eggs, nuts, cow’s milk, fish and shell fish, wheat, soy, 
sesame seed, some fruits, latex, certain insect stings and medications.  
The key to prevention of anaphylaxis in schools is knowledge of those students who have been diagnosed at 
risk, awareness of triggers (allergens), and prevention of exposure to these triggers. Partnerships between 
schools and parents are important in ensuring that certain foods or items are kept away from the student 
while at school.  
Adrenalin given through an Epipen auto-injection to the muscle of the outer mid-thigh is the most effective 
first aid treatment for anaphylaxis.  
 
Purpose 

 To provide, as far as practicable, a safe and supportive environment in which students at risk of 

anaphylaxis can participate equally in all aspects of the students schooling.  

 To raise awareness about anaphylaxis and the school’s anaphylaxis management policy in the school 

community.  

 To engage with parent/carer of students at risk of anaphylaxis in assessing risks, developing risk 

minimisation strategies and management strategies for the student. 

 To ensure that each staff member has adequate knowledge about allergies, anaphylaxis, training and 

the school’s policy and procedures in responding to an anaphylactic reaction. 

Implementation 
It is the responsibility of the First Aid Attendant to: 

 Ensure that an Individual ASCIA (Australasian Society of Clinical Immunology and Allergy) 

Action plan and required medications are provided by the students’ parent/carer for any 

student who has been diagnosed by a medical practitioner as being at risk of anaphylaxis.   

The Individual ASCIA Action Plan for Anaphylaxis will be arranged as soon as the student 

enrols and must be in place by their first day of school.   

 ensure that there are always two (2) general use Epipens in each school yard First Aid kit and 

one (1) General use Epipen to be kept in Sick Bay at all times and within their expiry dates. 

 Remind parents/carers when Individual ASCIA action plans and Epipens are nearing expiry. 

 Manage Epipens in a clear and organized manner and stored within a safe temperature range. 

 Alert staff of students with Anaphylaxis if they may be attending a camp or excursion. 

 Deliver the twice yearly briefing to staff on Anaphylaxis Awareness. 

The students’ individual management plan will be reviewed by the First Aid attendant in consultation 
with the student’s parent/carer: 

 Annually 
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 If the students conditions change, or 

 Immediately after a student has an anaphylactic reaction whether it is at school or out of 

school hours. 

 
It is the responsibility of the parent/carer to: 

 Provide Individual ASCIA Action Plan for Anaphylaxis which has been completed by a medical 

practitioner upon enrolment and whenever and Action plan is updated. 

 Provide the school with an Epipen (within the expiry date) and renew the Epipen as directed by the 

First Aid attendant.  

 Provide any listed medications that may also be required on the Individual ASCIA Action Plan for 

Anaphylaxis. Where possible this should be in tablet form. 

 Inform the school if their child’s medical condition changes, and if relevant provide an updated 

Individual ASCIA Action Plan.  

 If an Epipen and/or ASCIA Action Plan is not provided, school attendance may be suspended until 

these are provided by the parent/carer.   

 Responsibility will not be taken for Epipens of students that are not accompanied by an ASCIA Action 

plan. 

 

 

It is the responsibility of the student to: 

 Be aware of surroundings and alert staff of any possible risk factors 

 Understand their own management plan 

 Carry their own school Epipen during school excursions and return it to the teacher at the end 

of the day. 

COMMUNICATION PLAN  
The Student Wellbeing team will be responsible for ensuring that a communication plan is developed to 
provide information to all staff, students and parents about anaphylaxis and the school’s anaphylaxis 
management policy. 
The communication plan will reinforce Buckley Park College’s first aid and emergency response procedures in 
the event of an anaphylactic reaction. 
 
 
 
Students at risk of Anaphylaxis will be identified by: 

 Discreet placement of signage of students at risk of Anaphylaxis in the Staff Common room, 

Administration office and Canteen.   

 Discreet identification tags of students at risk of Anaphylaxis to accompany all school yard 

First Aid kits. 

 Documented in CASES 21 & Compass software programs. 

In the event of an anaphylactic reaction, students and staff may benefit from post-incident counselling 
provided, for example, by the Student Wellbeing Leader, the school nurse or school counsellor. 
 
PREVENTION STRATEGIES 
Specific measures will be implemented to minimise the risk of anaphylaxis in our students with nut allergies 
by:  
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 Removing items from the canteen with allergens, mainly nuts. This does not apply to those 

foods labelled ‘may contain traces of nuts’. 

 Communications and planning for special events including incursions, sports, cultural days, 

fetes or class parties, excursions and camps. 

 
STAFF TRAINING IN EMERGENCY ANAPHYLAXIS MANAGEMENT 
All teaching and non-teaching staff that has a duty of care to students at risk of anaphylaxis must have up to 
date training in an anaphylaxis management training course. 
Updates to Ministerial Order 706, introduced in February 2016, state that all staff are required to undertake 
the ASCIA online course for Anaphylaxis Management.  This also requires a competency check to be 
undertaken by a school appointed, and ASCIA trained verifier, within 30 days of completion of the e-learning 
component.  If Verification is not undertaken within this period, the e- learning must be completed again.  
This training is valid for 3 (three) years. 
In addition to this, all teaching and non-teaching staff will be briefed twice a year by a staff member who has 
completed 10313NAT Anaphylaxis Awareness training annually on: 

 The identities of students diagnosed at risk of anaphylaxis and where their medication is located. 

 The school’s anaphylaxis management policy 

 The signs, symptoms, and treatment of anaphylaxis 

 Reminder to complete ASCIA Anaphylaxis e-training 

 How to use an Epipen 

 The school’s first aid and emergency response procedures 

 
Evaluation 
This policy will be reviewed as part of the school’s three-year policy review cycle (June 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Assessment 

Developed: Septemeber 2014 Revised:  May 2015 Review Date: September 2017 
 
Rationale 
Assessment (and reporting) are vital processes which provide information about what students know and 
can do, and to make recommendations for their future learning. 

Assessment for improved student learning and deep understanding requires a range of assessment practices 
to be used with three overarching aims: 

 assessment for learning - occurs when teachers use inferences about student progress to inform 
their teaching 

 assessment as learning - occurs when students reflect on and monitor their progress to inform 
their future learning goals 

 assessment of learning - occurs when teachers use evidence of student learning to make 
judgments on student achievement against goals and standards. 

Comprehensive reporting covers three major areas: 

 reporting to parents (student reports) 

 reporting to the local community (annual reports) 

 reporting systemic improvement (national reports). 

Additionally schools enrolling international students are required to effectively monitor student performance 
(including any academic progress issues, accommodation and welfare issues or absences from school and 
home stay accommodation) and implement a documented intervention strategy where academic progress is 
at risk of failing to meet minimum Student Visa requirements (satisfactory completion of 50% or more of the 
units attempted in a study period). 

Purpose 
To ensure Buckley Park Secondary College complies with DET policy and guidelines in respect of student 
assessment. 
 
Definitions 
Assessment is the ongoing process of gathering, analysing and reflecting on evidence to make informed and 
consistent judgements about student progress to improve future learning. 

Feedback is any response made in relation to students’ work such as an assessment task, a performance or 
product. It can be given by a teacher or a student peer in class following an activity; it is usually spoken or 
written.  

Feedback is intended to acknowledge the progress students have made towards achieving the goals 
established for various learning outcomes. Good feedback is also constructive, and points students to ways 
in which they can improve their learning and achievement.  

 
Implementation 
The school will develop a schedule for assessment and reporting to promote a whole-school approach to 
student progress against AusVELS. 

Teams of teachers are expected to develop and utilise a range of tools for use in different contexts that allow 
individuals, groups or the whole class to give feedback at appropriate stages about what has been learnt. 

Tools should enable students to monitor and reflect upon their own learning. 
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Feedback to students at Preston will be timely, given early in a unit, or promptly after assessment tasks, so 
that students have sufficient opportunity to use the feedback for improving subsequent performance. The 
style of feedback links to the style of assessment. 

Please refer also the school’s Reporting to Parents Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle or if guidelines change (latest DET 
update mid-April 2015). 
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BUCKLEY PARK COLLEGE 
Asset Management 

Developed: September 2014 Reviewed:  September 2016 Review Date: September 2019 
 
Rationale 
Schools must comply with DET policy outlining the asset recording and control policies. 

Purpose 
To ensure records are kept to help minimise losses of equipment and furniture. 

To ensure Buckley Park College complies with DET policies and the legislative requirements of the Financial 
Management Act 1994. 

Definition 
The term “asset” refers to items purchased that have a GST exclusive value greater than $5,000. The 
purchase cost must include any delivery and installation costs. Where the delivery and installation charge 
covers multiple items, the costs should be apportioned to each item. 

Assets over $5,000 are capital acquisitions and must be recorded with a GST code of G10. 

Some items and class of items under $5,000 must also be recorded. These items are recorded as expenses 
with a GST code of G11 and recorded in the Asset Register using the “AA” categories, for example, 
computers, audio-visual and photographic equipment 

Implementation 
The school will use the CASES21 Asset Management System to record assets with a value of $5,000 and 
over add new assets to the Asset Register within 30 days keep a detailed register of attractive items with a 
value less than $5,000 and may use CASES21 Finance Asset Management System to do this ensure the 
stocktake and sighting of all assets at least once a year report all discrepancies discovered during stocktake 
to the Principal ensure careful record keeping of all loaned assets constitute a board of survey to identify 
obsolete or unserviceable assets and recommend a course of action for the disposal of such assets. Books 
that are stored as either class sets or as a library are subject to different rules.   Library assets have a 
threshold of $10,000 and are an aggregated asset. The furniture and fittings of an initial fit out may be 
aggregated into a room lot. The Principal will report the receipt of donated equipment at the next School 
Council meeting and ensure the donation is minuted.  

The School Equipment Reinstatement Scheme (SERS) applies to all government schools and to all school-
owned equipment, including library books and teaching aids. 

Cover under SERS is conditional upon schools showing reasonable care to safeguard school equipment. 

School Council will determine who is responsible for the security of school assets and will take reasonable 
steps to secure the premises with measures such as lockable storerooms, security cables and protective 
window grilles. School-owned equipment that is accidently lost or damaged, items stolen without visible 
forced entry, personal items belonging to students or staff, buildings, fixtures, fittings and furniture, 
consumables, cash items leased, rented or lent to the school and items except books purchased for less than 
$10 are not covered. If a loss of assets is sustained due to theft, burglary, fire/arson or vandalism, the school 
will notify the police and obtain a police crime report, complete a Criminal Offence and Insurance Report and 
email the form to the Infrastructure Division. 

Evaluation  
This policy will be reviewed as part of the school’s three-year review cycle (September 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Asthma Management 

Developed: September 2014 Revised:  June 2016 Review Date: June 2017 
 
 
Rationale 
"Asthma is a disease of the airways, the small tubes which carry air in and out of the lungs. When you have 
asthma symptoms the muscles in the airways tighten and the lining of the airways swells and produces sticky 
mucus. These changes cause the airways to become narrow, so that there is less space for the air to flow into 
an out of your lungs."  (National Asthma Council 2011)  

Symptoms of asthma may include, but are not limited to shortness of breath, wheezing (a whistling noise 
from the chest), tightness in the chest, a dry, irritating, persistent cough.  Symptoms vary from person to 
person.  Triggers can include exercise, colds/flu, smoke (cigarette smoke, wood smoke from open fires, burn-
offs or bushfires), weather changes, dust and dust mites, moulds, pollens , animals, chemicals, deodorants 
(including perfumes, after-shaves, hair spray and deodorant sprays), foods and additives, certain medications 
(including aspirin and anti-inflammatories) and emotions. 

Schools should have a whole school policy to manage asthma that addresses staff asthma awareness 
training, first aid kits content and maintenance, medication storage and management of confidential medical 
information. 

Schools must provide equipment to manage an asthma emergency in their Asthma First Aid Kits 

All school staff have a duty of care in regard to the wellbeing of students. 

Purpose 
To ensure Buckley Park College supports students diagnosed with asthma. 

To ensure a compliant Asthma Management Plan and Student Health Support Plan is developed for each 
such student. 

Implementation 
For each student diagnosed with asthma, the Asthma Foundation Victoria’s School Asthma Action Plan must 
be completed by the student’s medical/health practitioner in consultation with the parents/guardians and 
provided to the school annually.  

The plan must include: 

 the prescribed medication taken:  
o on a regular basis 
o  as premedication to exercise 
o if the student is experiencing symptoms. 

 emergency contact details 

 business and after hours contact details of the student’s medical/health practitioner 

 details about deteriorating asthma including: 
o signs to recognise worsening symptoms 
o what to do during an attack 
o medication to be used 

 an asthma first aid section and should: specify no less than four separate puffs of blue reliever 
medication, with four breaths taken per puff every four minutes, using a spacer if possible. 

Note: If the plan specifies less than the required number of puffs (ie four) per minute period, it will be sent 
back to the doctor for review. 

 
 

 



 

12 
 

Spacer Use in Schools/Preschools: Advice for Parents & Carers 
As of the 1

st
 July 2012, schools and preschools in Victoria will be implementing a new policy in regards to single person 

spacer use.  
This means that schools and preschools will no longer be able to wash, sterilise and re-use spacers and face masks from 
their asthma emergency kits when assisting students and children with asthma symptoms. 
Spacers should always be used when administering reliever ‘puffer’ medication because: 

 Using a spacer with a ‘puffer’ ensures that more medication reaches the airways 

 Spacers are much easier for children to use than a ‘puffer’ alone, and allows school and preschool staff to help 

students/children during an asthma attack, often in an emergency situation 

 Spacers are an essential part of the Asthma First Aid procedure that Victorian schools/preschools are instructed 

to follow 

Asthma first aid kits should only ever be used as a back-up for when a child with asthma does not have their own spacer 
available, or if it is a first asthma attack or the cause of breathing difficulty is unknown. Your child’s school/preschool 
may implement a policy where parents/carers are responsible for the cost of the spacer if one must be used from the 
asthma emergency kit.  
 
Even if your child has mild asthma, it is essential that their medication and spacer (and a compatible face mask if under 
5 years old) is always available to school/preschool staff. To ensure that a spacer is not left at home, we would 
recommend that parents/carers purchase a second spacer for their child to have with them at school/preschool at all 
times if possible.  

 
 

Please note:  All students are expected to have their own spacer and reliever with them for all school 
activities (both in and out of school grounds) where it may be needed. In the event a student may not have 
their own spacer the Sick Bay has a limited supply of single-use spacers.   However, these cost $6 each and 
place a burden on the First Aid budget.  Students who continually forget to bring their own spacer may be 
charged a fee.  
The school will ensure that all staff with a duty of care for students are trained to assess and manage an 
asthma emergency and complete an online training session at least every three years. 

The school also will display the asthma first aid posters in the first aid room. 

At Buckley Park College this will be all staff, teaching and non-teaching.  New staff will receive training as part 
of the induction process. 

The school will ensure those staff with a direct student wellbeing responsibility such as nurses, PE/sport 
teachers, first aid and camp organisers have completed the Emergency Asthma Management (EAM) course 
at least every three years 

The school will provide at least two asthma emergency kits amongst the first aid supplies. Please refer to 
Asthma First Aid Kits in the related policies referenced below.  Parent supplied asthma medication will be 
stored separately from the kits. 

A nominated staff member will be responsible for maintaining the asthma emergency kits and replacing 
contents when necessary (e.g. after use or if the puffer has expired). 

The school will endeavour to reduce asthma triggers by: 

 When practical, mowing school grounds out of hours  

 planting a low allergen garden  

 limiting dust, for example by having the carpets and curtains cleaned regularly and out of hours 

 examining the cleaning products used in the school and their potential impact on students with 
asthma 

 conducting maintenance that may require the use of chemicals, such as painting, during school 
holidays 
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 turn on fans, air conditioning and heaters out of hours when being used for the first time after a 
long period of non-use. 

The school will ensure that parents/guardians complete the Asthma Foundation’s School Camp and 
Excursion Medical Update Form in addition to DET’s confidential medical information form. 

The school will request parents to provide sufficient asthma medication for students when attending school 
camps or other overnight activities. 

If a student is diagnosed with Exercise Induced Asthma (EIA), staff will ensure adequate time (5-10 minutes) 
is allowed for reliever medication before the activity and cooling down after the activity.  If a student has an 
asthma attack during exercise, the student will cease the activity and the Student’s Asthma Action Plan will 
be followed. The student may return to the activity only if symptom free. 

The school will regularly communicate with parents about the student’s development, successes, changes 
and any health concerns and if an attack occurs. In particular, the frequency and severity of the student’s 
systems and use of medication will be communicated. 

If a person who is not a known asthma suffer has an asthma attack, the use of a puffer could be lifesaving.  

In such circumstances the school will also immediately call an ambulance and state a person is having an 
asthma attack. 

Please refer also to the school’s Duty of Care Policy, the Parental Responsibilities (Decisions about Children) 
Policy and the Health Care Needs Policy. 

Evaluation 
This policy will be reviewed as part of the school’s review cycle (June 2017) or if guidelines change. 
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BUCKLEY PARK COLLEGE 
Attendance Policy 

Developed: June 2014 Revised:  September 2014 Review Date: June 2017 
 
Rationale 
As attendance is intrinsic to educational opportunity, Department of Education policy is that all students 
enrolled in government schools must attend on a full-time basis unless absent with the authority of the 
school. 

If a student is absent, a note from their parent explaining the absence is to be given to the form teacher the 
following day. If a student is going to be absent for any period of time, the form teacher should be informed 
by the parent. 

If parents need advice or assistance in relation to their child’s attendance they are advised to contact their 
child’s form teacher, year level coordinator or the Student Welfare Coordinator. 

Guiding Principles 
Regular school attendance enables students to maximise their full educational potential and to actively 
participate and engage in their learning. 

Students need to be at school every school day, or as close as possible to full attendance, to be able to take 
full advantage of the educational opportunities available at school.  

For each VCE and VCAL subject there is a 90% attendance requirement. 

Consistent with The Education and Training Reform Act 2006, the only acceptable excuses for a student not 
attending school at Buckley Park College are due to: 

 illness, accident, an unforeseen event or an unavoidable cause beyond the control of the family. 

 the student undertaking an educational program provided by a registered education and training 
organisation as part of their school approved course of study. 

 the student being suspended. 

 the student undertaking other educational programs approved by the school. 

 the student attending or observing a religious event or obligation as a result of a genuinely held 
belief of the student or the student’s parents. 

Aims/Purpose 
The aim of this policy is to ensure all students enrolled at Buckley Park College attend school at all times. 

Attendance and enrolment data is used to assist in the calculation of the school’s Student Resource Package 
funding; to enable the school to report on attendance; and to ensure student learning is maximised. 

Implementation 
Students are expected to: 

 attend school on all school days unless parents have been specifically advised of alternative 
arrangements for a particular day. 

 arrive on time to school and to every class with the correct books and equipment and have set 
preparation completed. 

 provide a written explanation from their parents to their teachers when they have been absent 
from school Students must bring a note to their form teacher, signed by a parent, explaining 
their absence, on the day of return.  

 if arriving late to school, report to class. 

 if needing to leave school for an appointment, bring a note from their parent prior to departing 
which should be given to either their form teacher or year level coordinator. The student should 
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sign the Early Leavers’ Book at the General Office before leaving. It is expected that these 
appointments during school time will be kept to a minimum. 

 remain on the school premises during the school day unless they have the permission to leave 
from both the school and their parents. Students can only leave the school grounds during 
school hours with the written permission of the appropriate year level coordinator.  Permission 
is issued on receipt of a signed note from a parent.   

Parents are required to: 

 ensure that their child attends school at all times on all school days unless they have been 
specifically advised of alternative arrangements for a particular day. 

 promote and provide organisational support to their child for full attendance and participation at 
school on all designated school days. 

 ensure that their child is on time for school each day. 

 notify the school of their child’s absence as soon as possible on the first day of the child’s 
absence. 

 notify the school in advance if an absence of any period is planned. Any student who needs to 
leave school for an appointment is expected to bring a note from their parent prior to departing.  

 support their child’s learning during continued or prolonged absences through the 
implementation of an agreed plan. 

 work cooperatively and collaboratively with the school to develop and implement improvement 
strategies when attendance has been inconsistent due to reasons deemed unsatisfactory by the 
school. 

 work cooperatively with the school in supporting the child to return to school and reintegrate 
after prolonged absence. 

 ensure that contact details for the child are correct and up to date. 

The school will: 

 develop and implement rigorous and effective systems to record and monitor attendance. 

 ensure that student attendance is recorded in every class. 

 maintain accurate attendance records. 

 monitor and analyse school attendance records regularly. 

 provide early identification and timely, targeted support to students at risk of poor attendance 
and possible disengagement from school. 

 monitor and follow up all individual cases of student absence promptly and consistently and 
ensure that parents are aware of any attendance issues. 

 pursue and record an explanation for every absence. 

 work collaboratively with parents and students to develop an agreed plan when a student will be 
absent from school for an extended period of time. 

 provide support for completion of course work and continued learning and connection with the 
school where the extended absence is due to illness or other unforseen event or unavoidable 
cause beyond the control of the family. 

 convene a meeting with parents and students when a student’s attendance pattern is of concern 
to the school. 

Specific Year 10, 11 & 12 Attendance Requirements 
Any absence from any class is taken seriously and should only occur where there are medical grounds or 
other extenuating circumstances. 

Senior students must attend a minimum of 90% of scheduled class time for each unit.  Students who do not 
attend at least 90% of the classes for a unit will receive an N for the unit.   

Where an absence is due to medical grounds or other extenuating circumstance a medical certificate or 
explanatory note from a parent providing an acceptable reason is required. 

Medical certificates are essential if a student is absent for a piece of School Assessed Coursework (SAC) and 
wishes to apply for a Delay of Decision of a SAC or Special Provision. 
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A student’s absence from class will be deemed to be either an approved absence or an unapproved absence.  

Approved absences will not count as a missed class. 

Year 12 students who do not have a period zero and do have an independent study period during period 1 
on any day are exempt from attending for form assembly on that day. 

If a student is absent from form assembly for any reason, including the independent study period, it is their 
responsibility to ask the form teacher for any information that was handed out at that assembly. 

From a date to be advised at the start of the year, Year 12 students may arrive at school in time for their first 
timetabled class of the day or leave after their last timetabled class of the day provided they do not have any 
other commitments to the school or their teachers. 

From a date to be advised at the start of the year, Year 11 students may leave after their last timetabled 
class of the day provided they do not have any other commitments to the school or their teachers. 

Late arrivals and early departure provisions may be cancelled for a student whose behaviour does not meet 
the standard required by the school or if they are behind in work requirements in any subject. 

No student should leave the school grounds at any time unless the appropriate procedure has been 
followed. 

Approved absences are those: 

 covered by a medical certificate or similar documentation 

 arising from the student’s participation in another aspect of the school’s educational program 
(such as sport or debating team, excursion or camp). For this to be deemed to be an approved 
absence, prior approval must be gained from all subject teachers. 

Unapproved absences include: 

 absences covered by a parent note, but without a medical certificate. 

 holidays taken during school time. 

 an absence from a whole school activity such as the House Athletics Carnival or the House 
Swimming Carnival. This will be counted as an unapproved absence from each class that would 
normally have been scheduled that day. 

 lateness to class. A student who is more than 10 minutes late to class will be permitted to enter 
the class but this will be counted as an unapproved absence from the class. 

 when a student is required to leave a class for misbehaviour or is suspended in accordance with 
the Student Code of Conduct 

As a guide, students who miss 10 periods of a unit in a semester, will not satisfy the attendance requirement 
and will be assessed as unsatisfactory in the unit. 

A student who does not meet this attendance requirement of 90% of classes will automatically receive an N 
result for the unit. 

Where a student fails to meet attendance requirements over a number of units they will be required to 
appear before the Procedures Committee where their enrolment in the VCE or VCAL at Buckley Park College 
will be reviewed. 

Planned Extended Absences 
Students may, on occasion, be granted authority by the principal to be absent from school to undertake 
travel or activities which, although not part of the school program, are considered by the school to represent 
worthwhile educational or personal development opportunities for the student.  

Application for authority for such an absence must be made by the parents in writing to the principal at least 
one month ahead of time.  

Evaluation 
This policy will be reviewed as part of the school’s three-year review (June 2017) cycle or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Blood–Borne Viruses (Hepatitis & HIV) 

Developed: March 2015 Revised:  June 2016 Review Date: June 2019 
 
Rationale 
Schools must: 

 protect the privacy of students who have a BBV 

 avoid any form of discrimination of students with a BBV 

 provide BBV prevention education as part of the health education program in line with AusVELS 
curriculum Foundation – 10. 

Purpose 
To outline how Buckley Park Secondary College will deal with blood-borne viruses (BBV). BBV's include 
Hepatitis B and C and Human Immunodeficiency Virus (HIV). 

To ensure the school complies with DET policy and guidelines and the legislative requirements of the Equal 
Opportunity Act 1995 and Equal Opportunity (Gender Identity and Sexual Orientation) Act 2000 

Definition 
Hepatitis is a term that describes inflammation of the liver. It may be caused by viruses, alcohol, drugs and 
other toxins, or less commonly by a breakdown in a person’s immune system. Inflammation is a natural 
reaction of the body to injury and often causes swelling and tenderness. 

Implementation 
The BBV status of a student is a private matter between a student and his/her family doctor.  

When parents/guardians report the BBV status to the Principal, the Principal will respect the student’s 
confidentiality and keep the information from being accessible from others without parent/guardian consent 
and/or student consent, if appropriate. 

Note: the above privacy principles also apply to school staff. 

In accordance with the requirements of the above Acts, the school will protect students from victimisation or 
discrimination based on BBV infection. Examples of discrimination include: 

 refusing to enrol the student 

 excluding the student from attendance 

 denying access to school programs or activities 

 failing to protect the student from harassment or victimisation 

 breaching confidentiality related to the BBV status 

 differential application of school rules 
The school will consult with the Communicable Disease Prevention and Control Unit within the Department  
of Health with questions or concerns about disclosure or exclusion See: Communicable Disease Prevention 
and Control Unit 

The Principal will refer also to DET’s publication Guidelines for Hepatitis 2013 

Please refer also to the school’s First Aid Policy, the Duty of Care Policy, Bleeding Students/Blood Spills 
Policy,  Bullying & Harassment Policy, the Anti-Harassment Policy and the Information Privacy Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (June 2019) or if guidelines change 
(latest DET update mid November 2014). 

  

http://ideas.health.vic.gov.au/contact-us.asp
http://ideas.health.vic.gov.au/contact-us.asp
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BUCKLEY PARK COLLEGE 
Blood Spills 

Developed: September 2014 Revised:  June 2016 Review Date: June 2019 
 
Rationale  
Standard hygiene precautions and the correct management of blood spills and other body fluids minimise 
the risks of transmission of infectious diseases including bacterial and viral infections. 

Blood spills should be treated as if the blood is potentially infectious. 

Purpose 
To ensure safe practices in response to blood spills and students with open wounds. 

To ensure Buckley Park College complies with DET policy and guidelines and the provisions of the 
Occupational Health and Safety Act 2004 and the Victorian WorkCover Authority Code of Practice - First Aid 
in the Workplace 1995. 

Implementation 
Relevant staff at the college will be trained in the first aid procedures related to blood spills and bleeding 
students. 

The college will provide adequate first aid equipment including protective barriers such as disposable gloves, 
antiseptics, and disposable Expired Air Resuscitation face masks. 

The college will provide an adequate first aid room with warm water, pump action antiseptic soap, 
disinfectant (eg MiltonTM), detergents, disposable gloves and paper towel, plastic sealable garbage bags and 
sharps and bio-hazards dispensers. 

All blood or body fluid spills will be attended to by a staff member immediately. 

All children who are bleeding must be treated in the first aid room, unless inappropriate to do so. 

The ‘blood rule’ in sports and recess/lunch times will be adhered to. 

Bleeding Students 

 avoid contact with the blood while comforting the student and moving them to safety if required 

 put on single use waterproof gloves; 

 flush the wound using warm water then use antiseptic cleaner; 

 pat dry the wound and apply dressing, ensuring the wound is covered completely  

 if bleeding continues, apply additional pressure using either a hand or a firm bandage 

 remove any blood stained linen, place in a leak-proof plastic bag until they can be cleaned by a 
commercial laundry or linen cleaning service; 

 remove gloves and place them in an appropriate bin; 

 wash hands in warm soapy water, rinse and dry thoroughly. 
Blood Spills (must be treated as if the blood is potentially infectious) 

 put on single-use gloves and avoid direct contact with the blood spill 

 use paper towels to mop up the blood spill and dispose of them into an appropriate biohazard 
container 

 wash the area with warm water and detergent, rinse and dry and steam clean carpets if 
necessary 

 take care not to splash 

 remove gloves and place them in an appropriate bin or plastic bag. 

 wash hands in warm soapy water and rinse thoroughly before pat-drying 

 if re-usable items were used such as scissors or single-use tweezers, then an assessment must 
take place to consider how the item was used and determine the appropriate decontamination 
method. Example: If re-usable items are contaminated with blood of other body substances, they 
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should be disposed of in a sharps biohazard container. If they are not contaminated, they should 
be washed and dried. Single use items should be disposed of appropriately and replaced. For 
further advice contact the Department’s OHS Advisory Service on 1300 074 715. 

Children will not be allowed to remain in, or return to normal school activities with exposed   blood or body 
fluids. 

Where possible the school will provide children with alternative clothing should their garments be infected 
with blood or body fluids.  If not they will be isolated and their parents contacted for them to provide such 
clothing. 

All parents will be made aware if their child has been treated in the first aid room, or if their child has been 
involved with another bleeding child. 

The school will carry out routine inspections of the school grounds for dangerous objects and will have a 
process in place for their removal and disposal. 

Please refer also to the school’s First Aid Policy and the Duty of Care Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle June 2019) or if guidelines change. 
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BUCKLEY PARK COLLEGE 
Bullying Prevention and Intervention 

Developed: September2014 Revised: March 2016 Review Date: May 2018 
 
Rationale 
Buckley Park College is committed to creating and maintaining a positive, safe, respectful and caring 
environment and culture. We have a responsibility to foster an educational environment where every 
attempt is made to remove barriers to learning and where all students feel safe and valued. Buckley Park 
College does not tolerate any form of bullying or harassment and makes a commitment to the eradication of 
these behaviours from the College community through education and by the modelling of positive, 
constructive relationships.  

Guiding Principles 

 In our community, there is a shared understanding that no form of bullying is acceptable. 

 Everyone in our community has a right to a cooperative environment free from disruption and 
harassment.  

 Positive and respectful relationships, between students and between students and staff, help 
establish a learning community with multiple and diverse opportunities for students to 
experience success.  

 We promote a school community in which everybody feels valued, respected and safe, and 
where individual differences are appreciated, understood, and accepted. 

Aims/Purpose 

 To ensure all students and staff feel safe and respected.  

 To reinforce in our community that no form of bullying is acceptable. 

 To encourage students to recognise that they do not have to tolerate bullying. 

 To assist students in developing skills and strategies for dealing with incidents of bullying. 

 To support any student who has been affected by, engaged in or witnessed bullying behaviour.  

 To establish, where necessary, disciplinary consequences for bullying behaviour, based on a 
range of strategies. 

Rights and Responsibilities  
Everyone in the Buckley Park College community has the right to: 

 Be treated with respect without discrimination. 

 Feel safe and not suffer interference to person, property and educational opportunities. 

 To learn and work in a safe and positive environment. 

Everyone in the Buckley Park College community has the responsibility to: 

 Behave in accordance with our school values. 

 Model and promote positive behaviours, communication and relationships. 

 Be polite in all dealings with members of our school community. 

 Show empathy for other members of the school community. 

 Behave in a safe manner that ensures both individual safety and the safety of others. 

 Not take part in bullying in any way. 

 Speak out against bullying and report it when they see it or experience it. 

 Support students who have been bullied. 

 Understand and not tolerate the participatory role of bystanders. 
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The Policy Framework  
This policy is a component of the College’s overall approach to student and staff wellbeing and our 
Community Values and Positive Behaviours.  It is supported by, and should be read in conjunction with, 
several College, Department of Education and Training  (DET) policies and a range of State and Federal 
legislation.  

Federal & State Legislative Framework 
This policy supports the requirements and principles of the following Federal and State legislative 
framework: 

 Equal opportunity Act, Victoria (2010) 

 Anti-Discrimination Act (Federal & State) 

 Gender Identity Policy (DET, 2013) 

 Same Sex Attracted Employees Policy (DET) 

 Supporting Sexual Diversity in Schools (DET, 2008) 

 Safe Schools are Effective Schools (2006) 

 Respectful Relationships in Education  (2009) 

 Charter of Human Rights and Responsibilities Act (2006)  

Buckley Park College Framework 
This policy also supports the requirements and principles of the following College policies: 

 Buckley Park College Positive Behaviours and Expectations (2013) 

 The Buckley Park College Sexual Diversity Policy (2013) 

 The College Statement of Values Compact (2014) 

Definitions  
Bullying is repeated verbal, physical, social or psychological behaviour that is harmful and often involves the 
misuse of power by an individual or group towards one or more persons.  It is intended to cause harm, 
distress and/or fear. It can happen because of perceived differences and can be motivated by jealousy, 
mistrust, fear, misunderstanding or a lack of knowledge.  

Bullying is when “someone or a group of people with more power repeatedly and intentionally causes hurt 
or harm to another person or group of people who feel helpless to respond” (National Centre Against 
Bullying www.ncab.org.au). 

According to Dr Ken Rigby, “bullying involves a desire to hurt + hurtful action + a power imbalance + 
(typically) repetition + an unjust use of power + evident enjoyment by the aggressor and a sense of being 
oppressed on the part of the victim.” (http://www.kenrigby.net/02a-Defining-bullying-a-new-look). 

Generally bullying is: 

 Usually persistent and repeated  

 Predatory 

 Intended to hurt, humiliate, isolate, intimidate or cause fear others 

 Characterised by an imbalance of power 

 Often not apparent to the casual observer 

 Often considered an acceptable form of behaviour by the bully 

Bullying can be overt or covert.  

 Overt or direct bullying usually involves physical actions such as punching or kicking or overt 
verbal actions such as name-calling and insulting. 

 Covert or indirect bullying is a subtle type of usually non-physical bullying which isn't easily seen 
by others and is conducted out of sight, and therefore often unacknowledged by teachers. 
Covert bullying behaviours mostly inflict harm by damaging another's social reputation, peer 
relationships and self-esteem (http://bullyingnoway.gov.au/teachers/facts/types.html). 

Both overt and covert bullying may involve sexual harassment, racism and other forms of discrimination.  

http://www.ncab.org.au/
http://www.kenrigby.net/02a-Defining-bullying-a-new-look
http://bullyingnoway.gov.au/teachers/facts/types.html
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Sexual harassment is any unwanted or unwelcome sexual behaviour, which makes a person feel offended, 
humiliated or intimidated. Racism, homophobia and other hostile behaviours related to a student’s race, 
religion, sexuality or gender is also considered bullying. 

There are four broad types of bullying: physical, verbal, covert and cyberbullying. 

Physical bullying 
Physical bullying includes violence (hitting, kicking, tripping, pinching and pushing) or damaging property or 
the deliberate intrusion on the personal space of others. 

Verbal bullying 
Verbal bullying includes name-calling, insults, teasing, intimidation, sexist, homophobic, transphobic or racist 
remarks, or verbal abuse or threats to bully, verbally or physically. 

Covert or hidden bullying 
This sort of bullying is often harder to recognise and can be carried out behind the bullied person's back. It is 
designed to harm someone's social reputation and/or cause humiliation. Covert bullying includes: 

 Lying and spreading rumours 

 Negative facial or physical gestures, menacing or contemptuous looks 

 Playing nasty jokes to embarrass and humiliate 

 Mimicking unkindly 

 Excluding or encouraging others to socially exclude someone 

 Extortion 

 Damaging someone's social reputation or social acceptance. 

Cyber bullying 
Cyber bullying is when a student is tormented, threatened, harassed, humiliated, embarrassed or otherwise 
targeted via digital technology. This includes hardware such as computers and smartphones and electronic 
mediums such as social media, instant messaging, texts, websites, chat rooms and the playing of online 
games. Cyber bullying can be overt or covert bullying and is an increasingly serious problem.  

Cyber bullying can happen at any time. It can be in public or in private and is sometimes only known to the 
target and the person bullying. It includes: 

 Abusive, harassing, threatening or hurtful texts, emails or posts, images or videos 

 Deliberately excluding others online 

 Spreading nasty gossip or rumours  

 Imitating others online or using their log-in 

 Intentionally excluding others from an online group 

 Cyber-attacks  -‘one-off’ acts of aggression or nastiness against a specific student via technology 

 ‘Outing’ – deliberately sharing someone’s secrets or embarrassing information or images online 

 ‘ Sexting’ - creating, sharing, sending or posting of sexually explicit messages or images via the 
internet, mobile phones or other electronic devices by people, especially young people. 

While the majority of cyber bullying incidents occur outside of the school environment, it often has 
repercussions in school. Where the unacceptable use of a mobile device, computer, and/or network outside 
of the College is deemed to have a negative impact on student wellbeing and the learning environment, the 
College will intervene in a manner that it deems appropriate.  This may include advising parents to contact 
the police or the College contacting the police or implementing some kind of restorative or disciplinary 
action. 
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Signs that a student may be being bullied 

 A change in mood or behaviour 

 Getting teary, angry, aggressive or upset 

 Falling grades 

 Refusing to talk about what is wrong 

 Not wanting to go to school or avoiding certain activities 

 Appearing insecure or anxious  

 A change in their willingness to speak up in class 

 Asking for extra pocket money or food for lunch 

 Not feeling 'well’; frequent headaches, stomach aches 

 Unexplained bruises, scratches or cuts 

 Being secretive in their online activities 

 Being jumpy or nervous when text messages are received 

 Not putting their phone down 

 Changes in online habits 

Not bullying 
Some behaviour, while distressing, is not bullying. Mutual conflict, such as a disagreement, is not bullying if it 
does not involve an imbalance of power and does not develop into repeated retaliation. A single episode of 
nastiness or aggression is generally not bullying.  Likewise, dislike or social rejection is not bullying unless it 
involves repeated attempts to cause harm, distress or dislike by others.  

Implementation 
Prevention of Bullying at Buckley Park College 
We promote a bully-free school through a college culture that encourages acceptance, kindness and respect. 
There is a clear expectation that there is no tolerance for bullying at Buckley Park College. This is reinforced 
through our values of determination, respect, responsibility, tolerance, creativity, trust and honesty. Bullying 
prevention at Buckley Park College is proactive and is supported by research that indicates that a whole 
school, multifaceted approach is the most effect way to prevent and address bullying.  

The prevention of bullying at Buckley Park actively occurs across a range of settings through the school 
through our focus on relationships, an engaging curriculum, incursions, guest speakers and special 
programs.   

 Buckley Park College has a positive school environment that provides safety, security and 
support for students and promotes positive relationships and wellbeing.  

 There is a strong partnership between the school, families and the broader community that 
means all members work together to ensure the safety of students. 

 Teachers are encouraged to incorporate classroom management strategies that discourage 
bullying and promote behaviour management that is applied consistently, is non-hostile and 
non-punitive.  

 Teachers know to report any incident of bullying immediately and also actively supervise 
students in the schoolyard.  

 A range of year level incursions such as Cyberbusters raises awareness about bullying and its 
impacts. 

 In the classroom, our whole-school Connections program and the Health curriculum in Year 7, 8 
and 9 teach students about what constitutes bullying and how to respond assertively.  These 
programs also promote resilience, life and social skills, assertiveness, conflict resolution and 
problem solving.   

 The Peer Support Program and the Peer Mediation program encourage positive relationships 
between students and empower students to be confident communicators and to resolve conflict 
in a non-aggressive and constructive way.  

 Students are encouraged to look out for each other and to talk to teachers and older peers about 
any bullying they have experienced or witnessed.   
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 A summary of this policy will be included with other information when students enrol at the 
school. In addition, the Student Representative Council and Student Engagement & Wellbeing 
leaders will inform all current students of the new policy.  

Responding to Bullying and Cyber bullying 
Every member of the Buckley Park College plays a part in ensuring the safety and wellbeing of others. All 
reports of bullying are taken seriously and investigated by the relevant Student Engagement & Wellbeing 
Leaders and Assistant Principal. Generally, our responses to bullying are: 

 Solution focussed 

 Relationship based 

 At the school level, class level and student level 

 Based on the strong links between the parents and Buckley Park College 

Students who bully others need to understand that their behaviour is not acceptable and to learn more 
appropriate ways to behave and to solve conflicts. They may also need to be supported to understand and 
address the underlying causes for their behaviour. Likewise, students who are being bullied may need to be 
supported to develop their assertiveness, their responses to bullying and the harm they feel as a result of it. 

When a bullying incident is reported or witnessed the following actions will be taken: 

 The incident will be thoroughly investigated by the SEWL leader or another relevant staff 
member to find out the circumstances and who was involved. 

 Each student will be spoken in order to ascertain their actions; this includes bystanders as 
needed. 

 The victim of the bullying will be consulted as to how they would like to proceed and if they 
would like mediation. 

 Parents/guardians of the victim and the initiator(s) will be contacted and informed. 

 Interventions will be developed, including possible disciplinary consequences. 

 The behaviour of the students involved will be monitored for an appropriate time and follow up 
action will be taken if necessary.  

 Other teachers are informed in order to help monitor any further incidents and to follow up 
consistently. 

 Support from the Wellbeing team will be offered for the victim and the bully(s)  

Some interventions to the bullying behaviour by the Student Engagement and Wellbeing Leaders, Assistant 
Principals and Principal are outlined below. However, the level and type of response to each instance will be 
treated individually and will be determined by the nature of the inappropriate behaviour and other relevant 
factors.  

Responses can include one or more of: 

 Mediation 

 Education  

 Counselling for both victims and bullies where appropriate 

 Peer mediation 

 Disciplinary consequences (detention, suspension and/or restricted access to the areas in yard, 
other as appropriate) 

 Community service 

 Restorative Justice  

 Parent/student/teacher meetings 

 Monitoring and follow up of all students involved 

When implementing disciplinary consequences for bullying behaviour, the College will be guided by the 
following core principles. Consequences should: 

 Be appropriate in terms of severity 

 Be consistent in application but mindful of special circumstances 

 Address any harm done with restoration where appropriate 

 Facilitate the restoration of positive relationships between the offender(s) and offended 
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Consequences will also be decided in accordance with the DET Student Engagement and Inclusion Guidance.  

Support for Students  
A range of support services is available for students experiencing difficulty.  The appropriate staff member 
will assess a student’s needs and develop a plan, often in consultation with parents and other staff. The 
progress of the plan will be monitored and evaluated as necessary.   

Students who are identified as at risk may be included in programs that strengthen coping and reduce risk 
and build resilience. Students may participate in social skills, coping skills and other programs that aim to 
build the mental health and wellbeing of students.  

Restoring Wellbeing  
There is a range of support pathways available to students to assist them to manage their response to a 
potentially traumatic event in order to limit its impact.  Students are able to seek support and guidance from 
the following members of our school community. At times, we may recommend to parents that an external 
agency or professional is appropriate. 

 Connections teacher 

 Classroom teachers 

 Student Engagement & Wellbeing Leaders 

 Student Wellbeing Leader 

 School Counsellors 

 First Aid assistants 

 Peer mentors 

 Pathways coordinator 

 Assistant Principals 

 College Principal 

 International Students Coordinator 

 DET Student Support Services 

Advice to Parents and Guardians 

What to do if your child is being bullied? 

 Talk to the school. At Buckley Park College, we believe a safe and supportive environment can 
help to prevent bullying. Students have the right to feel safe at school and we think that the best 
outcomes happen when schools and families work together.  

 Contact the school immediately if your child’s safety and wellbeing is at risk.  

 Stay calm and positive. It can be very upsetting when your child is being bullied and you may 
need support yourself.  

 Be mindful that sometimes children don’t want their parents to become involved; they may be 
afraid of the consequences if they tell you and the person who is doing the bullying finds out.  

 Focus on identifying a solution with your child. Your attitude will be reflected in your child. Being 
confident, positive and resilient can stop bullying from continuing.  

 Encourage your child to trial a range of strategies and, if they want to deal with the bullying 
themselves, set a short period of time to allow them to implement these strategies.  

 Encourage your child to: 
o Walk away. 
o Try and act unimpressed or unaffected. 
o Use other strategies to diffuse the situation (e.g. agreeing in an offhand way when the bullies 

say offensive or negative things. This is known as fogging). 
o Say “No!” assertively. 
o Seek help - to talk to a teacher, Student Engagement & Wellbeing Leader or a member of the 

Wellbeing team.  
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What if the bullying happens outside of school? 
If bullying happens online or via text messages outside school report it to the school, especially if other 
children from the school are involved or it is making your child uncomfortable at school. Often situations that 
occur online carry over into the school day.  

While the College may not be in a position to enforce disciplinary action against behaviour that occurs 
outside of the school day and off school grounds, we can support the students who are involved.  

Other things that you can do include: 

 Supporting your child to: 
o Keep a record – screen shot and/or save text messages, conversations, photographs and 

posts.  
o Block the students who are bullying 
o Respond appropriately or to ignore the offensive material 
o Talk to someone at school 

 Contacting the administrators of sites such as Facebook and Instagram 

 Seek information and advice from sites such as Office of Children’s eSafety Commissioner 
(https://www.esafety.gov.au ) 

 Contacting Victoria Police 

It is not advisable for parents to approach the other student or their family.  

Due to privacy laws the College may not tell you everything that has taken place, give you the contact details 
of the other student or necessarily inform you of any consequences that were set.  

What can I do if my child is the bully? 
If your child is engaged in bullying behaviour, you may feel terrible. It can be upsetting to hear that your child 
has bullied others; however bullying is complex and it may be that a child who is bullying may be being 
bullied in another situation. You can: 

 Talk to your child about their actions, explaining that their actions are unacceptable and to help 
them understand what it is like for the other person. 

 Make clear rules and consequences for their behaviour 

 Consider what is happening at home. Does your child see good examples of how to deal with 
issues and resolve differences? Has there been a significant event that has upset your child? 

 Talk with the school. 

 Seek additional support for your child. 

(Source: http://bullyingnoway.gov.au/) 

Advice to students 
Being bullied can be a terrible experience. You may feel vulnerable, sad and alone. You may feel like there is 
nothing you can to stop the bullying. However there are some things you can do to make yourself feel better 
and to improve the situation. 

Talk to someone  
You're not on your own. There is always someone who can help. Bullying will probably keep happening 
unless you tell someone about it. 

 Tell a teacher or someone at your school. It doesn't matter where it happens - in school, out of 
school or online, teachers want to stop bullying when they know about it. 

 Tell your mum or dad, one of your family, a grandparent, friend or someone else who you know 
will listen to you. Ask them to help you work out what to do. 

 If things don't get better after you've told someone, tell them again or tell a different person. 

Keep a record 

https://www.esafety.gov.au/
http://bullyingnoway.gov.au/
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If bullying is happening on your phone or the Internet, keep messages and posts that hurt you or write down 
what happened and show an adult. 

What else can I do? 
It might take a while for new things to start working so don't give up if things don't get better right away. 
There are some important things you should do if you are being bullied: 

 Stay positive and be confident 

 Think about positive things: 
o Activities you like doing at school and outside of school 
o Things you are good at 
o The people who like you and care about you 
o Friends away from school (e.g. sport or drama) 

Try some things yourself 

 Tell the other person 'I don't like that'. 

 Use a strong and confident voice.  

 Even if you don't feel strong and confident, fake it! 

 Talk with the person who is bullying you (if you think it's a safe thing to do). Ask them if there is a 
problem that you might be able to sort out together. If you feel too scared to do it alone, ask a 
friend to come with you. 

 If possible, ignore the ‘person’ who is bullying you. When a person is ignored they often lose 
interest in continuing the bullying. If that doesn't work, tell someone and ask for their help. 

 Don't try to get back at the person who bullies you. It usually doesn't work, and you can end up 
in trouble too. 

 Hang around people who help you feel good about yourself. Friends don't bully you. They care 
about you and are fun to be around. You might also make new friends by caring about others. 

If bullying happens on the phone or Internet 

 Don't respond to the message. 

 Talk to someone - tell your mum or dad, another member of your family, teacher, friend or 
someone else who can help you work out what to do. 

 Block, delete or report. If you need to, ask for help to put a block on your mobile device or social 
networking page so you don't get the bullying posts or texts. 

 Seek information and advice from sites such as Office of Children’s eSafety Commissioner 
(https://www.esafety.gov.au ) 

 Keep a record of calls, messages, posts, emails or photos that are hurtful. 

 Set your privacy settings to a level you and your parents are comfortable with. 

(Source: http://bullyingnoway.gov.au/) 
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http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/prinprevent.aspx  

Student Wellbeing Branch. (2006). Safe schools are effective schools: A resource for developing safe and 
supportive school environments (State of Victoria, Department of Education & Training (VIC), Office of 
School Education). Melbourne: Office of School Education, Dept. of Education and Training. Retrieved 
February 25, 2016, from 
https://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/safeschoolsstrategy.pdf  

Student Wellbeing and Support Division. (2009). Effective schools are engaging schools student engagement 
policy guidelines, promoting student engagement, attendance and positive behaviours in Victorian 
government schools (State of Victoria, Department of Education and Early Childhood Development (Vic), 
Office of Government School Education). Melbourne: Dept. of Education and Early Childhood Development. 
Retrieved February 25, 2016, from 
https://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/segpolicy.pdf   

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

 

  

http://www.education.vic.gov.au/about/programs/bullystoppers/Pages/prinprevent.aspx
https://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/safeschoolsstrategy.pdf
https://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/segpolicy.pdf
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BUCKLEY PARK COLLEGE 
 Camps Policy 

Developed: January 2014 Revised:  September 2014 Review Date: January 2017 
 
Rationale 
Camps are seen as an integral part of the Buckley Park College curriculum as they enable students to explore, 
extend and enrich their learning and their social skills development, in a non-school setting. They 
complement, and are an important aspect of the educational programs offered at the school. Our school 
wide camp program has been developed to meaningfully engage students with our college values; namely, 
determination, respect, trust, honesty, responsibility, creativity, and tolerance. Camps provide a valuable 
opportunity for enhancing the social and academic development of students, participating in a range of 
outdoor and adventure activities not normally available within the classroom based curriculum; and 
enriching the sense of belonging of both teachers and students to the school community. Furthermore, all of 
our camps aim to offer our students enjoyable and memorable experiences that support the establishment 
and progression of meaningful learning relationships between peers, and with teachers. It is expected 
students attend all camps. 

 
Aims / Purpose 
To reinforce, complement and extend the learning opportunities beyond the classroom  

To develop an understanding that learning is not limited to school, and that valuable and powerful learning 
takes place in the real world.  

To provide a safe, secure learning experience for students in a venue external to the school.  

To further develop social skills such as cooperation, tolerance, communication, individual and group 
interaction. To further develop problem solving and life survival skills. To extend understanding of their 
physical and cultural environment.  
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Implementation 
There are year level camps which all students are expected to attend. 

The table below lists these camps (the date is approximate) 

 

Year Level Camp Duration 
(approx.) 

Date 

7 Orientation & Outdoor Recreation 3 days February 

 Rationale: Give new students an opportunity to meet each other and further break down those 
barriers away from the formal classroom situation. To help to ensure a successful transition into a 
comfortable and engaged secondary school life and build lasting relationships with their teachers. 

8 Interstate Tour - Tasmania 5 days May 

 Rationale: To further enhance student/student and student/teacher relationships and give 
students the experience of an interstate tour with their peers. The tour will form part of the Year 8 
Humanities curriculum. Students will work in teams and  present their research at a parent evening. 

9 Lady Northcote 3 days June 

 Rationale: To develop student’s team building and personal initiative. Students will build on their 
understanding of school, team and personal values through a series of activities and continue to develop 
student/student and teacher/student relationships. 

10 Interstate tour: Choice of two 
Gold Coast 
Central Australia 

 
6 days 
9 days 

 
June 

 Rationale: To develop student/student and student/teacher relationships whilst working together 
in an environment away from school. To observe parts of Australia with their peers, some of which will be 
part of the Year 10 curriculum. 

11 VCE Induction 3 days February 

 Rationale: Develop a cohesive student group, develop positive relationships between students and 
teachers and help students prepare for the specific emotional, mental and physical challenges associated 
with the senior school. 

 
Additional camps are also run depending on need and demand. 

Year Level Camp Duration 
(approx.) 

Date 

10 Outdoor Education Various During unit 

10 AYDP Various During unit 

11 Skiing 4 days August 

Various Music Camp 3 days May 

Various Overseas tour 
Japan & Germany in alternate years 

Various Mid-year 

 
Approval 
Proposals for any new camps and tours to be conducted during any year are to be submitted to the Student 
Engagement and Wellbeing Committee by the end of Term 3 in the preceding year. 

The staff member proposing a camp will present a submission including the aim of the camp, venue, 
proposed dates, year levels to attend, approximate numbers, and the anticipated cost to parents and other 
participants (teachers, parents).  It will need to be clear that the camp is structured so as to provide 
equitable access for students.  The effects of the camp on the rest of the school program, and options for 
minimizing such effects will need to be considered, including the arrangements for any students not 
participating. 

Once approved by the Student Engagement and Wellbeing committee, all camps and high risk excursions 
require School Council approval. The organising staff member must liaise with the Assistant Principal and 
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submit all necessary documents for approval. The proforma for School Council approval can be found in 
School Documentation on Compass. 

School Council is responsible for the approval of:  

 Overnight excursions  

 Camps  

 Interstate visits  

 International visits  

 Excursions requiring sea or air travel, weekends or vacations  

 Adventure activities  

The Student Engagement and Wellbeing committee will recommend to the College Management Team the 
camps that are to be offered for the ensuing year early in Term 4. The recommendation will be based on the 
requirements of this Policy, the rest of the school curriculum program, and resourcing considerations. 

Organisation 
The Assistant Principal will ensure that all excursions, transport arrangements, emergency procedures and 
staffing comply with DET guidelines. These guidelines can be found at: 

http://www.education.vic.gov.au/school/principals/spag/safety/pages/planning.aspx 

 Once the camp has been approved, the organising teacher will complete the ‘Notification of School Activity’ 
at: www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp 

The Camp Organiser will be responsible for obtaining the necessary approvals, advertising and promoting the 
camp to staff and students, distribution of necessary information and forms, the collection of forms and 
non-refundable deposits and final payments.  Families are to be given the option of paying by instalments. 

Families are to be given full information.  The basic information should be in the student handbook, and 
supplemented by detailed information given at least 10 days prior to the camp commencement.  The notion 
of informed parent consent is paramount.  Every effort is to be made to enable families with financial 
difficulties to be able to attend the camp.  If the camp is oversubscribed a ballot system will be used. 

A list of students attending the camp must be emailed to all staff at least 2 weeks prior to the camp. Ensure 
that you give the full names and the dates the students will be absent for. The Attendance Officer will enter 
the students onto the electronic roll marking program, A+. When teachers go into mark the rolls, these 
students will already be marked. If a student does not attend a camp as expected, the Attendance Officer 
must be notified as soon as possible before the camp begins by the teacher in charge. Any changes to the 
initial list must be given to the Attendance Officer. 

The following information must be left with the Assistant Principal before the camp leaves: (copies can be 
accessed at) on Compass  
01 – Checklist 
02 – School Council Approval For 
03 – Parent Consent Form 
04 – Additional Information 
05 – Medical Information or 05a – Medical Summary 
06 – Clothing List 
07 – Staffing Details 
08 – Emergency Response Plan 
09 – Risk Management 
In accordance with DET policy, only accredited camp sites can be used. 

The school council requires that, subject to availability, buses/coaches with seatbelts be used for all camps, 
tours and excursions both metropolitan and non-metropolitan. It is noted that this will involve extra costs. 
When a bus with seatbelts is used supervising staff should ensure that students use seatbelts. 

 

 

http://www.education.vic.gov.au/school/principals/spag/safety/pages/planning.aspx
http://www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp
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Budget 
Costs will be kept to a minimum.  CRT costs generated by the camp are to be funded by the activity.  All camp 
money and documentation must be received at least two weeks prior to the commencement of the camp.  
The camp organiser must regularly liaise with the Assistant Principal with regards to the student numbers 
and the viability of the camp. 

Students 
A student intending to participate in a camp may be precluded at the discretion of the Level Coordinator, 
Assistant Principal or Principal.  Any such exclusion is to be based on reasons that relate directly to the camp 
or its activities, and will occur only after discussion with the student and family, and the Camp Organiser.  

Staff 
All staff will be given the opportunity to express an interest in participating in, and assisting with the 
organisation of any camp.  The camp organiser will email all staff asking for expressions of interest. Form 
teachers are expected to attend whole year level camps. The staff attending the camp will be decided by the 
College Management Team based on advice provided by the Camp Organiser, School Organisation 
Coordinator and Assistant Principal. 

The staff attending Year Level Camps should include form teachers of the year level and the staff who teach 
in the curriculum area where this is relevant.  Where possible less experienced members of staff should be 
included for professional development purposes.  Careful consideration will be given before Year 12 teachers 
are permitted to attend, or a staff member is permitted to attend more than one camp in any one year. 

Staff attending a camp are to inform themselves of the relevant College and DET advice and requirements, 
including with respect to supervision guidelines for the activities, transport and emergency arrangements, 
and of the requirements of being on duty 24 hours per day.  Staff are to note, School Council approval is 
required before alcohol may be consumed at school activities.  

http://www.education.vic.gov.au/school/principals/spag/safety/pages/planning.aspx 

Prior to the camp or excursion parent/carers are to be made aware that DET does not provide student 
accident cover and that they need to make their own arrangements for cover.  

Expectations 
The Department’s requirements and guidelines relating to preparation and safety will be observed in the 
conduct of all camps and excursions.  

The principal or their nominee will ensure that full records are maintained regarding the camp/excursion.  

The principal or their nominee will ensure that adequate pre-excursion planning and preparation, including 
the preparation of students, takes place.  

Satisfactory arrangements will be made to provide continuous instruction for the students remaining at the 
school during the absence of staff accompanying an excursion.  

Staffs attending camps are expected to leave work for classes they leave back at school. 

The Department of Education and Early Childhood Development (DET) will not be involved in any expense 
associated with the conduct of camps. The school may choose to subsidise some camps or some student’s 
expenses.  

Prior to conducting a camp, the approval of the School Council will be obtained. Council must approve 
overnight or adventure activities. The Principal must approve these and other activities.  

Only children who have displayed sensible, reliable behaviour at school will be invited to participate in camps 
or excursions. Students and their parents/carers need to be made aware that acceptable standards of 
behaviour will be expected during a camp or an excursion.  

The emergency management process of the school will extend to and incorporate all camps and excursions.  

All DET requirements and guidelines that apply to the conduct of excursions are also applicable to all 
overseas and interstate (domestic) camps/excursions.  

http://www.education.vic.gov.au/school/principals/spag/safety/pages/planning.aspx
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Teacher Responsibilities 
A designated “Teacher in Charge” will coordinate the camp.  

The Teacher in Charge must complete all relevant aspects of the submission. 

The Teacher submitting the application must lodge the relevant Emergency Management Notification for 
every camp via the secured site https://www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp  as soon 
as they have been informed that the application for the camp was successful. A copy of the email notification 
must be sent to the Assistant Principal. 

In the case where a camp involves a particular class or year level group, the organising teacher will ensure 
that there is an alternative program available for those students not attending the camp.  

All students must have returned a signed informed consent form and a signed medical information form. 
Copies of completed consent forms and medical information must be carried by camp staff at all times.  

The teacher in charge must carry a mobile phone and first aid kit(s) for each camp. The teacher in charge is 
responsible for collecting the first aid kit(s) prior to leaving.  

The teacher in charge will communicate the anticipated return time with the Buckley Park College office in 
the case where camps are returning out of school hours. Parents will be informed prior to students leaving 
for the camp, that they can phone the office to receive an updated anticipated return time.  

For students in Years 11 and 12 it is expected that the teacher in charge will consult with other staff before 
planning to minimise the impact on other classes.  

Disciplinary measures apply to students on camps consistent with the Buckley Park College Student Code of 
Conduct. In extreme cases the camp staff, following consultation with, and the approval of, the principal or 
his nominee, may determine that a student should return home during a camp.  

In such circumstances, the parent/carer will be advised:  

 of the circumstance associated with the decision to send the student home  

 of the time when the parents/carers may collect their child from the camp 

 of the anticipated time that the student will arrive home  

 of any costs associated with the student’s return which will be the responsibility of the 
parents/carers  

All camp staff and, where appropriate, the students will be familiar with the specific procedures for dealing 
with emergencies on each excursion. Visit the Emergency and Security Management Website at: 
 http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursionsafety.aspx   
for information to assist schools to plan for and manage emergencies and security related incidents.  

On days of extreme fire danger or total fire ban, the principal or their nominee may need to cancel a camp at 
short notice. Where a camp is not cancelled, special fire safety precautions will be implemented.  

Camp groups will be equipped with mobile telephones and first aid kits to be used in emergency situations.  

DET Information  

Prior to conducting the camp or excursion, the Department’s requirements and guidelines relating to camps 
or excursions, will be observed.  

Consideration in planning may include information from the following DET and related sites:  

Safety Guidelines for Education Outdoors 
Student Preparation and Behaviour 
Adventure Activities 
Planning Approvals 
Safety, Emergency and Risk Management 
Venue Selection 
Parent or Carer Consent 
Staffing and Supervision 

https://www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursionsafety.aspx
http://www.education.vic.gov.au/school/principals/safety/pages/outdoor.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/preparation.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/adventure.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/planning.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursionsafety.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/venue.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/consent.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/staffing.aspx
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Student Medical Information 
Alcohol 
Accident Recording and Reporting 
Private Car Use 
Public Liability Insurance 
Volunteer Workers 

A copy of these guidelines is available from the Assistant Principal 
 
Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change.          
  

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/medicalinfo.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/alcohol.aspx
http://www.education.vic.gov.au/school/principals/spag/governance/Pages/recording.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/privatecar.aspx
http://www.education.vic.gov.au/school/principals/spag/finance/Pages/publicliability.aspx
http://www.education.vic.gov.au/school/principals/spag/governance/Pages/volunteers.aspx
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BUCKLEY PARK COLLEGE 
Cash Handling Policy 

Developed: September 2016 Reviewed:   Review Date: September 2017 
 
Rationale 
School Councils must comply with the Education and Training Reform Act 2006 by ensuring effective financial 
management and minimise the risks associated with cash handling, in accordance with DET guidelines, 
Internal Controls for Victorian Government Schools, Financial Services Division document and best practice.  

http://www.education.vic.gov.au/Documents/about/department/legislation/reformregulations2007.pdf 

http://www.education.vic.gov.au/Documents/school/principals/finance/Fin%20Financemanual.pdf 

http://www.education.vic.gov.au/Documents/school/principals/finance/Fin%20Internal%20Control%20docu
ment%20v3.2.pdf 

https://edugate.eduweb.vic.gov.au/Services/Policies/Pages/Fraud.aspx 

 

Purpose 
To ensure that all legislative and DET financial requirements are met 

To minimise risk when handling cash 

To protect staff and other stakeholders involved in cash handling 

To ensure that all payments made to the school are receipted correctly, banked into the School Council 
Official Account in a timely manner and are auditable 

To ensure that there is understanding by staff and other stakeholders that there is zero tolerance to fraud 
and that there are appropriate fraud controls in place tho ensure fraudulent behaviour is detected and 
appropriately managed 

To ensure that Buckley Park College Council complies with the Education and Training Reform Act 2006 and 
the Education and Training Reform Regulations 2007 Section   36 (1) and the Financial Management Act 
1994.  

http://www.education.vic.gov.au/Documents/about/department/legislation/reformregulations2007.pdf 

To provide reasonable assurance that the financial activities under direct control of the School Council and 
the financial governance and financial management of the school comply with legislation. 

 

Policy Implementation 
 

Office Collection 
All monies entering the school must be directed to the general office with accompanying permission 
forms/documentation  
 
All monies collected outside of the general office for an event must be counted by two people on the event 
premises.  One signs and the other co-signs as to the cash value, using the appropriate form.  The cash is to 
be returned to the office immediately after the event finishes, or the next working day if office is closed.   
 
If it is necessary to hold cash overnight at an out-of-school premises, an agreement needs to be made in 
advance with the Business Manager.  Once cash is received at the office it will be counted and reconciled 
with the accompanying form, receipted and a receipt issued to the organiser of the event. 
 

http://www.education.vic.gov.au/Documents/about/department/legislation/reformregulations2007.pdf
http://www.education.vic.gov.au/Documents/school/principals/finance/Fin%20Financemanual.pdf
http://www.education.vic.gov.au/Documents/school/principals/finance/Fin%20Internal%20Control%20document%20v3.2.pdf
http://www.education.vic.gov.au/Documents/school/principals/finance/Fin%20Internal%20Control%20document%20v3.2.pdf
https://edugate.eduweb.vic.gov.au/Services/Policies/Pages/Fraud.aspx
http://www.education.vic.gov.au/Documents/about/department/legislation/reformregulations2007.pdf


 

37 
 

Daily takings from the canteen will be counted on the canteen premises at the end of trading, recorded on 
the Daily Takings form and in a book kept by the Canteen Manager.  The takings and the form will be 
submitted to the office immediately where it will be recounted and reconciled against the Daily Takings 
form.  It will then be receipted and attached to a copy of the Daily Takings form and returned to the Canteen 
Manager.  A copy of the receipt and Daily Takings form will be attached to the banking deposit slip and batch 
report and kept in a Canteen Banking Folder in the general office. 
 
Receipts must be issued for all monies received from all sources and processed through CASES21 Finance 
 
Receipts cannot be altered. 
 
All monies for activities such as “out of uniform day” are to be collected first thing in the morning and 
returned immediately to the office for counting by two people, be receipted that day and then banked. 
 
No cash is to be kept in staff rooms or at teachers’ desks or other offices 
 
All cash collected at the school is to be kept in the secure cash drawer or safe during the day.  Any cash not 
banked during the day must be secured in the safe.  Where practical, cash will not be held in the safe over 
holiday periods.  Access to the strong room is restricted and access to the room is restricted to only the 
designated officers and Principal class. 
 
Personal cheques will not be cashed 
 
Prior to banking, total receipts for the day need to be reconciled with total of cash, cheques and credit/debit 
card transactions 
 
Settlement on the EFTPOS terminals will be performed at the end of the day at the same time as the batch is 
updated 
 

Banking 
 

Buckley Park College banks with Bank Australia and deposits are made at the National Australia Bank (NAB) 
in Keilor Road Niddrie who acts as an agent for Bank Australia 
 
Preparation for banking involves completing bank deposit slips and batch reports in duplicate (using 
CASES21).  The NAB requires we fill out a bank deposit book also.  The bank will receive both a CASES21 
generated slip (contains Cheque listing) and a Bank Australia slip which is manually filled in.  The money 
received is to be reconciled with the deposit slip and batch report generated by CASES21. 
 
Daily banking is to be deposited at the bank by alternating Administration Officers, varying routines so as to 
reduce risk.  All deposits received at the NAB are counted and verified at the time of deposit.  If banking is 
not correct it is returned to the school for further investigation. 
 
Any discrepancies should be reported to the Business Manager for immediate investigation 
 
Any discrepancies that cannot be accounted for should be immediately reported to the Principal 
 
All cases of suspected or actual theft of money, fraud, misappropriation or corruptions are to be reported to 
the Principal and Executive Director, Audit and Risk Division, DET fraud.control@edumail.vic.gov.au 
 
Evaluation 
This policy will be reviewed on an annual basis and endorsed by School Council or if guidelines change. 

mailto:fraud.control@edumail.vic.gov.au
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Child Safe – Code of Conduct 
Developed: July 2016 Revised:  Annually in Term 1 Review Date: March 2018 

 
Rationale: The Victorian Child Safe Standards require organisations that provide services for children to have 
a code of conduct that establishes clear expectations for appropriate behaviour with children. This code of 
conduct helps the Buckley Park College community enforce appropriate behaviour with children in this 
school. 

What is a Code of Conduct? 
The Buckley Park College Child Safe Code of Conduct outlines expected standards for appropriate behaviour 
with and in the company of children, including online conduct. 
 
Our Child Safe Code of Conduct should be read in conjunction with our College Council approved Child Safe 
policy. This code of conduct will be used at our school: 
 
• as part of induction training for new leadership members, staff and volunteers 
• as part of refresher training for existing leadership members, staff and volunteers 
• to inform parents/carers and other persons associated with Buckley Park College of the behaviour they 

can expect from the school’s leadership, staff and visitors 
• to support and inform organisational protocols and reporting procedures should breaches of the code be 

suspected or identified 
• Include a reference to the Code of Conduct in employment advertisements and contracts to ensure 

compliance.  
 

 
Acceptable Behaviours 
As staff, volunteers, contractors, and any other member of the school community involved in child-related 
work individually, we are responsible for supporting and promoting the safety of children by: 
 
• adhering to the Buckley Park College Child Safe policy at all times 
• adhere to all other existing child safe policies and processes at Buckley Park College 
• taking all reasonable steps to protect children from abuse 
• completing an annual, compulsory Mandatory Reporting of Child Abuse learning module through the DET 

(Reporting Obligations) 
• only take photographs of students with student and family consent agreed 
• treating everyone with respect, in accordance with our College values: respect, trust, responsibility, 

creativity, acceptance, determination and honesty 
• listening and responding to the views and concerns of children, particularly if they disclose that they, or 

another child, has been abused and/or are worried about their safety or the safety of another student 
• promoting the cultural safety, participation and empowerment of Aboriginal and Torres Strait Islander 

children  
• promoting the cultural safety, participation and empowerment of children with religious, culturally 

and/or linguistically diverse backgrounds  
• ensuring full implementation of the College Student Engagement and Wellbeing; and Bullying Prevention 

policies 
• promoting the safety, participation and empowerment of children with a disability 

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotection.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotection.aspx
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• reporting any allegations of child abuse to the College Principal, Assistant Principal/s or Student Wellbeing 
Intervention Leader  

• reporting any child safety concerns to the College Principal, Assistant Principal/s or Student Wellbeing 
Intervention Leader 

• if an allegation of child abuse is made, the Student Wellbeing team will ensure as quickly as possible that 
the child(ren) are safe  

• encouraging genuine student voice and provide opportunities for students to contribute to decision-
making processes across the College 
 

Unacceptable Behaviours 
As staff, volunteers, contractors, and any other member of the school community involved in child-related 
work we must not: 
 
• ignore or disregard any concerns, suspicions or disclosures of child abuse 

• exhibit behaviours or engage in activities with students which may be interpreted  as abusive and not 
justified by the educational, therapeutic, or service delivery context  

• ignore behaviours by other adults towards students when they appear to be overly familiar or 
inappropriate 

• develop any ‘special’ relationships with children that could be seen as favouritism (for example, the 
offering of gifts or special treatment for specific children) 

• discuss content of an intimate nature or use sexual innuendo with students, except where it occurs 
relevantly in the context of parental guidance, delivering the education curriculum  

• treat a child unfavourably because of their disability, age, gender, race, culture, vulnerability, sexuality or 
ethnicity.  

• communicate directly with a student through personal or private contact channels (including by social 
media, email, instant messaging, texting etc) except where that communication is reasonable in all the 
circumstances, related to school work or extra-curricular activities or where there is a safety concern or 
other urgent matter 

• put children at risk of abuse - for example, by locking doors 
• use inappropriate language in the presence of children 
• express personal views on cultures, race or sexuality in the presence of children 
• discriminate against any child, including because of culture, race, ethnicity or disability 
• photograph or video a child in a school environment except in accordance with school policy or where 

required for duty of care purposes1  
• in the school environment or at other school events where students are present, consume alcohol 

contrary to school policy 2 or take illicit drugs under any circumstances.   
• ignore or disregard any suspected or disclosed child abuse 

 

By observing these standards you acknowledge your responsibility to immediately report any breach of this 
code to the College Principal, Assistant Principal/s or Student Wellbeing Intervention Leader. 
 
 
  

                                                           
1
 SPAG: http://www.education.vic.gov.au/school/principals/spag/safety/pages/photoandfilm.aspx . The policy says the school should get 

consent before taking and publishing photos of a student. This applies every time a photo is taken. The same policy applies for excursions 

and school activities.  

2
 SPAG: http://www.education.vic.gov.au/school/principals/spag/safety/pages/alcohol.aspx. The policy says the school must obtain school 

council approval before alcohol can be consumed on school grounds or at a school activity. The policy says staff members should not 

consume alcohol during camps and excursions. It is silent on whether they can consume alcohol at other school events where students 

are present, this is a matter that the school needs to decide upon – draft text is provided in the guidance fact sheet 

http://www.education.vic.gov.au/school/principals/spag/safety/pages/photoandfilm.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/pages/alcohol.aspx
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BUCKLEY PARK COLLEGE 
Child Safe Policy   

Developed: July 2016 Revised:  Annually in Term 1 Review Date: March 2018  
 
Rationale 
The Victorian Government, and the Buckley Park College community, is committed to the safety and 
wellbeing of all children and young people. As part of the Victorian Government’s commitment to 
implementing the recommendations of the Betrayal of Trust  report, in 2016 there is a new regulatory 
landscape surrounding child safety, underpinned by new compulsory Child Safe Standards. 
 
The Child Safe Standards are compulsory minimum standards for all Victorian schools, to ensure they are 
well prepared to protect children from abuse and neglect.  
 
It is recognised that at Buckley Park College we have many policies and procedures already in place which 
aim to keep children safe. The Child Safe Standards, introduced in 2016 provide a further framework to 
improve policy and practices around child safety. The school is committed to ongoing improvement in this 
area. 

The Buckley Park College Council and staff have zero tolerance for any, and all, examples of child abuse of 
any form. This commitment is led by the School Council and implemented in word and action by the College 
Principal and staff.  
 
This policy is informed by the content of Ministerial Order 870.  
 
Aims / Purpose 
 
To maintain and strengthen Buckley Park College as a truly child safe organisation, in which all of the Child 
Safe Standards apply. The Standards which are fully implemented are: 
 
1. strategies to embed an organisational culture of child safety, including through effective leadership 

arrangements  
2. a child safe policy or statement of commitment to child safety  
3. a code of conduct that establishes clear expectations for appropriate behaviour with children  
4. screening, supervision, training and other human resources practices that reduce the risk of child abuse 

by new and existing personnel  
5. processes for responding to and reporting suspected child abuse 
6. strategies to identify and reduce or remove risks of child abuse 
7. strategies to promote the participation and empowerment of children. 
 
 
Key Definition: What is Child Abuse? 

 
The child safe standards aim to protect children from abuse in organisations. Under the Act, child abuse includes four 

categories of abuse as outlined below.
3
  

                                                           
3
 These definitions are based on the Victorian Child Protection Practice Manual: <www.dhs.vic.gov.au/cpmanual/practice-context/child-

protection-program-overview/1008-abuse-and-harm-legal-and-practice-definitions> 

http://www.parliament.vic.gov.au/fcdc/article/1788
http://www.vrqa.vic.gov.au/childsafe/Pages/default.html
http://www.vrqa.vic.gov.au/childsafe/Pages/documents/Min%20Order%20870%20Child%20Safe%20Standards.pdf
http://www.austlii.edu.au/au/legis/vic/consol_act/cyafa2005252/
http://www.dhs.vic.gov.au/cpmanual/practice-context/child-protection-program-overview/1008-abuse-and-harm-legal-and-practice-definitions
file:///C:/Documents%20and%20Settings/vste2210/Local%20Settings/Temp/notes9493C6/%3cwww.dhs.vic.gov.au/cpmanual/practice-context/child-protection-program-overview/1008-abuse-and-harm-legal-and-practice-definitions
file:///C:/Documents%20and%20Settings/vste2210/Local%20Settings/Temp/notes9493C6/%3cwww.dhs.vic.gov.au/cpmanual/practice-context/child-protection-program-overview/1008-abuse-and-harm-legal-and-practice-definitions
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While the standards apply specifically to child abuse, organisations should look to promote children’s health and 

wellbeing in a broader sense. 

Physical violence 

Physical violence occurs when a child suffers or is likely to suffer significant harm from a non-accidental injury or injuries 

inflicted by another person. Physical violence can be inflicted in many ways, including beating, shaking, burning or use 

of weapons (such as, belts and paddles).  

Possible physical indicators: 
• Unexplained bruises 
• Burns and/or fractured bones 

 
Possible behavioural indicators: 
• Showing wariness or distrust of adults 
• Wearing long sleeved clothes on hot days (to hide bruising or other injury)  
• Fear of specific people 
• Unexplained absences 
• Academic problems 

 

Sexual offences 

Sexual offences occur when a person involves the child in sexual activity, or deliberately puts the child in the presence 

of sexual behaviours that are exploitative or inappropriate to his/her age and development. Child sexual abuse can 

involve a range of sexual activity including fondling, masturbation, penetration, voyeurism and exhibitionism. It can also 

include exposure to or exploitation through pornography or prostitution, as well as grooming behaviour.
4
  

Possible physical indicators: 
• Presence of sexually transmitted diseases  
• Pregnancy 
• Vaginal or anal bleeding or discharge 

 
Possible behavioural indicators:  
• Displaying sexual behaviour or knowledge that is unusual for the child’s age 
• Difficulty sleeping 
• Being withdrawn 
• Complaining of headaches or stomach pains 
• Fear of specific people 
• Showing wariness or distrust of adults 
• Displaying aggressive behaviour 

Serious emotional or psychological abuse 

Serious emotional or psychological abuse occurs when harm is inflicted on a child through repeated rejection, isolation, 

or by threats or violence. It can include derogatory name-calling and put-downs, or persistent and deliberate coldness 

from a person, to the extent where the behaviour of the child is disturbed or their emotional development is at serious 

risk of being impaired. Serious emotional or psychological abuse could also result from conduct that exploits a child 

without necessarily being criminal, such as encouraging a child to engage in inappropriate or risky behaviours.  

 

Possible physical indicators:  

• Delays in emotional, mental, or even physical development 
• Physical signs of self-harming 
 
Possible behavioural indicators:  
• Exhibiting low self-esteem 
• Exhibiting high anxiety 
• Displaying aggressive or demanding behaviour 
• Being withdrawn, passive and/or tearful 

                                                           
4
 A new grooming offence commenced in Victoria on 9 April 2014. Further information is available on the Department of Justice website 

<www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/grooming+offence>  

http://www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/grooming+offence
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• Self-harming 

Serious neglect 
 
Serious neglect is the continued failure to provide a child with the basic necessities of life, such as food, clothing, 
shelter, hygiene, medical attention or adequate supervision, to the extent that the child’s health, safety and/or 
development is, or is likely to be, jeopardised. Serious neglect can also occur if an adult fails to adequately ensure the 
safety of a child where the child is exposed to extremely dangerous or life threatening situations. 
 
Possible physical indicators:  
• Frequent hunger  
• Malnutrition  
• Poor hygiene 
• Inappropriate clothing  

 
Possible behavioural indicators:  
• Stealing food 
• Staying at school outside of school hours 
• Aggressive behaviour 
• Misusing alcohol or drugs 
• Academic issues 
 
Further Information about child protection services can be found on the Department of Health and Human Services 
website  

 
Implementation 
 
There are many vital components to the College’s full implementation of the Child Safe standards. The 
implementation impacts all aspects of this organisation and the steps taken are outlined here in this policy. 
Many of these steps are detailed further in other connected policy documents.  
 
Further supporting this Child Safety policy is the College Child Safe Code of Conduct. (NB: hyper link to be 
added here when complete) 
 
Staff at Buckley Park College:  
 

1. Everyone connected to our school has a role to play to help children be safe. 

2. We have zero tolerance for any abuse of children. 

3. We have many policies and processes in place to protect the care, safety and welfare of 
children. As part of our commitment to continuous improvement, these are being 
strengthened all the time to ensure a zero tolerance approach to child abuse. 

4. All staff complete an annual, compulsory Mandatory Reporting of Child Abuse learning module 
through the DET 

5. There are clear boundaries about how staff may interact with the children at our school.  

6. This Child Safe policy and the Child Safe standards apply to all school staff (including 

volunteers and contractors), visitors and students’ family members. 

7. Keeping children safe is everyone’s responsibility. Different people at our school have 

different roles and responsibilities for ensuring children’s safety. These roles are clearly 

defined.   

8. A broad cross-section of staff will be involved in strategy development and review of policies 

and procedures associated with the Child Safe standards.   

9. At Buckley Park College, the regular Student Engagement and Wellbeing, Middle Years and 

Later Years teams include ‘Child Safe Concerns and Conversations” as part of their normal 

meeting agendas, to reinforce the Child Safe Code of Conduct. 

http://www.dhs.vic.gov.au/for-individuals/crisis-and-emergency/reporting-child-abuse
http://www.dhs.vic.gov.au/for-individuals/crisis-and-emergency/reporting-child-abuse
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10. There will be an annual whole staff meeting to launch and re-engage with the Child Safe 

standards, to outline roles and responsibilities, and confirm the whole school’s commitment 

to protecting children 

11. Staff recruitment and induction to Buckley Park College will have child safety as an explicit 

part of induction to this safe school culture. 

12. The College will post child safety information on relevant notice boards within the school, as 

well as ensuring that all relevant electronic communication is shared widely 

13. The College Child Safe Code of Conduct outlines clear behavioural expectations for all staff 

 
Visitors, Volunteers and Contractors at Buckley Park College 
 
Volunteers and contractors are often engaged in work at BPC. Their involvement may be for long or short 
periods of time.  
 

1. This Child Safe policy and the Child Safe standards apply to all school staff (including 

volunteers and contractors), visitors and students’ family members. 

2. No contractor or volunteer is permitted to enter the school site without first signing in; 

undertaking an induction and presenting a current Working with Children check. 

3. The school provides clear advice on the website about what to expect if working with or 

volunteering at the school  

4. The school includes child safety information in volunteer and contractor advice  

5. The school includes detailed child safety information on the College website: 

ww.buckleyparkco.vic.edu.au 

6. The College Child Safe Code of Conduct outlines clear behavioural expectations for all 

visitors to the school. 

 
 
 
Evaluation 
The school will evaluate this Child Safe policy every year as part of our annual re-engagement work to begin 
each school year.  
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BUCKLEY PARK COLLEGE 
Complaints (Parents) Policy 

 
Developed: July 2014 Revised:  January 2015 Review Date: July 2017 
 
Rationale 
Buckley Park College recognises that from time to time families may wish to raise concerns or complaints 
with the school. Buckley Park College also believes that when complaints are handled correctly and are both 
raised and responded to in a respectful and constructive manner, that this forms part of our framework for a 
connected and positive school tone and culture.  

At this school we value ongoing communication with parents; we strive to understand, address and respond 
to any concerns parents have in a professional manner. The school also expects concerns parents may have 
to be raised in a courteous and respectful manner. At Buckley Park College, we value open and positive 
relationships with parents, guardians and families. 

When making a complaint, the school should always be the parent’s first point of contact. 

If after speaking to the school the parent feels the complaint has not been addressed satisfactorily, he/she 
can direct the matter to the regional office.  Schools are obliged to assist the complainant to make this 
contact. 

If these steps have not led to a satisfactory resolution, the parent can make a complaint in writing to the 
Department’s central office. A form for this purpose is available. 

Schools must develop local policy and procedures in accordance with Departmental policy. 

Additionally, schools enrolling international students are required to maintain an international student’s 
enrolment (to comply with student visa conditions) and appropriate student welfare support arrangements 
until the relevant complaints or appeals process is resolved. 

Guiding Principles 
The following principles guide the implementation of this policy. 

 Dignity and respect to all parties, at all times 

 The school is committed to providing a safe and supportive work environment where everyone is 
treated with respect, fairness and dignity  

 The school will ensure the safety, security, health and wellbeing of all community members  

 The school will apologise where required and work towards positive outcomes or shared 
understandings. The school may ask families to agree to disagree and move forward.  

Definitions 
A ‘concern’ is an area of interest because of its importance and effect which is raised informally. 

A ‘complaint’ is an expression of grievance or resentment where the complainant is seeking redress or 
injustice. 

Aims / Purpose  
The following points clearly outline the purpose of this policy and how Buckley Park College Aims for 
implementation.  

The school has high expectations of communication from all community members  

The school expects that in managing complaints from parents, all parties will be honest and hear complaints 
as delivered 

The school will at all times maintain and stress the confidentiality of all discussions  

The school believes that the common goal is to achieve an outcome acceptable to all parties, in good faith 
and in a calm and courteous manner  
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At all times, the school expects all parties to show respect and understanding of each other’s point of view 
and perceptions  

Implementation 
At Buckley Park College, complaints and concerns will be handled in a timely manner and with the intention 
to resolve with a positive outcome. The school will address complaints as follows:  

It is our aim to respond to ALL complaints within 24 hours, but in no longer than 48 hours 

Efficiently and fairly with a timeline for investigation and resolution communicated  

Promptly, within timelines agreed with the person with the concern or complaint  

In accordance with due process, the principles of natural justice and relevant regulatory frameworks  

After a complaint has been followed up, the resolution/decision will be communicated to all parties in 
writing (usually by email) 

It is good practice for serious complaints to be handled by 2 staff members, at least 1 of whom should be a 
Principal Class Officer 

The school and staff have the right to stop or refuse a complaint conversation/request with a parent, should 
the complaint have been raised at an inappropriate time or if a level of mutual respect and courtesy is not 
being followed.  

NB:  This policy does not cover matters for which there are existing rights of review or appeal, such as: 
student discipline matters involving expulsions; complaints about employee conduct; performance and 
complaints that should be dealt with by performance management; grievance resolution or disciplinary 
action; student critical incident matters or any criminal matters.  

Raising Concerns or Complaints – For Parents/Guardians 
The following points outline how parents/guardians should go about making a complaint to the school. 
Parents are encouraged to access our support and feedback processes at all times, with the correct person. 
This will ensure quick response and no double handling.  

The school expects parents/guardians to make appointment times to meet with school staff. 

 In the first instance the complainant should telephone, email or write to:  

 The student’s teacher about learning issues and incidents that may have happened in their class  

 The Student Engagement Leader, Student Wellbeing Leader or Assistant Principal if it is a 
concern about behaviour or wellbeing  

 An Assistant Principal or the Principal about issues relating to other staff members or complex 
student issues  

 The Principal about issues relating to school policy, school management, staff members or very 
complex student issues.  

At times a telephone conversation may be helpful, but the school values personal appointments with 
complainants assuming they can be arranged. 

At no time should a complainant approach a staff member in the school without first reporting to the College 
office to sign-in.  

For further information on managing parent complaints and concerns please refer to the document 
Addressing Parents’ Concerns and Complaints Effectively: Policy and Guides April 2009 

Support Material / Resources 
There is a significant and valuable support resource from the DET with associated attachments: 
http://www.education.vic.gov.au/about/contact/pages/complainschool.aspx 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change.   
 

http://www.education.vic.gov.au/about/contact/pages/complainschool.aspx
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BUCKLEY PARK COLLEGE 
Contractor Management 

 
Developed: September 2014 Reviewed:  November 2016 Review Date: November 2019 
 
Rationale 
School Councils must provide and maintain a working environment that is safe and without risks to health for 
all employees, independent contractors and contractor’s employees.  

Purpose 
To ensure the School Council meets its legal obligations to provide a safe working environment for 
employees and contractors. 
To ensure Buckley Park College complies with DET guidelines and the provisions of the Occupational Health 
and Safety Act 2004 - Section 21 
Definition 
A contractor is a person, or an organisation, that provides a service for a fee but is not a direct employee of 
the DET.  Most schools are likely to engage specialist contractors from time to time to perform certain kinds 
of work such as maintenance, repair, cleaning and gardening 

Implementation 
The employer has the same duty of care for contractors as they do for employees. Conversely, the contractor 
owes a reciprocal duty of care to the organisation, and its employees, to conduct its business in a safe 
manner. 

Consequently the Principal and/or his delegate needs to make sure: 

 the contractor is able to undertake the work in a competent and safe manner; 

 where required, that the contractor is licensed (e.g. an electrician); 

 that they have public liability and workers compensation insurance; 

 that safe work procedures are sighted, reviewed and agreed to; 

 prior to working on site that they are inducted (Contractor Induction Checklist). 

The School Council will: 

 provide and maintain a working environment that is safe and without risks to health for all:  
o employees 
o independent contractors 
o contractor’s employees. 

 ensure that independent contractors are:  
o competent 
o able to control their own systems of work. 

 retain a general supervisory power over any work undertaken by a contractor 

 define the contractor’s respective areas of responsibility, particularly where there is more than 
one contractor involved and the interrelationships may give rise to risks 

 examine carefully the contractual relationships that are entered, and ensure that the activities 
undertaken do not put staff, students or the contractors at risk. 

As a practical means of managing contractors regularly engaged by the school, a Preferred Contractor List 
may be developed. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (November 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Critical Incident Management and Reporting 

Developed: September 2014 Reviewed:  November 2016 Review Date: November 2019 

Rationale 
It is essential that schools respond urgently and appropriately to any emergency or incident that occurs at 
the school in or outside of school hours and on activities taking place outside the school that involve staff 
and students.  
As a general rule, a critical incident is one that requires medical attention or a police investigation. 

Schools are responsible for 

 planning for and managing emergencies 

 responding swiftly to emergency incidents including medical emergencies 

 reporting emergencies and incidents 

 liaising with a range of support agencies including the Security Services Unit 

 testing emergency procedures 

Purpose 
To ensure that, as part of the school’s Emergency Management Planning, Buckley Park College has a process 
for managing and reporting critical incidents to Security Services Unit and / or WorkSafe and that this 
complies with legislation and DET policy. This would include all emergencies and incidents: 

 that occur during camps, excursions or outdoor adventure activities 

 weekends and holidays 

 travel to or from school 

 non-school hours. 

 Implementation 
The school’s Emergency Management Plan identifies all possible emergency situations that may occur at 
Buckley Park College. 

Schools must: 

 call 000 immediately to report any incident threatening life or property. Emergency services on this 
number are: 
o police for crime, injury that may not be accidental or assault 
o ambulance for injury and medical assistance. 
o fire brigade for fires and incidents involving hazardous and dangerous materials (report all fires, 

regardless of state and size, even if extinguished). 
 notify the Security Services Unit (SSU, telephone: (03) 9589-6266) after contacting 000, for any incidents 

o posing a risk to the safety of a student, parent, visitor or staff member including: 
 serious injury or death 
 allegations of or actual physical or sexual assault 
 threat to property or the environment 
 the use of seclusion or physical restraint of a student in response to an incident,  
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Reportable Incidents 
As a general rule, a serious incident is one that requires medical attention or a police investigation. 

Examples of reportable incidents involving schools include: 
 motor vehicle collision and/or all WorkCover incidents 
 impact by machinery, equipment, aircraft 
 fatalities 
 fire on school grounds, bush or grass fire 
 incidents of death or serious injury (injury requiring medical attention) 
 incidents resulting in: 
 closure or significant damage to parts of a building or its contents and/or a threat to health and safety 
 bomb threat 
 outbreak or incidence of disease 
 presence of toxic fumes or explosive conditions 
 finding hazardous material on school site including explosives, fog signals, detonators, gun powder, 

cords and fuses, blasting cartridges, incendiary devices, marine distress signals, propellant powders etc 
 fumes, spill, leak or contamination by hazardous material 
 flood, windstorm, earthquake or other natural disasters 
 criminal activity such as suspicious person/s and/or vehicles, vandalism, burglary, graffiti, theft, fraud, 

property damage 
 neighbourhood complaint 
 missing/disappearance/removal of student/s including: 

o unauthorised/unexplained absenteeism from school 
o unauthorised absenteeism resulting in a missing persons report 

 firearms, weapons or bomb threat 
 
The information to be conveyed to Security Services Unit includes: 

 Who –  the name of the person reporting the emergency / critical incident 

 What – the nature of the emergency / critical incident 

 When – the time when the school became aware of the emergency / critical incident 

 Where – the location of the emergency / critical incident and contact phone numbers if it has 
occurred  

The school will notify WorkSafe via WorkSafe’s Incident Notification Form within 48 hours of an incident 
involving the death of or serious injury to a person whatever the cause as well as any building collapse, 
explosion/implosion, escape, spillage or leakage of any substance. 

The school will log the incident in eduSafe (for non –student incidents) and CASES21 (for student incidents) 

Please refer also the school’s Emergency Management Planning Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (November 2019) or if guidelines 
change. 
  

http://www.education.vic.gov.au/school/principals/spag/management/Pages/reporting.aspx#2
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BUCKLEY PARK COLLEGE 
Curriculum  

Developed: September 2014 Revised:  September 2014 Review Date: September 2017 
 
Rationale 
The Australian Curriculum in Victoria (AusVELS) provides the framework for curriculum development for 
Foundation – 10 in all government schools (Foundation refers to the first level of school for curriculum 
design purposes). AusVELS defines the expected standards of student achievement in 16 domains of 
learning. 

Schools access a wide range of educational resources to select appropriate teaching and learning resources, 
set homework that supports classroom learning, undertake a range of student assessment and reporting 
activities to support student learning and ensure that classrooms are safe and classroom activities are 
conducted safely. 

Schools use a range of programs to support the standard curriculum so that they can develop and provide 
quality education programs that are engaging and meaningful to students and promote student safety and 
wellbeing. 

 Schools use a range of standard curriculum options to develop and provide education programs that are 
meaningful for students including the Australian Curriculum in Victoria (AusVELS) for Foundation – 10, senior 
secondary programs such as Victorian Certificate of Education (VCE), Victorian Certificate of Applied Learning 
(VCAL) and Vocational Education and Training (VET) in Schools as well as programs that support the standard 
curriculum i.e. multicultural education, cycling programs, traffic safety education, etc. 

 Schools access a wide range of educational resources to select appropriate teaching and learning resources, 
set homework that supports classroom learning, undertake a range of student assessment and reporting 
activities and ensure that classrooms are safe and classroom activities are conducted safely. 

Purpose 
To ensure Buckley Park College complies with DET policy and guidelines in relation to its curriculum 
framework. 

Implementation 
Buckley Park College will use AusVELS as the basis of its curriculum framework. 

The school will ensure that the curriculum substantially addresses The Arts, English, Health and Physical 
Education (including Sport), A Language other than English, Mathematics, Science, Studies of Society and 
Environment, Technology. 

The school may support AusVELS with other programs according to priorities eg Outdoor Education, 
Multicultural Education, Drug Education. 

The time for each domain will be allocated according to the whole-school curriculum plan. 

The school will ensure English Another Language (EAL) is provided when a class is needed. 

If applicable the school will provide quality and meaningful education for Koorie students by use of the 
Wannik Education Strategy. 

The school will document through its School Strategic Plan and the Annual Implementation Plan which key 
strategies for improvement in student learning outcomes form part of its curriculum plan. 

Curriculum will be reviewed annually according to the school’s priorities. 

A wide range of educational resources to support teaching and learning will be accessed.  

The school will undertake a range of student assessment and reporting activities. 

The school will ensure that classrooms are safe and classroom activities are conducted safely. 
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Every four years, the school will undertake a major review of curriculum, curriculum delivery and student 
learning outcomes. 

Please refer also to the school’s Homework Policy, Koorie Education Policy, School Strategic Plan Policy, the 
Annual Implementation Plan Policy and specific policies such as the Drug Education Policy.  

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Dangerous Goods & Hazardous Substances  

Developed: September 2014 Revised:  September 2014 Review Date: September 2017 
 
Rationale 
The management of dangerous goods and hazardous substances in the workplace is a component of the risk 
management strategy of the school. 

Purpose 
To ensure that all risks associated with the use of dangerous goods and hazardous substances in government 
schools are safely controlled and managed. 

To  ensure Buckley Park College complies with DET guidelines and the legislative requirements of:  

 AS 1319 – Safety Signs for the Occupational Environment 

 AS 1345 – Identification of the Contents of Piping, Conduits and Ducts 

 Dangerous Goods Act 1985 

 Dangerous Goods (Storage and Handling) Regulations 2000 

 Dangerous Goods Storage and Handling Code of Practice 2000 

 Hazardous Substances Code of Practice 2000 

 Occupational Health and Safety Act 2004 

 Occupational Health and Safety Regulations 2007 

Implementation 
The Principal is responsible for ensuring that all dangerous goods and hazardous substances are identified 
within the school and included in a chemical register. 

Risk assessments and controls will be established for dangerous goods and hazardous substance use in 
consultation with the Health and Safety Representative and employees. 

Safe Work Procedures (SWP) specific to the handling of dangerous goods and hazardous substances stored in 
the workplace will be developed and implemented. 

Safety information, including Material Safety Data Sheets (MSDS) and the Chemical Register will be readily 
available. 

Chemicals will not be introduced without considering and managing any associated risk. 

Restricted substances will not be used or stored in the workplace. 

Appropriate training and Personal Protective Equipment (PPE) will provided for employees who may be 
exposed to dangerous goods and hazardous substances. 

Relevant signage will be displayed, highlighting the hazardous nature of chemicals used or stored in the 
workplace. 

The college will download and utilise DET’s Chemical Register proforma. 

The school will notify WorkSafe of incidents occurring at the school resulting in the escape, spillage or 
leakage of any substance, including dangerous goods as defined in the Dangerous Goods Act 1985. 

Please refer also to the school’s Risk Management Policy and the Emergency & Incident Reporting Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Duty of Care / Use  

Developed: September 2014 Revised:  March & May 2015 Review Date: September 2017 
 
Legal Background 
Duty of care” is an element of the tort of negligence. In broad terms, the law of negligence provides that if a 
person suffers injury as the result of the negligence of another, they should be compensated for the loss and 
damage which arises from the negligent act or omission.   

In order to successfully bring a claim in negligence for compensation for an injury, a person must establish, 
on the balance of probabilities, that: 

 a duty of care was owed to the person harmed at the time of the injury 

 the risk of injury was foreseeable 

 the likelihood of the injury occurring was more than insignificant 

 there was a breach of the duty of care or a failure to observe a reasonable standard of care 

 this breach or failure was a cause of the injury.  

The fact that a duty of care exists does not of itself mean that a school will be liable for an injury sustained by 
a student.  In order for the student to succeed in a negligence claim, all of these elements must be 
established. 

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

The nature and extent of the duty of care will vary according to the circumstances. For example the standard 
of care required when supervising students on an excursion will be higher than when teaching these 
students in the classroom. 

Principals and teachers are held to a high standard of care in relation to students. The duty requires 
Principals and teachers to take all reasonable steps to reduce risk, including provision of suitable and safe 
premises, provision of an adequate system of supervision, implementation of strategies to prevent bullying 
and ensuring that medical assistance is provided to a sick or injured student. 

The duty is non-delegable, meaning that it cannot be assigned to another party. 

The important issue in all cases will be what precautions the school could reasonably be expected to have 
taken to prevent the injury from occurring.  This will involve consideration of the probability that the harm 
would occur if care were not taken, the likely seriousness of the harm, the burden of taking precautions to 
avoid the risk of harm and the social utility of the activity that creates the risk of harm.  

Additionally schools enrolling international students under the age of 18 (who are not being cared for by a 
parent or suitable relative) are expected to have a comprehensive home stay policy and procedures in place 
to assess and monitor the suitability of accommodation arrangements. See School Resource Kit and Quality 
Standards under Department resources at the website below. 

A number of cases have established that, in some circumstances, a school’s duty (and therefore the DET’s 
duty) will extend beyond school hours and outside of school grounds.  The duty will be extended to outside 
school hours and premises when the relationship between the school and the student requires it in the 
particular circumstances. 

Purpose 
To ensure Buckley Park College complies with legislation and DET policy and guidelines. 

To ensure the staff at Buckley Park College have an understanding of the nature of the legal duties owed by 
teachers and school staff towards students. 

http://www.education.vic.gov.au/school/principals/spag/safety/pages/dutyofcare.aspx#resources
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Implementation 
The Principal will ensure that staff members have an understanding of their duty of care to students as it 
applies to classroom supervision, movement of students, yard supervision, camps and excursions, first aid 
and student health care needs and medication.  

Whilst each case regarding a teacher’s legal duty of care will be judged on the circumstances that occurred at 
the time, the following common examples may be times when a teacher has failed to meet their legal duty of 
care responsibilities to their students: 

 arriving late to scheduled timetabled yard duty responsibilities 

 failing to act appropriately to protect a student who clAims to be bullied 

 believing that a child is being abused but failing to report the matter appropriately 

 being late to supervise the line-up of students after the bell has sounded if applicable 

 leaving students unattended in the classroom 

 failing to instruct a student who is not wearing a hat to play in the shade 

 ignoring dangerous play 

 leaving the school during time release without approval 

 inadequate supervision on a school excursion 

In providing advice to students, teachers should limit their advice to areas within their professional 
knowledge, given in situations arising from a role specified by the Principal and ensure such advice is correct 
an in line with the most recent available statements. 

Teachers must avoid giving advice in areas unrelated to their role or where they may lack expertise. 

Given that the duty of care may extend beyond school hours, the school will be alert to situations in which 
immediate and positive steps may be required.  If for example, a live power line came down outside the 
school, no emergency workers had arrived, and primary children were about to be dismissed to walk home, 
the school would not allow the children to walk out to that danger unsupervised.  

Informing staff of the legislative liability of Duty of Care 

All staff members will be informed of their legal requirement via: 

A copy of this document will be provided to each member of staff at the first staff meeting at the 
commencement of the school year, and will be placed on the intranet. 

New staff members will be informed of their Duty of Care as part of the school’s Induction Program. 

Staff will complete a risk assessment including duty of care when completing planning for camps and 
excursions. 

Please refer also to the school’s Mandatory Reporting Policy, Camps and Excursions Policy, Yard Duty/ 
Supervision Policy, Health Care Needs Policy, Anaphylaxis Management Policy, Asthma Management Policy, 
First Aid Policy, Sun & UV Protection Policy, Bullying Policy, Volunteer Workers Policy, Visitors to the School 
Policy and the Emergency Management Plan and the Critical Incident Management Plan all of which relate to 
the school’s duty of care. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Emergency Management Planning 

 
Developed: September 2014 Reviewed:  November 2016 Review Date: November 2019 
 
Rationale 
Schools have a responsibility to develop and maintain an emergency management plan that describes 
actions to be taken before, during and following an emergency or crisis situation to ensure the ongoing 
safety of staff, students and others. 

The school is not in a bushfire-prone area. 

Purpose 
To ensure the safety of all staff, students and school visitors in the event of an emergency situation. 

 
Implementation 
Schools must have a current Emergency Management Plan (EMP) that contains a risk assessment that 
addresses hazards and potential threats to the school and which covers the four components of 
preparedness, prevention, response and recovery. 

Schools must: 

 ensure that staff, students and the school community have a clear understanding of the EMP and its 
procedures 

 ensure that staff, students and the school community are trained so that they know what they are 
required to do during an emergency 

 test emergency arrangements at regular intervals to ensure that procedures work and everyone learns 
emergency protocols.. 

 
The emergency management plan must: 

 be completed by government schools using the online EMP 
 describe actions to take before, during and after an emergency to ensure the ongoing safety of staff, 

students and others 
 cover all circumstances when the school is responsible for student safety, such as school excursions to 

ensure staff and student safety and that students are supervised at all times 
 be reviewed annually and/or following an emergency or crisis. 
 
Schools may seek advice from local emergency service providers and local councils where available to inform 
the content of the risk mitigation and offsite evacuation sections of their EMP. 
 Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (November 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Enrolment Policy 

 
Developed: September 2014 Revised:  September 2014 Review Date: September 2017 
 
Rationale 
Buckley Park College is a highly-regarded State secondary school in the Essendon community. Applications 
for enrolment at Buckley Park College are received throughout the year at each year level. The school has an 
enrolment capacity and a neighbourhood zone/boundary that is taken into account when any new 
enrolments are considered. Placements in our school are sought from within that zone and from further 
afield. The College is committed to DET enrolment guidelines which mean that when a student from within 
our enrolment zone seeks a place in our school, the enrolment is accepted. All applications will be treated 
fairly and equitably. Our College Enrolment Policy supports the learning of students already in the College as 
well as the right of a student to a Government school education. 

Aims / Purpose 
To ensure that all students who live within our neighbourhood zone have a right to a place in our school 

To ensure that our enrolment process follows all correct DET correct guidelines 

To provide a structured and transparent enrolment process that the whole school community understands 

To monitor student numbers in the College at each year level, within the parameters of our enrolment 
capacity 

To plan a strategy for future enrolments to ensure that the College remains within capacity 

To ensure that class sizes do not contravene the VGSA 2013 or the BPC local agreement 

Implementation 
Managing the enrolment of new students into the school is the responsibility of the Assistant Principal. 

Grade 6 students who are about to begin Year 7 are part of the transition program and their enrolment is 
coordinated by the Transition Coordinator.  

A Select Entry Accelerated Learning Program runs at each year level. Students wishing to be part of this 
program will sit an entrance exam in Grade 6, followed by an interview. The SEAL Coordinator will manage 
this process. 28 students will be enrolled at Year 7 each year. 

Year 7 - 12 students are enrolled by the relevant Year Level Coordinator in consultation with the Assistant 
Principal.  

Buckley Park College has an enrolment capacity of 950 students. This means this is the maximum number of 
students the facilities and size of the site allows. There will be a designated number of places in each year 
level. Students will be enrolled in the College according to DET regulations which stipulate the following 
criteria in order of precedence:  

 Students for whom Buckley Park College is the nearest secondary school to their permanent 
residential address (in the zone).  

 Students with a sibling at the same permanent address who are attending the school at the same 
time.  

 Where the regional director has restricted the enrolment, students who reside nearest the 
school. 

 Students seeking enrolment on specific curriculum grounds.  

 All other students in order of closeness of their home to the school. 

 In exceptional circumstances, compassionate grounds 

Residential address is the address at which the student resides with parents or legal guardians at the time of 
applying for enrolment.  
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2 forms of documentary evidence to support claims of a residential address will be required when enrolment 
is applied for. One of these forms must be a utility bill.  

Current Grade 6 students will be required to provide 2 forms of proof of residential address when they 
submit their preference forms to the primary school.  

Families will then be asked to provide 2 forms of proof of address to accept their place in the College, after 
an offer is made in August each year 

The Principal, Assistant Principal and Transition Coordinator will discuss Grade 6 applications and decide on 
the number of offers that will be made.  

Families of students wishing to enter at Years 8 – 12 can apply directly to the school by contacting the 
relevant Year Level Coordinator. DET Guidelines state that enrolment should only occur at the start or middle 
of a school year. This is unless a family has moved to the area.  

An Application for Enrolment form will be completed for each student.  

Each applicant and a parent/guardian will attend an interview with the relevant coordinator.  

In all cases, it should be noted that submission of an “Application for Enrolment” form does not guarantee a 
place being available. If an enrolment enquiry comes from a student who has an existing enrolment in a 
neighbourhood school, the family will be directed to return to the school in which they are enrolled. 

The process to be followed is outlined in “Process to Enrol New Students” checklist 

A decision on whether to enrol a student will be informed by the DET guidelines, this College Council policy 
statement and after consultation between the Assistant Principal and the relevant Year Level Coordinator. 

International students 
We welcome international students to our college community. We believe that the opportunity to form 
strong friendships with people from other places in the world enriches the education of our students. 

Buckley Park College is accredited to provide education for Fee Paying Overseas Students. Students are 
generally only accepted into Year 11, with continued enrolment into Year 12. International students seeking 
enrolment at Buckley Park College will be considered on a case-by-case basis in accordance with this 
‘Student Enrolment Policy’.  

The following additional criteria will be used for selection of international students: 

 Places are available in the existing classes  

 IELTS score of 5.5 or equivalent 

 Interview with Assistant Principal 

Assistance can be provided with homestay and guardianship arrangements. Overseas students access the full 
range of programs in the college and are supported by the International Programs Coordinator with all 
aspects of their transition into the college including their personal well-being. Initial applications for 
enrolment must be made through the International Students Unit, DET. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change.          
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Process for the Enrolment of New Students 
Student name:      _________________________________ Year level: _________________ 
 
 Process 

 Parent makes an enquiry (phone call / visit)  
 Coordinator notified, General Office sends enrolment enquiry pack 

 Written enrolment enquiry received 
 Coordinator checks to see if it is complete. If not it is sent back (or parents called to send missing 
part) 
Enrolment must contain previous semester report, all questions answered including school reference 
and two forms of proof of residence 

 Coordinator discusses enrolment with AP 
Interview or rejection – coordinator to  notify parents 

 Coordinator contacts current school 

 Coordinator conducts interview 

 Coordinator discusses enrolment with AP (if necessary) 
Decision made about enrolment – coordinator to notify parents 

  

 Parents sent enrolment pack by the General Office (they may be given this at the interview) 

 Enrolment form completed   General Office, entered on CASES 

 Copy of Birth Certificate   General Office 

 AUP returned and signed –   General Office to record 

 Publication form signed   General Office 

 Library notified    General Office 

 Set up network password   General Office to notify IT Technician 

 Set up parent portal password  IT Technician to give to AP (Student Engagement and 
Wellbeing) 

 Further data requested (NAPLAN etc) Coordinator 

 Student ID Card    Library takes photo, General Office orders 

 Uniform acquired    Coordinator checks before student begins 

 Booklist     Parent to take to bookseller or general office if still an option 

 Student diary    Coordinator 

 Student Achievement Portfolio (7)  Coordinator 

 First Class    Coordinator to enter on First Class 
       and student given timetable 

 Electives (9- 12)    Coordinator to enter on First Class 
       and notify teachers 

 LOTE Class (7-9)    Coordinator to enter on First Class 
       and notify teacher 

 Issue of Netbook (9-12)   ICT Coordinator, all documents signed and returned 

 Notify subject teachers    Coordinator 

 ESL Status    Notify Mario Pinti 

 Year 10/11/12 Students   Notify Kathleen McGarrity for enrolment in VASS 

Enrolment Package 
Enrolment form 
AUP form 
Publication Form 
Booklist 
Uniform pricelist 
Fee sheet 
Handbook 
Elective choice form 
International Students 
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Orientation program checklist 
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BUCKLEY PARK COLLEGE 
Epilepsy & Seizures  

Developed: March 2015 Revised:  June 2016 Review Date: June 2019 
 
Rationale 
Schools must implement strategies to assist students with epilepsy or seizure disorders according to their 
specific needs.  A Student Health Support Plan must be in place for each student, and staff supported to 
implement the plan through information and training. 

With effective medication management and a healthy lifestyle, many students with epilepsy lead active lives. 
However, due to the seizures themselves, or the effects of anti-epileptic medication, students with epilepsy 
may experience difficulties with: 

 memory and learning 

 concentration and attention 

 mood swings 

 social isolation 

 depression and/or anxiety 

 fatigue due to:  

 some anti-epileptic medication 

 night time seizures 

 day time seizures 

 poor sleep patterns caused by abnormal brain activity 

 processing of information 

 changes in behaviour 

 absences from school due to seizures, medical appointments, treatment and/or family 

concerns. 

Purpose 
To ensure students with epilepsy are given the opportunity to achieve their potential and participate fully in 
school life. 

To ensure Buckley Park Secondary College complies with DET policy and guidelines. 

To ensure the school discharges its duty of care to students. 

Definitions 
Epilepsy is a tendency to have recurrent seizures and is the most common serious neurological condition. 

Seizures are caused by a sudden burst of excess electrical activity in the brain resulting in a temporary 
disruption in the normal messages passing between brain cells.  The kind of seizure and the parts of the body 
affected by it relates to the part of the brain in which the irregular electrical activity has occurred.  Seizures 
can involve loss of consciousness, a range of unusual movements, odd feelings and sensations or changed 
behaviour. 

Seizure Types 
The term ‘generalised seizures’ is used where the whole of the brain is affected and partial or focal seizures 
used to describe seizures where only part of the brain is affected.  The most common seizures for school 
aged children are listed below. 

Tonic-clonic A convulsive seizure involving loss of consciousness; body stiffens, 
followed by jerking of limbs, confused state afterwards; often 
incontinent. 

Absence Momentary loss of consciousness; person appears to daydream or be 
distracted; can happen frequently. 
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Myoclonic Muscles in whole or part of body jerk briefly; can be single, uncontrolled 
movement; usually in the morning. 

Atonic Loss of muscle tone; person falls to the ground. 
 

Complex 
partial 

Involves impaired awareness which means they don’t know where they 
are or what is happening. May display unusual behaviours e.g. 
swallowing, scratching, wandering etc.; can be mistaken for 
misbehaviour. 

Implementation 
Buckley Park Secondary College will ensure that medical advice is received from the student’s health 
practitioner ideally by completing the Department’s General Medical Advice Form – Epilepsy.  This form will 
contain the information staff require to provide routine and emergency care for the student. 

The school will support the student in the following ways: 

 assist the student to remember to take his/her medication 

 discuss any known triggers for seizures with parents/guardians and include in the 

Student Health Support Plan 

 ensure first aid for the student’s seizure type is included in the Student Health Support 

Plan 

 when the student has a seizure, encourage staff to:  

o remain calm as other students tend to mirror the teacher’s reaction 
o measure the time between seizures 

o protect the student having the seizure by: 

o for a convulsive seizure, placing something soft under their head,  
o loosening any tight clothing or restraints and removing hard objects that may cause injury, 

then  
o laying the student on their side as soon as it is safe to do so 
o not restraining the student, by stopping the jerking or putting anything in their mouth 
o administering emergency medication, if prescribed, according to the Student Health Support 

Plan  
o talking to the student to make sure they have regained full consciousness 
o staying with them until the seizure is over to provide reassurance 

 An ambulance will be called: 

o for any seizure, if the student is not specifically known or there is no Student Health Support 
Plan 

o if the seizure continues for more than five minutes 
o if another seizure begins   
o if a serious injury has occurred 
o if it occurs in water  

After the seizure, the student may need time to recover and rest in a quiet corner. The Student Health 
Support Plan should provide details about what to do following a seizure, particularly how long to supervise 
the student after the seizure ends. 

Subject to medical advice, participation in physical activities will be encouraged.   

Swimming lessons will be also encouraged, but need careful planning and supervision.  

The school will regularly communicate with the student’s parents about the student’s successes, 
development, changes and any health and education concerns.  I considered desirable, a communication 
book between the school and the family to relay information about the student’s change in student’s 
medication or other treatments may be established. 
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Within the constraints of privacy, we will take the opportunity to view the seizure as a learning experience 
for other students to acquire accurate information, develop appropriate attitudes and gain understanding, 
not pity. 

Please refer also to the school’s Health Care Needs Policy, the Duty of Care Policy and the Swimming 
Instruction/Water Safety Policy. 

Evaluation 
This policy will be reviewed as part of the school’s review cycle (June 2019) or if guidelines change (latest 
update early September 2014). 
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BUCKLEY PARK COLLEGE 
Excursions 

 
Developed: September 2014 Revised:  September 2014 Review Date: September 2017 
 
Rationale 
Excursions are seen as an integral part of the Buckley Park College curriculum as they enable students to 
explore, extend and enrich their learning and their social skills development, in a non-school setting. They 
complement, and are an important aspect of the educational programs offered at the school. Excursions 
provide a valuable opportunity for enhancing the social and academic development of students, participating 
in a range of activities not normally available within the classroom based curriculum; and enriching the sense 
of belonging of both teachers and students to the school community. 

Aims / Purpose 
To reinforce, complement and extend the learning opportunities beyond the classroom  

To develop an understanding that learning is not limited to school, and that valuable and powerful learning 
takes place in the real world.  

To provide a safe, secure learning experience for students in a venue external to the school.  

To further develop social skills such as cooperation, tolerance, communication, individual and group 
interaction.  

To develop and enhance relationships within a group of students  

Definitions 
An excursion is an activity organised by a school during which students leave the school grounds to engage in 
educational activities (including camps and sport). Adventure activities are included in this definition 
(regardless of whether they occur outside the school grounds or not). 

An adventure activity is an activity that involves greater than normal risk which may include travel into a 
relatively undeveloped area of the country, confrontation with environmental challenges, remoteness with 
limited access to telephone and services normally available in everyday life and/or exposure to natural 
elements with less than the normal physical protection afforded in everyday life. 

Activities may include among others: abseiling, bushwalking, canoeing/kayaking, rope courses, orienteering, 
horse riding, overnight camping, surfing, rafting and cycling.  Activities such as bungee jumping, hang gliding, 
parachuting and flying ultra light aircraft are deemed unsuitable. 

Flying foxes may be used at school camps provided:  

 safety precautions are taken in its construction and maintenance 

 it can be locked or have the carriage removed when not in use 

 all students are carefully briefed on its use and associated dangers 

 staff supervise all use 

 a safety harness is always used. 

Implementation 
Coordination 

The Assistant Principal (Student Engagement and Wellbeing) will oversee excursions, in consultation with 
Daily Organiser. 

Approval 
All excursions must be approved by the Assistant Principal responsible using “Events” in Compass. Staffing 
will be discussed. 

The Daily Organiser will confirm that the date for the excursion is appropriate and the required staff are 
available. A range of factors are taken into consideration before approval is given: 
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 the contribution of the activity to the school curriculum  

 the adequacy of the planning, preparation and organisation in relation to the school policy and 
the guidelines and advice provided by DET  

 information provided by community groups and organisations that specialise in the activity 
proposed  

 appropriateness of the venue  

 the provisions made for the safety and welfare of students and staff  

 the experience and skills of staff relevant to the activities being undertaken  

 the adequacy of the student supervision  

 the high risk nature of some activities  

 emergency procedures and safety measures  

 staff-student ratios  

 student experience  

The Principal will be prepared to cancel an excursion at short notice on days of extreme fire danger or total 
fire ban.  On such days, the Security Services Unit liaises with fire authorities to obtain up to date information 
for communication to schools that may be affected by wildfire, including schools that may have students 
attending camps or other venues in areas affected by wildfire. If an excursion is not cancelled, special fire 
safety precautions will be required. When required, schools must follow the Department’s emergency 
management (bushfires) procedures for off-site activities for all excursions. 

Organisation 
The teacher in charge of the excursion must complete an event in Compass. This must be submitted to the 
daily organiser at least two weeks before the excursion. A list of all students attending and a copy of the 
parent consent form must be given to the general office before payments by students can be accepted. 

Parents should be given at least two weeks’ notice of an excursion. 

A list of students attending the excursion must be emailed to all staff at least 1 week prior to the excursion. 
Ensure that this includes the full names and the periods the students will be absent for. The STA for 
attendance will enter the students onto the school attendance system, A+. When teachers go into mark the 
rolls, these students will already be marked. If a student does not attend an excursion as expected, the STA 
must be notified before the excursion leaves school by the teacher in charge. Any changes to the initial list 
must be given to the STA. If the excursion does not leave from school, the teacher in charge must phone the 
general office and report any absentees. This information will be passed onto the STA and the relevant Year 
Level Coordinator. 

The teacher in charge must contact the First Aid Officer to identify students with any special medical needs 
and equipment. 

Year 7 and 8 excursions must leave from school and return to school. Year 9 – 12 excursions may leave from 
and return to Essendon Station. Variations to this must be approved by the Assistant Principal. 

Students must be in full school uniform for all excursions. Student can bring a change of clothes to wear 
during activities that require special clothing. 

The “Student Activity Locator” is a DET requirement to be completed whenever students leave the school 
grounds. It should be filled in by the teacher in charge. The link is: 

www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp 

No excursions should occur in the 2 weeks prior to reports being due in to ensure minimum disruption to the 
normal teaching program. Pastoral care excursions should be completed by the end of term 3. 

Prior to the excursion parent/carers are to be made aware that DET does not provide student accident cover 
and that they need to make their own arrangements for cover.  

Budget 
Activities can only be subsidised from KLA funds where budget provision has been made for this to occur. 

The CRT costs for the excursion must also include any year 12 classes that staff will miss. 

http://www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp
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The due date for monies to be paid must be varied if the excursion requires a non-refundable deposit or 
payment. Money must be collected first. 

All payments that need to be made to external providers by school cheque must be arranged with the 
General Office by lunchtime two days prior to the payment being required. (This is also an audit 
requirement). A cheque requisition form must be completed. 

All families will be given sufficient time to make payments for excursions. Parents will be provided with 
permission forms and excursion information clearly stating payment finalisation dates.  

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

Attendance 

At least 80% of the students in the group going on the excursion must have brought back their parent 
consent form and any required monies by the due date shown on the consent form. A decision as to whether 
the excursion will proceed will be made at lunchtime two days before the excursion to enable the teacher in 
charge to have time to notify students that the excursion has been cancelled. If the excursion meets the 
criteria to proceed, further monies can be paid up until recess on the day before the excursion. The 
exception to this is when a cheque is required. 

The excursion organiser (liaising with the year level coordinator) is responsible to ensure that students not 
attending an excursion will be placed in another class and have an appropriate learning program provided by 
the excursion organiser. Each student will be given a “Timetable for Activity Non-Attendees”. A copy is also 
given to the Year Level Coordinator and Assistant Principal. 

Staff 
The required ratio for a day excursion is 1:20 but at least 2 teachers should attend an excursion if more than 
10 students are attending. Variations to this must be discussed with the Assistant Principal. Please refer to 
the attached supervision ratio for the circumstances requiring a specific ratio. 

Education Support (ES) staff can supervise individual or a pair of students on excursions and activities that 
have a clear educational outcome and purpose. The responsibility for these excursions lies with the relevant 
classroom teacher, Integration Coordinator, the Student Welfare Coordinator and/or the relevant Assistant 
Principal.  

All proposed excursions need to be planned in conjunction with the Integration Coordinator & classroom 
teacher and should have a direct relevance to the educational and social needs of the student(s) or be linked 
to curriculum outcomes.   

As part of the planning for the excursion, students need to be supported to manage a situation where they 
are lost or the aide becomes ill. Prior to the excursion students should be given an opportunity to role play 
scenarios, be trained in calling 000, practice using the college’s phone and, if required, be familiar with the 
“How to get help” booklet. 

ES staff are required to contact the college when they arrive at their destination and when they are returning 
to the college. 

Any staff costs associated with the excursion will covered through the Integration budget.  

Expectations  
The Department’s requirements and guidelines relating to preparation and safety will be observed in the 
conduct of all school activities.  

The principal or their nominee will ensure that full records are maintained regarding the school activity.  

The principal or their nominee will ensure that adequate pre-excursion planning and preparation, including 
the preparation of students, takes place.  

Satisfactory arrangements will be made to provide continuous instruction for the students remaining at the 
school during the absence of staff accompanying an excursion.  
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Staff attending excursions are expected to leave work for classes they leave back at school. 

Students and their parents/carers need to be made aware that acceptable standards of behaviour will be 
expected during an excursion.  

The emergency management process of the school will extend to and incorporate all excursions.  

Teacher Responsibilities 
A designated “Teacher in Charge” will coordinate each excursion.  

The Teacher in Charge must complete all relevant aspects of the submission. 

The Teacher submitting the application must lodge the relevant Emergency Management Notification for 
every excursion via the secured site https://www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp   as 
soon as they have been informed that the application for the excursion was successful. A copy of the email 
notification must be sent to the Assistant Principal. 

In the case where an excursion involves a particular class or year level group, the organising teacher will 
ensure that there is an alternative program available for those students not attending the excursion.  

All students must have returned a signed permission note and payment to be able to attend the excursion. 
Copies of completed permission notes and medical information must be carried by excursion staff at all 
times.  

The teacher in charge must carry a mobile phone and first aid kit for each excursion. The teacher in charge is 
responsible for collecting the first aid kit prior to leaving. The teacher in charge must be contactable by the 
school at all times. 

The teacher in charge will communicate the anticipated return time with the Buckley Park College office in 
the case where excursions are returning out of school hours. Parents will be informed prior to students 
leaving for the excursion that they can phone the office to receive an updated anticipated return time.  

For students in Years 11 and 12 it is expected that the teacher in charge will consult with other staff before 
planning to minimise the impact on other classes.  

Disciplinary measures apply to students on excursions consistent with the Buckley Park College Student Code 
of Conduct. In extreme cases the excursion staff, following consultation with, and the approval of, the 
principal or their nominee, may determine that a student should return to school during an excursion.  

In such circumstances, the parent/carer will be advised:  

 of the circumstance associated with the decision to send the student home  

 of the time when the parents/carers may collect their child from the excursion  

 of the anticipated time that the student will arrive home  

 of any costs associated with the student’s return which will be the responsibility of the 
parents/carers  

All excursion staff and, where appropriate, the students will be familiar with the specific procedures for 
dealing with emergencies on each excursion. Visit the Emergency and Security Management Website at: 
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursionsafety.aspx for information 
to assist schools to plan for and manage emergencies and security related incidents.  

On days of extreme fire danger or total fire ban, the principal or their nominee may need to cancel an 
excursion at short notice. Where an excursion is not cancelled, special fire safety precautions will be 
implemented.  

Students will not be denied attendance at any camp or excursion because of disability or medical condition. 
Buckley Park Secondary College will take reasonable steps to support the inclusion of all students. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change.          

  

https://www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursionsafety.aspx
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Pupil/Teacher Ratios 
Abseiling and Rock Climbing Ropes Course 

1:1 Rock Face 1:12 3 students to any one element, 1 
participating and 2 spotting 

1:10 Others NOTE:  No student on any element unless 
supervised 

2 Experienced Staff   

Base Camping Scuba Diving 

1:10 Residential; canvas 1:8 Pool Training 

1:15 Study: residential 1:4 Diving, 2 buddy systems 

  NOTE:  2 qualified staff 

Board Sailing Shooting 

1:3 Beginners 1:1 New or Inexperienced 

1:5 Novice; intermediate; advanced 1:5 On track or mound 

2 Experienced sailors 1:15 Observers or waiting 

Boats, Small Sailing – (Dinghies, Catamarans) Snorkeling 

1:8 Enclosed Waters 1:8 Closed water: Pool 

1:6 Open Waters 1:4 Open Water 

1:4 Open Waters, Adverse NOTE 2 qualified Staff 

Bush Walking Snow Activities 

1:5 Overnight 1:8 Alpine, Nordic – overnight 

1:10 Day 1:10 Alpine, Nordic – day 

  1:10 Non-Skiing 

Canoeing Surf Activities 

1:6  1:5 Beach 

  1:5 Surf 

NOTE 2 staff members NOTE 1 teacher/instructor in water and 1 
teacher/instructor on beach 
No more than 50 in the group 

    

Cycling Swimming 

1:10  1:10 Enclosed pools 

  1:5 Open Water 

Horse Riding Water Skiing 

1:1 Basics 1:20 Shore 

1:5 
1:8 Semi-
experienced 

Beginners 1 Students on two at any one time: if highly 
experienced two may be taken together 

Riding School  2 People in boat – driver and observer; one 
must be a staff member 

1 Experienced teacher with instructor   

2 Experienced teachers if no instructor or 
group exceeds 10 

  

Orienteering  

1:10 Bush   

 
Please note that the publishing if this pupil/teacher ratio does not imply that Buckley Park College will 
participate in all of these activities if available. 
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BUCKLEY PARK COLLEGE 
Financial Management  

Developed: September 2014 Reviewed:  September 2016 Review Date: September 2019 
 
Rationale 
 School Councils must comply with the Education and Training Reform Act 2006 by ensuring that the school 
expends all moneys received for proper purposes, keeps records explaining their financial operations and 
position, follows financial processes and procedures that are effective, regularly audited and designed and 
managed to reduce risk with a separation of duties. 

Purpose 
To ensure that all legislative and DET financial requirements are met. 

To ensure that Buckley Park College Council complies with the Education and Training Reform Act 2006 and 
the Education and Training Reform Regulations 2007 Section   36 (1) and the Financial Management Act 
1994.  

 To ensure that all payments made to the school are receipted correctly, banked into the appropriate School 
Bank Account and auditable.  The School has and operates the High Yield Investment Account held with 
Westpac; The Official Account, Building and Library Funds held with Bank Australia (formerly MECU) and a 
Cooperative loan with Victorian Teachers Mutual Bank. 

 To provide reasonable assurance that the financial activities under direct control of the School Council and 
the financial governance and financial management of the school comply with legislation. 

Implementation 
The Principal will assist Council in ensuring that all legislative and departmental financial requirements are 
met including developing and maintaining an annual master budget, managing banking and accounting and 
reporting on financial activities in CASES21 using the Chart of Accounts. 

Accounts will be reconciled each month, audited in accordance with the DET’s requirements, be maintained 
on CASES21 and be managed according to requirements detailed in the Finance Manual for Victorian 
Government Schools. 

A timeline for budget inputs and finalisation will be established. 

School Council will ensure that payment schedules are accurate, the potential for variance and exceptions is 
built into the budget, and significant expenditure items are accurately costed and follow DET policy. 

The budget will be reviewed and monitored over the course of the year. 

Any changes to the approved budget that affect the ‘bottom line’ will be minuted at School Council and 
amended on CASES21 Finance. 

School Council will be encouraged to prepare a three-year forward plan budget. 

The school will also ensure that effective internal control processes and procedures are in place to support 
financial management, reduce risk and provide clear audit trails for accountability. 

School bank accounts will: 

 only be opened or closed with the written authority of the School Council and be in the name of 
the Council, with the exception of the High Yield Investment Account. 

 Have the Principal (mandatory) and a School Council member will be registered as co-signatories. 

 be managed according to requirements detailed in the Finance Manual for Victorian Government 
Schools. 

The Business Manager, even if a member of the School Council, may not be a signatory to accounts. 
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All payments will be authorized by the principal (mandatory) and a nominated member of the School 
Council. Signatories should ensure that payment claims are supported by: 

 Properly authorized purchase orders and quotes where applicable 

 Certified invoices 

 Correctly endorsed delivery dockets or proof of receipt of goods or services 

 Have been checked for correctness, in particular: 

 Quantities or price variance from the approved purchase order 

 Authorization of any variance of supply or price 

 Ensuring payments are not duplicated 

The school will ensure accountable documents are: 

 Issued consequently; 

 Filed when completed; 

 Stored securely for the required retention period. 

The school will follow correct accounting procedures for issuing and cancelling receipts, electronic receipting 
of moneys received away from the general administration office. 

Personal cheques will not be cashed. 

The school will reconcile receipts to banking, bank receipts as soon as practicable, maintain security for the 
temporary holding of money and not leave money on the premises during school vacations. 

The school will undergo an independent financial audit at least once every four years. 

The school will follow DEt policy and procedures by ensuring that financial systems and controls are in place 
to enable contracted auditors to perform all the required field work and issue an audit opinion. 

Please refer also to the school’s Internet Banking Policy and the Investment Policy. 

 Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
First Aid  

Developed: September 2014 Revised:  June 2016 Review Date: June 2019 
 
Rationale 
All injured persons must be provided with immediate and adequate treatment of injury and illness.   

The school’s obligations include provision of asthma kits, an EpiPen®, a first aid room, major first aid kits, 
portable first aid kits and include the management of blood spills and syringe disposal.  

All teaching and non-teaching staff must be familiar with the school’s first aid procedures and observe their 
duty of care to students by providing first aid treatment within the limits of their skill, expertise, training and 
responsibilities. 

Schools must ensure there is always a first aid officer who can assist an injured or ill person and has current 
qualifications covering all the school’s first aid requirements. 

School nurses employed by schools must follow the school’s first aid policy. 

Purpose 

 To ensure students’ first aid needs are met at school and on approved school activities. 

 To ensure the school responds appropriately to emergency medical situations. 

 To ensure Buckley Park College staff observes their duty of care to students by providing 
first aid treatment within the limits of their skill, expertise, training and responsibilities. 

 To ensure the school complies with legislation and DET policy. 

Implementation 
The Principal and all staff members have an obligation to be familiar with the school’s first aid procedures 
and will be briefed on general organisational matters at the start of the school year and as part of induction 
process for new staff members. 

Only trained staff will be placed on first aid duties (for camps) and where possible, first aid should only be 
provided by these designated first aid providers.  However, in an emergency, other staff may be required to 
help within their level of competence. 

The Principal will ensure sufficient staff are trained in first aid under the provisions of the Occupational 
Health & Safety Act 2004 and the DET’s First Aid Policy and maintain a register of trained staff. 

Please refer to the attached OHS Staff Induction on Compass which outlines First Aid Trained Staff, First Aid 
Summary and First Aid kit locations. 

Training includes basic first aid knowledge and where required additional first aid modules such as asthma 
management, Anaphylaxis awareness or specific training for excursions and other educational programs or 
activities. 

Training requirements for the school, camps and excursions are assessed according to the potential hazards 
in the environment and the nature of the activities being undertaken 

In treating a blood spill or open wound the first aid officer will follow the procedures described in school’s 
Bleeding Students/Blood Spills Policy. 

The Principal will determine who has overall responsibility for the first aid room and its contents. 

Staff members who practise first aid should have their position descriptions updated to reflect this extra 
responsibility.   

The Principal will ensure there is always a first aid officer who can assist an injured or ill person and has 
current qualifications covering all the school’s first aid requirements. 

The Principal will ensure relevant staff receives additional training to meet student health needs. 
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If a student feels ill or sustains an injury, the first aid officer will assess the signs and symptoms and act 
accordingly including declaring the situation a medical emergency. 

In a medical emergency, staff will take action without waiting for the parent/guardian including calling 000. 
All families are recommended to have ambulance cover. 

Once action has been taken, parent/guardians or the student’s emergency contact and Security Services will 
be notified. 

Staff providing first aid may assess that an emergency response is not required, but medical advice is 
needed.  In these circumstances, the school will ask the parents/guardians or emergency contact person to 
collect the student and recommend that advice is sought from a medical practitioner. 

     Example: This response would apply if a student receives a blow to the head but there are no signs of 
concussion or reports persistent aches and pains. 

Upon the Principal’s discretion and provided alternative supervision for remaining students can be arranged, 
a staff member may accompany a student transported by emergency services when one or more of the 
following applies: 

 a parent/guardian or emergency contact person cannot do so 

 the age or development of the student justifies it 

 the student chooses to be accompanied 

On the rare occasion when a school staff member has to transport a student to emergency care (such as 
when an ambulance is not available), at least two adults should accompany the student to ensure the driver 
is not distracted and the student can be constantly supervised 

Parents of ill students will be contacted to take children home and must sign the child out in accordance with 
the school’s Collection of Children Policy. 

Parents of all students receiving first aid treatment will receive a form detailing injury and treatment given. 

Please refer also to the school’s Duty of Care Policy, the Emergency & Incident Reporting Policy, Health Care 
Needs Policy and the Bleeding Students/Blood Spills Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (June 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Fraud and Corruption  

Developed: May 2015 Reviewed:  September 2016 Review Date: September 2019 
 
Rationale 
Schools must report fraud of any nature, regardless of materiality or parties involved, in accordance with the 
procedures of the Department's Fraud and Corruption Control Framework. 

Any employee who has knowledge of a fraud or corruption incident, or has reason to suspect that a fraud or 
corruption has occurred, has an obligation to immediately report the matter. The matters can be reported 
generally, or as a complaint or a protected disclosure. 

Purpose 
To ensure Buckley Park Secondary College reports all instances of actual or suspected fraud. 

To ensure the school complies with DET policy and guidelines and the legislative requirements of the 

Financial Management Act 1994 

Standing Directions of the Minister for Finance under Financial Management Act 

Protected Disclosure Act 2012 

Definitions 
Fraud 

Fraud is defined as dishonest activity causing actual or potential financial loss to the Department (including 
thefts of monies or other property) and where deception is used at the time, immediately before or 
immediately following the activity. 

This also includes deliberate falsification, concealment, destruction or use of (or intention to use) falsified 
documentation and the improper use of information or position for personal financial benefit. 

Corruption 
Corruption is a dishonest activity in which an executive, manager, employee or contractor of the Department 
acts contrary to the interests of the Department and abuses his/her position of trust in order to achieve 
some personal gain or advantage for him or herself or for another person or entity. 

Fraud and corruption can be perpetrated against the Department by: 

 a Department employee 

 an agency or external individual 

 a contractor or service provider 

 any combination of the above, acting in collusion or otherwise. 

Implementation 
Any employee with knowledge of or who has reason to suspect that fraud or corruption has occurred has 
two reporting avenues: 

 Notify the Principal      and/or 

 Notify the Director, Audit and Risk Branch on (03) 9631-3650 or email: 
fraud.control@edumail.vic.gov.au        or 

 Notify the Fraud Control Officer on (03) 9637-3669 or email: fraud.control@edumail.vic.gov.au 

Any employee who wishes to make a protected disclosure about the Department or any of its employees 
and/or officers should contact or report to the Department’s Protected Disclosure Coordinator: 

Ms Melissa Dwyer 

Telephone: 03 9651 3650 or 

email dwyer.melissa.j@edumail.vic.gov.au  

mailto:fraud.control@edumail.vic.gov.au
mailto:fraud.control@edumail.vic.gov.au
mailto:dwyer.melissa.j@edumail.vic.gov.au
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or 

the Independent Broad-based Anti-corruption Commission (IBAC) 
Level 1, North Tower 
459 Collins Street 
Melbourne Vic 3000 
Postal address: GPO Box 24234, Melbourne VIC 3001 
Telephone: 1300 735 135 
Website: www.ibac.vic.gov.au 
For further information on protected disclosures please refer to the guidelines below. 
Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle or if guidelines change (latest DET 
update early May 2015). 

  

file:///C:/Users/08150666/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/09002317/Desktop/www.ibac.vic.gov.au
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BUCKLEY PARK COLLEGE 
Freedom of Information  

Developed: September 2014 Revised:  September 2014 Review Date: September 2017 
 
Rationale 
Schools must abide by the Freedom of Information Act 1982 provision that all persons have a legally 
enforceable right to access documents and certain categories of documents are exempt from disclosure. 

Purpose 
To ensure Buckley Park College abides by the provisions of the Freedom of Information Act 1982.  

 Implementation 
The only people able to make decisions about freedom of information requests are the Minister, Secretary, 
who is the principal officer under the legislation or Manager of Freedom of Information and Privacy, who is 
the authorised officer under the legislation. 

  If the school receives a freedom of information request it will be sent immediately to the Manager of 
Freedom of Information and Privacy.   Contact details are: 

The Manager, Freedom of Information and Privacy 
Department of Education and Early Childhood Development 
GPO Box 4367 MELBOURNE VIC 3001 
Telephone: (03) 9637-2670 or (03) 9637-3134 
Fax: (03) 9637-2730 
Email:  foi@edumail.vic.gov.au 
All requests must be made in writing and provide sufficient information to allow the requested documents to 
be identified. 

The authorised officer who is the Manager of Freedom of Information and Privacy will seek a Principal’s 
assistance when a request for school based documents is received and obtain their advice on the sensitivity 
of documents requested. 

Normally a fee will be charged for freedom of information request but may be waived in circumstances 
where evidence of hardship is provided. 

If the request is to amend personal records, the request must clearly state which document needs amending 
and provide a statement specifying the requested amendments. 

School Council records are excluded from freedom of information access requests.  However any document 
created by a School Council and forwarded to DET, Regional Office, or school can be subject to a freedom of 
information request.  Therefore School Council records must be clearly distinguishable from other school 
records. 

Please refer also to the school’s Information Privacy Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change 

  

mailto:foi@edumail.vic.gov.au
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BUCKLEY PARK COLLEGE 
Fringe Benefits Tax (Taxation Compliance)  

Developed: September 2014 Reviewed:  September 2016 Review Date: September 2019 
 
Rationale 
It is the responsibility of employers to identify the Reportable Fringe Benefits (RFB) amounts which each 
employee has received and to report this annually. 

Purpose 
To ensure Buckley Park College complies with its legislated requirements in relation to Fringe Benefits Tax. 

Implementation 
The school is registered for GST, has an ABN  and independently lodges BAS returns. 

By April 15 each year, the Business Manager will advise Financial Services Division of the value of fringe 
benefits provided to DET staff employed at the school during the preceding twelve months ending on 31 
March.  

This will be done using the FBT Tracker that has been developed by the Tax Compliance Unit.  

 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Fund Raising 

Developed: May 2015 Revised:  May 2015 Review Date: May 2018 
 
Rationale 
In accordance with Part 4 Division 2 Regulation 48 of the Education and Training Reform Regulations 2007, 
the members of the school community may undertake fundraising activities, having as their objective the 
establishment or augmentation of school funds for a particular purpose, if the agreement of the Council is 
obtained. 

The school has the authority to engage in any of the following activities: 

 

Cooperatives 

A report must be prepared each financial year and forwarded to the Registrar of 
Cooperatives, Department of Justice, Consumer Affairs. 
Contact: The Cooperatives Advisor at http://www.consumer.vic.gov.au/.  A kit about 
cooperatives is available from the Registrar of Cooperatives, PO Box 4567, Melbourne 
3001. 

Donations 

School Councils may: 
apply to the Australian Taxation Office (ATO) to have a donation recognised as tax 
deductible 
only advise donors that a donation is tax deductible when they receive ATO approval and 
must provide an official receipt. 

Fund Raising 
for 
Charitable 
Causes 

School Councils should seek written advice from organisations promoting fundraising 
activities on the percentage of funds raised that are directed to the named 
charity. Schools: 
may support charitable appeals 
should consider whether the methods used to raise funds for any specific appeal are 
appropriate. 

Hire of 
School 
Facilities 

School Councils: 
may allow the use of school facilities by outside bodies when the facilities are not 
required for school purposes 
is responsible for establishing the terms and conditions of use. 

Leasing of 
Space for 
Advertising 

Contact the Department's Manager, Property Unit, before entering into any agreements 
for fundraising directly from the leasing of space on fences, buildings or land. 

Other 
Sources 

Other sources of financial assistance may be: 
local government councils 
service clubs, such as Apex, Lions and Rotary 
businesses and community groups. 
philanthropic trusts with an interest in supporting educational projects. 

Tuition Fees 
for Evening 
Classes 

Tuition fees may be charged to students attending evening classes at secondary colleges 
for extra-curricular subjects and: 
all tuition fees received are retained by the school 
School Councils may add a service fee to any approved tuition fee. 
Tuition fees are not to be charged for: 
evening classes in academic, bridging or preparatory classes. 
a student in full-time attendance at a government school who is enrolled in a night class 
with the approval of the Regional Director. 
a teacher in a government school undertaking professional studies for teaching purposes 
in any class not reimbursed by the Department. 

http://www.consumer.vic.gov.au/
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Raffles and 
Bingo 

Schools: 
must obtain permission and instructions from the Victorian Commission for Gambling 
Registration before conducting a raffle or bingo 
should seek advice from Consumer Affairs Victoria before undertaking any activities 
involving the consumption or sale of alcohol. 
need to be aware of both the Liquor Control Reform Act 1998 and the Gambling 
Regulations Act 2003, if the school is considering using liquor as a prize. 

Purpose 
To ensure that Buckley Park Secondary College conducts fund raising activities within DET guidelines. 

Implementation 
Funds raised by members of the school community will be in accordance with the Regulations. 

School Council will authorise all fund raising activities. 

A petty cash advance may be obtained for the activity. 

School Council will cooperate with the Parents’ Club or similar in planning and conducting fund raising 
activities. 

Please refer also to the school’s Financial Management Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle or if guidelines change (latest 
update late September 2013). 
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BUCKLEY PARK COLLEGE 
Gifts, Benefits & Hospitality  

Developed: September 2014 Revised:  September 2016 Review Date: September 2019 
 
Rationale 
The Public Sector Standards Commissioner issued the Gifts, Benefits and Hospitality Policy Framework for the 
Victorian Public Sector (March 2010) requiring all public sector entities including government schools to 
ensure that they have gifts, benefits and hospitality policies and processes that satisfy the requirements of 
the Framework 

Schools must establish a process for ensuring that all staff and School Council members are advised of the 
policy requirements and establish a gift register to keep records of accepted gifts, benefits and hospitality of 
more than nominal value. 

The Principal must monitor the gift register records which are reviewed annually by the School Council. 

The policy applies to all DET employees in the public service and teaching service, School Council employees 
and School Councillors. 

The policy does not prevent teachers and Principals from accepting token gifts from students, parents and 
overseas visitors. 

The giving and receiving of gifts and hospitality are commonplace in everyday life. Gifts may be offered to 
say thanks for good service, a special achievement, or to celebrate an important event. Hospitality may be 
provided to welcome guests, facilitate relationships or to celebrate achievements. 

The community expects high standards of integrity and impartiality from Victorian public sector employees 
and School Councillors. These individuals must not accept or make offers of gifts, benefits or hospitality that 
influence, or give the impression to influence, any decision unfairly. Whenever DET employees, School 
Council employees or School Councillors accept or offer gifts and hospitality they must always act fairly and 
objectively and maintain public trust by being honest, open and transparent.  

Gifts are the free or heavily discounted items, intangible benefits or hospitality exceeding common courtesy 
that are offered to employees or school councillors in association with their duties and responsibilities.  

Benefits are the privileged treatment, privileged access, favours or other advantage offered to an individual. 
They include invitations to sporting, cultural or social events, access to discounts and loyalty programs and 
promises of a new job. While their value may sometimes be difficult to quantify in dollars, they may be highly 
valued by the intended recipient and therefore used to influence behaviour.  

Hospitality is the friendly reception and treatment of guests. It is hospitable to offer light refreshments in the 
course of a business meeting or as part of a conference program. Hospitality can range from offers of light 
refreshments at a business meeting to restaurant meals and sponsored travel and accommodation. 

Purpose 
To ensure Buckley Park College complies with DET policy in relation to the receipt of gifts, benefits and 
hospitality. 

To ensure the school complies with the minimum requirements and accountabilities as outlined in the 
revised State Services Authority Gifts Benefits and Hospitality Policy Framework April 2012. 

Implementation 
DET policy applies to all employees (including Teaching Service), all School Council employees and all School 
Councillors.  

The minimum requirements for individuals for accepting gifts, benefits and hospitality are that they:  

 do not solicit gifts, benefits or hospitality  
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 refuse all offers of gifts, benefits or hospitality that could be reasonably perceived as 
undermining the integrity and impartiality of their organisation or themselves  

 refuse all offers of gifts, benefits or hospitality from people or organisations about which they 
are likely to make decisions, i.e. tender processes, procurement, licensing or regulation, etc  

 refuse all offers of money or items easily converted to money, such as shares; and  

 refuse bribes and report bribery attempts to their manager/Principal  

 seek advice from their manager/Principal or other appropriate delegate if unsure about how to 
respond to an offer of a gift, benefit or hospitality of more than nominal value.  

The Principal will establish a process for ensuring that all staff and School Council members are advised of 
the policy requirements. 

The Principal will establish a Gift Register to keep records of accepted gifts, benefits and hospitality of more 
than nominal value and will monitor gift register records and ensure they are reviewed annually by the 
School Council. 

Employees or School Councillors may accept token gifts from students, parents and overseas visitors 
provided there is no conflict of interest and the value is proportional to the occasion. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Health Care Needs  

Developed: September 2014 Revised:  June 2016 Review Date: June 2019 
 
Rationale 
Under DET’’s duty of care obligations to students, schools are required to ensure all students feel safe and 
supported at school.  This includes supporting and responding to the health care needs of all students.  
Government schools have a responsibility to provide equitable access to education and respond to diverse 
student needs, including health care needs.   

Research and evidence suggests intervention to address a health care need at early stages is critical to 
mitigate life-long disadvantages, particularly for students in their early years.   

The Health Care Policy is a pre-requisite to other health related policies. 

Purpose 
To support and respond to the health care needs of students. 

To ensure students feel safe and supported at school on enrolment or when a health care need is identified. 

To develop and maintain clear plans and processes to support the student’s health care needs. 

To promote student engagement in learning. 

To provide equitable access to education. 

To respond to diverse student needs, including health care. 

To ensure Buckley Park College complies with legislation and DEECD policy. 

Implementation 
To achieve these goals, the school will provide:  

 short or long term first aid planning 

 supervision for safety 

 routine health and personal care support 

 complex medical care support if required 

 make local decisions 

 create innovative solutions to meet all students’ needs 

 anticipate, plan and manage health support 

 
The school will have a Student Health Support Plan or other specific health management plans (such as an 
Anaphylaxis Management Plan) for a student with an identified health need, based on medical advice from 
the student’s medical/health practitioner and consultation with the student and parents / guardians. 

The school will have policies and procedures available to the school community for planning for and 
supporting student health at school and the management of medication. 

The school will provide training for school staff in basic first aid to meet specific student health needs not 
covered under basic first aid training, such as managing asthma or for excursions or camps and to meet 
complex medical care needs. 

The school will communicate openly with students and families about successes achieved, development and 
changes and health and educational concerns. 

The school will plan for most students to attend school camps and special events and take part in physical 
activities at school. 
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As part of the enrolment process, with due respect for student privacy, a record of student health needs and 
medication required will be recorded on CASES and Compass. 

The school will ensure planning to meet students’ health care needs follows four stages. 

Before Enrolment 
The Principal will inform parents/guardians about the school’s policy for supporting student health prior to 
or on enrolment i.e. provide a copy of this policy. 

When a need is Identified, the Principal will ensure that parents/guardians provide accurate information 
about a student’s: 

 routine health care support needs, such as supervision for medication 

 personal care support needs, such as assistance with personal hygiene, continence 

care, eating and  drinking, transfers and positioning, and use of health-related 

equipment 

 emergency care needs, such as predictable emergency first aid associated with an 

allergic reaction, seizure management, anaphylaxis, or diabetes 

The school will store information on CASES21 and Compass. 

When information is being collected the Principal will ensure that parents/guardians and students are      
informed about how their personal information will be used and who it might be disclosed to, such as school 
nurses. This information will be displayed in the staff common room and the front office. 

Planning Process 
It is essential that the student’s medical/health practitioner provides a medical advice form that guides the 
planning and details the student’s medical condition and the medication required at school.  

The Principal or nominee organises a meeting to discuss the plan with the student, parents/guardians and 
other school staff, if required the recommended emergency and routine health and personal care support 
for the student. 

The plan should be developed shortly after the school has received the medical advice from the student’s 
medical/health practitioner. If there is a time delay between receiving this advice and developing the plan, 
the school may put in place an interim support plan containing an agreed strategy, such as calling an 
ambulance. 

Questions to consider: 
Is it necessary to provide the support during the school day? 

How can the recommended support be provided in the simplest manner, with minimal interruption to the 
education and care program? 

Who should provide the support? 

Is this support complex and/or invasive? 

Is there staff training required? 

Are there any facilities issues that need to be addressed? 

How can the support be provided in a way that respects dignity, privacy, comfort and safety and enhances 
learning? 

Are there any care and learning plans that should be completed for students with personal care support? 

Monitoring and Review 
Plans should be reviewed: 

 when updated information is received from the student’s medical or health practitioner 

 when the school, student or parents/guardians have concerns regarding the support 

 if there is a change in support 
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The advice received from the medical or health practitioner is reviewed annually unless it is agreed that the 
annual review of the plan is not required.  In this case, it is up to the Principal’s discretion whether to request 
updated medical information. 

Please refer also to the school’s Duty of Care Policy, the Anaphylaxis Management Policy, the Asthma 
Management Policy and the Diabetes Management Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (June 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Healthy Eating Education  

Developed: September 2014 Revised:  September 2014 Review Date: September 2017 
 
Rationale 
The incidence of overweight and obesity in children and young people in Australia has increased dramatically 
in recent years, with one in four children overweight or obese.  This has serious long-term and short-term 
health consequences. Excess weight gain in children is usually a result of eating too much food or the wrong 
type of food, combined with low energy expenditure – doing too little physical activity or being inactive for 
too much of the day. 

Nutrition is particularly important in the childhood years, which are a time of rapid growth and development. 
Healthy eating and a healthy lifestyle assist children to develop and grow to their potential, thus contributing 
to optimal educational outcomes and a healthy adult life. Furthermore, nutrition during childhood is also 
important in preventing lifestyle diseases such as obesity, dental disease, Type 2 Diabetes, hypertension and, 
in later life, osteoporosis, cardiovascular disease and a range of cancers. 

The Healthy Canteens policy comprises the Healthy Canteen Kit including the School Canteens and Other 
School Food Services Policy and includes information about the ban on confectionery and high sugar drinks, 
recommended food categories, nutrition programs and suggested student learning. 

School Councils must develop health education policies to support the health messages being delivered 
within the classroom with the input: students, parents and teachers.  

Purpose 
To ensure the school applies a whole-school approach to health education, with teachers playing the central 
role in the education of students. 

If applicable, to ensure the School Council manages the canteen in line with legislation. 

To ensure Buckley Park College complies with DET policy and guidelines. 

Implementation 
The school will aim to develop a culture in which students actively choose nutritious foods and a healthy 
lifestyle. 

As part of the Health and Physical Education domain of the curriculum, the school will promote healtthy 
eating. 

No confectionery will be available at school. 

The consumation of sugary drinks will be discouraged. 

This policy applies to school events such as celebrations, the fete and sports activities. 

 Evaluation  
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Homework Policy  

Developed: March 2014 Revised:  September 2014 Review Date: March 2017 
 
Rationale 
Buckley Park College believes that it is essential for all students to develop good study and homework habits.  
Homework is seen by to be both an extension and reinforcement of work done at school.  The amount of 
homework will vary in nature and extent across the year levels and subjects. 

Aims / Purpose 
To ensure students and parents are aware of the expected amount of homework. 

To help students review and practice what they have learned during their lessons. 

To have students ready for learning in the next day’s class. 

For students to develop a regular study routine. 

Implementation 
Homework may be: 

 Long term tasks such as research assignments, problem solving exercises, projects  

 Completion of classroom work 

 Revision of daily lessons 

 Preparation and study for tests/exams 

 Homework tasks or exercises due on the next school day 

Homework should be proportional to the number of periods of the subject.  Practice and reinforcement of 
material taught in class is essential. If there is no specific homework set it is useful for time to be devoted to 
revision or reading for pleasure. 

The College Study Planner, required by all students, is expected to function as a homework diary. Parents, as 
partners in the education of their children, can assist by checking the planner, monitoring the progress of the 
work completed at home, regularly checking work folders and offering encouragement to the students.  
Teachers will also communicate homework to students and parents via the online Student Management Tool 
(SMT). Students who have difficulty with organisation might need some assistance in setting up a homework 
timetable. The College acknowledges that there are differences in the type and quantity of homework given 
at the various levels. 

A suggested guide for the minimum time allotted to homework for each level is: 
 
Year 7    1 hour five times per week 
Year 8    1 hour five times per week 
Year 9    1 1/2 hours five times per week 
Year 10  2 hours minimum per night       
Year 11  2 1/2 to 3 hours minimum per night      
Year 12  3 1/2 hours minimum per night  

There will be occasions when a student is unable to complete homework due the next day because of family 
commitments or because they have experienced difficulties with the work.  Parents are encouraged to advise 
teachers of these problems through the Study Planner or SMT. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (March 2017) or if guidelines 
change.    
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BUCKLEY PARK COLLEGE 
International Student Program 

Developed: March 2014 Revised:  May 2015 Review Date: March 2017 
 
Rationale 
The ISP is designed to ensure that international students receive high quality education within a safe learning 
environment. 

There are five categories of international students who may enroll in a government school. 

 Standard: full fee paying students 

 Study Abroad: shorter term study option 

 Temporary: students who are visiting Australia on a temporary basis, e.g. as tourists 

 Dependent: children of persons, usually as tertiary students, who are in Australia 

 Exempt: these students are exempt from paying tuition and related fees. The categories for 
exemption are identified in the Ministerial Order based on their purpose of stay and contribution 
to Victoria. This includes AusAid or Defence Sponsored Scholarship holders. 

International students must submit a complete application form, receive an offer of a place in Victorian 
Government school, pay relevant fees and comply with their student visa conditions. 

Registration is required to enrol a temporary international student or a student entitled to fee exemption.  

Purpose 
To ensure all international students receive a high quality education in a safe learning environment whilst at 
Buckley Park College if applicable. 

To ensure the school complies with DET policy in regard to International Students. 

Implementation 
If applicable, the school will refer to the School Resource Kit for comprehensive information on the 
legislative framework, policies, procedures and guidelines relating to the International Student Program.  

In order to enroll international students, the school will apply for accreditation under the guidelines. 

The school will be audited at least once during each four year accreditation period. 

The school will apply for re-accreditation every four years during the same year as their school performance 
review.  

The school will ensure the program does not affect the schools provision of its normal education programs 
and deny a local student access to educational programs. (Refer to Student Enrolment Policy) 

The school will appoint a suitably qualified person as International Student Coordinator (ISC) to be 
responsible for day-to-day coordination of the ISP within the school and to deal with all matters affecting the 
welfare of students while the student is studying at the school. 

If applicable the school will provide an Intensive English Language Program to international students.  

Evaluation 
This policy will be reviewed as part of the school’s review cycle (September 2017) or if guidelines change. 
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BUCKLEY PARK COLLEGE 
Investments 

Developed: May 2015 Reviewed:  September 2016 Review Date: September 2017 
 
Rationale 
School Councils have an obligation to manage funds for the best financial advantage of the school. 

School Councils have full responsibility for monitoring school funds and deciding if there is the opportunity to 
invest surplus funds to generate interest revenue for the school. To maximize the funds available for 
investment, it is essential to prepare a cash flow budget to determine cash requirements in any given period, 
whilst giving consideration to maintaining the schools’ cash reserve benchmark.  

To assist schools to identify the potential for investment of excess funds and to determine an appropriate 
cash reserve or “safety net”, the following resources are available: 

Summary of Financial Commitment Statement resulting from accumulated funds and budgetary 
considerations in line with school strategic plan priorities.  

Cash Reserve Benchmark is considered a safe reserve to allow schools to meet budget variations and 
commitments that may occur.  

The onus is on the School Council, as trustee of school funds, to ensure that money is adequately protected 
by placing it in secure investments. All investments, or changes to investments, should be approved by 
school council and authorised by the principal and a school council delegate. 

Schools should ensure that they comply with the Centralised Treasury and Investment Policy.  This policy 
centralises the borrowing and investment powers of state entities with the State's central finance agencies, 
Treasury Corporation of Victoria (TCV) and Victoria Financial Management Corporation (VFMC).  The policy 
and associated frequently asked questions can be accessed on the Department of Treasury and Finance 
website. 

It should be noted that under this policy where schools are holding in excess of $2,000,000 (not including the 
balance held in the Official account), the amount over $2,000,000 is to be deposited with the Treasury 
Corporation of Victoria (TCV). 

Where School Councils elect to operate investment accounts in addition to the High Yield Investment 
Account (HYIA), the following guidelines are in place to assist Council in discharging their responsibilities as 
trustees of school funds. 

School Councils are required to ensure that school funds are only invested with: 

Financial institutions (specifically banks and credit unions), which are regulated by the Australian Prudential 
Regulation Authority (APRA), and are listed by them as an Authorised Deposit–taking Institution (ADI). A full 
list of these financial institutions can be obtained from the APRA website at http://www.apra.gov.au/adi 

Treasury Corporation of Victoria (TCV) 

Victorian Funds Management Corporation (VFMC) 

Schools are able to invest in the following types of products with these institutions: 

 Cash Management accounts. 

 Term deposit accounts. 

 Accepted or endorsed bills of exchange. 

 Negotiable, convertible or transferable certificates of deposit. 

The investment of school funds in shares or other financial products or with financial institutions not listed as 
an ADI under the APRA guidelines is not permitted. 

Purpose 

http://www.dtf.vic.gov.au/Publications/Victoria-Economy-publications/Centralised-treasury-and-investment-policy
http://www.apra.gov.au/adi
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The purpose of this Investment Policy is to detail the authority delegated to the school’s finance and 
administration staff for the investment of school funds in line with the objectives of: 

Maintaining an appropriate balance between liquidity, and the risk and return on investment; 

Ensuring compliance with the requirements of the Victorian Department of Education  and Training 

Ensuring accountability and reporting to the School Council, and the Finance Committee. 

Implementation 
The Buckley Park Secondary College Council will formally minute, and review annually, an investment policy 
which details the: 

 level of funds to be invested 

 term of the investment(s) 

 type of investment(s), with reference to the school’s required cash flow during the year. 

The School Council will be provided with regular summarised investment reports so as to enable monitoring 
of investments for compliance with investment objectives and so that Council is fully aware of all funds held 
and invested by the School. 

All investment accounts will be recorded on CASES21 Finance and, except for the High Yield Investment 
Account, will be in the name of the School Council and recorded in the investment register. 

All investment accounts will be reconciled each month and audited in accordance with department policy. 

The school will not deposit money directly to, or make payments directly from, an investment account. ALL 
receipts and payments will go through the School Council Official Account with investment funds transferred 
to/from the investment account. Exceptions to this are: 

 interest earned and paid directly into an investment account 

 funds deposited by the Department directly to the High Yield Investment Account 

On maturity of an investment, the School Council will review the cash requirements of the school and decide 
whether the funds are to be reinvested or utilised. 

All School Funds will be held only in an Approved Account in the name of the School. 
Transfer of funds between Approved Accounts may only be made by: 

Electronic Funds Transfer through the online facility provided by the DET or a banking instrument signed by 
any two of the persons authorised by the School Council to operate the account which is the source of the 
funds to be transferred. 

All payments of creditors will be made from the School Council Official Account and not directly from any 
other. 

The Finance Manager is responsible for: 

 Determining the value of School funds held in each Approved Account and for the timing of the 
transfer between Approved Accounts;  

 Recording in CASES21 Finance any transfer of funds between Approved Accounts, and the 
maintenance of accurate register of investments; and 

 Advising the Finance Committee and School Council of any material change in the investment 
environment, significant changes in the rates of investment being earned, and any breach of this 
policy. 

In determining the value of school funds held in each Approved Account, consideration is to be given to: 

 Firstly, ensuring that sufficient funds are held in the School Council Official Account to maintain a 
credit balance and to meet all commitments as they fall due; and 

 Secondly, maximising interest revenue to the School. 

The following details are to be recorded in the school’s Investment Register:  

 The name of the institution in which the funds are invested 
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 The name of the investment facility 

 The amount invested 

 The rate of interest to be earned 

 The dates of investment and maturity      

 Deposits 

 Withdrawals 

 Account balance 

 Any other terms of the investment 

The Investment Register will be updated with any changes to invested monies and regularly reconciled with 
bank statements and certificates. 

A copy of the investment certificate or other evidence of the investment is to be retained with the 
Investment Register. 

For destruction of financial records please refer also to the school’s Archives & Records Management Policy. 

Evaluation 
This policy will be reviewed annually (September 2017) 
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BUCKLEY PARK COLLEGE 
Koorie Education  

Developed: September 2014 Revised:  May 2015 Review Date: September 2017 
 
Rationale 
The Wannik, Learning Together – Journey to Our Future education strategy details the action to be taken to 
improve education outcomes for Koorie students in consultation with Koorie parents and the community. 

The Wannik Education Strategy provides schools with access to a wide range of programs and initiatives.  It 
offers a comprehensive package of programs and strategies including attendance strategies, tutorial 
programs, student scholarships, School for Student Leadership, Individual Education Plans and Managed 
Individual Pathways Plans. 

Purpose 
 To support the school in providing quality and meaningful education to Koorie students if applicable. 

Implementation 
Buckley Park College will utilize the resources of the Wannik Education Strategy for any Koorie students 
enrolled at the school.  

The school will work in partnership with the Koorie community to develop an understanding of Koorie 
culture and the interpersonal relationship with the Koorie community. 

The development of individualised learning coupled with high expectations for Koorie students will be 
supported. 

The school will create an environment that respects, recognises and celebrates cultural identity through 
practice and curriculum and will implement initiatives and programs that meet student needs and in 
partnership with the Koorie community. 

The school will implement initatives and programs that meet student needs and in partnership wit the Koorie 
community. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change.   
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BUCKLEY PARK COLLEGE 

Learning Technology Policy 

 

Developed: September 2014 Revised: November 2016 Review Date: November 2019 

Rationale 
Digital learning is learning supported by the use of digital technology. Digital technology includes classroom 
display technology, digital learning resources, networked technology such as online learning environments 
and devices such as data loggers and handheld, desktop and personal computers, supported by broadband 
connections to the internet. Web 2.0 tools and social networking tools are also included. These tools and 
resources support teaching and learning by enabling users to communicate, create, collaborate, disseminate, 
store and manage information in ways not previously possible. 
 
Purpose 
All teachers and students to have access to contemporary technology and world-class digital content with 
which to create, communicate and collaborate locally and globally. Learning is to be engaging, personalised 
and authentic to enable students to become confident, creative, active and informed citizens of the 21st 
century. 
 
Implementation 
Anywhere, anytime access 
All students and teachers have appropriate and equitable opportunities to use digital devices and systems, 
including access to a range of contemporary digital devices and sophisticated online systems that support 
learning, teaching and knowledge sharing. At Buckley Park College this is supported by the following: 
BYOD Program 
Google Apps for Education 
Compass School Manager 
 
Advancing teaching practice 
All teachers and school leaders build capabilities to use digital technology to improve student learning. At 
Buckley Park College this is underpinned by developing teacher and school leader capability in the use of: 
the SAMR model 
cloud computing and collaborative documents 
ongoing feedback, assessment and reporting 
 
Access to high quality resources, tools and data 
All teachers and students have access to quality assured digital resources, tools, and rich data sources. At 
Buckley Park College this is done through the use of: 
learning management systems (Compass School Manager) 
industry-standard software and apps (Google Apps, Microsoft Office, Adobe Creative Cloud) 
Resource libraries developed by teachers (Library@BPC, ClickView, Google Classroom) 
 
Student Responsibility and Requirements 
All students are required to sign and comply to the Acceptable Use Agreement outlining the responsibilities 
of all students at Buckley Park College. Students in breach of acceptable use may face disciplinary action or in 
the case of Cyber Bullying or Social Media misuse refer to the actions identified in the Bullying, Prevention 
and Intervention Policy. 
Evaluation 

This policy will be reviewed as part of the school’s three year review cycle (November 2019) or if guidelines 
change. 

This policy is informed by the DEECD’s Digital Learning Statement 
https://www.eduweb.vic.gov.au/edulibrary/public/teachlearn/innovation/digitallearning/dls.pdf  
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BUCKLEY PARK COLLEGE 
Local Leave Policy  

Developed: September 2014 Revised:  May 2015 Review Date: September 2017 
 
This policy concerns itself with the transparent, fair, equitable and reasonable application of leave approval 
procedures at Buckley Park College. 

Full details of Leave entitlements, regulations and limitations can be found in the DET Human Resources A-Z 
Topics available online at http://www.education.vic.gov.au/hrweb/aztopic/Pages/default.aspx and should be 
referred to by a staff member prior to making any applications for leave. This local policy must be read in 
conjunction with the information contained in the Victorian Government Schools Agreement and the DET 
Human Resources A-Z topics. 

School Council has no role or responsibility in the consideration or granting of leave to staff. 

Merit and Equity 
Any decision regarding the granting of leave is to be made in line with relevant legislative obligations. In 
particularly, principles of Merit and Equity shall be maintained. All procedures and decisions should ensure 
fair and equal consideration of all applicants without regard to their political affiliation, race, colour, religion, 
national origin, gender, physical disability, marital status or sexual preference. 

Applications in Writing 
All applications for leave must be made in writing on the college Application for Leave Form and must be 
submitted within the timeline indicted below. Applications for Long Service Leave must be made via Edupay. 

Responses to Application 
Unless exceptional circumstances apply, all applications for leave will be responded to within 5 working days 
of the application being received by the principal or delegate as listed in the table below. 

Acceptance or Cancellation 
Once any leave has been approved, the applicant will have a maximum of fourteen calendar days to accept 
or cancel the leave. Any further requests for cancellation or amendments to dates may only be considered 
where special circumstances warrant it. No change of dates or cancellation will be granted once a substitute 
has been employed. 

Early Resumption 
To resume duty early from any form of leave, a staff member must seek approval from the principal. 
Approval of early resumption is dependent upon suitable staffing arrangements being made to 
accommodate the return to duty. 

Certification 
Where a staff member takes leave and does not provide the required certification / documentation within 5 
working days of resuming duty they will be automatically placed on leave without pay for the period of 
absence. 

Local Provisions 
The following table specifies application and approval procedures as well as any local additional provisions 
for the approval of leave specific to Buckley Park College. Where there are exceptional circumstances the 
principal may take these into account in varying the applications of the provisions. 

Appeals 
Any appeals against decisions regarding the non-approval of leave should be made in writing to the 
Administration Support Group (ASG). The applicant should specify any particular circumstances that may 
warrant special consideration and should submit the appeal in time for the matter to be reviewed at a 
scheduled meeting of the ASG. 

http://www.education.vic.gov.au/hrweb/aztopic/Pages/default.aspx
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Leave and Superannuation 
Where extended leave without pay is approved and the staff member is a member of either the New or 
Revised superannuation scheme, the staff member should contact the Government Superannuation Office 
(GSO) in relation to superannuation arrangements for the period of the unpaid absence. 

 
Leave for Which Prior Approval Must Be Obtained  

Type of Leave Time Line for Applications Additional Local Provisions & 
Documentation Required 

Long Service Leave For periods up to two weeks: at 
least one term prior.  
For periods longer than two 
weeks: by the last day of term 3 
in the preceding school year. 
Application to be submitted via 
Edupay. 

LSL applications will generally 
be approved unless: 
More than one teacher in the 
same KLA or area of 
responsibility (eg Level Cords) 
applies to take leave at the 
same time. 
More than three staff apply to 
take leave at the same time. 
The teacher has a year 12 class. 
The timing of the leave will 
unduly impact on the efficient 
running of the school’s 
educational program. 
Where it is not possible to grant 
LSL applications for all staff for 
a certain period the following 
criteria will be applied in order: 
Length of service since last 
period of LSL 
Length of service since any 
other form of extended leave. 
Length of period of leave 
requested (preference will be 
given to whole term 
applications). 
Any special circumstances 
which may be relevant. 

Leave Without Pay By the end of term three the 
preceding school year.  
Application to be submitted to 
the principal. 

LWOP will only be granted for 
the period of one school year. 
Generally extensions will not be 
granted. 
Any extension will only be 
granted for one more school 
year and only on the grounds 
that post-graduate award 
bearing course of study related 
to school employment is being 
completed. 

Parental/Family Leave (Unpaid) Giving as much notice as 
possible but least one term 
prior.  
Application to be submitted to 
the principal. 

Applications must be 
accompanied by evidence of 
the birth or placement of the 
child such as a: 
• medical certificate stating the 
expected birth date, or 
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Type of Leave Time Line for Applications Additional Local Provisions & 
Documentation Required 

• medical certificate stating the 
actual birth date, or 
• certified photocopy of the 
extract of birth entry, or 
• statement from an adoption 
agency or other appropriate 
body of the expected date of 
placement, or 
• statement from the 
appropriate government 
authority confirming that the 
member of the Teaching 
Service is to have custody of the 
child pending application for an 
adoption order. 

Prenatal Leave At least two days prior.  
Application to be submitted to 
the School Organisation Leader.  

Only available to SSOs 
Medical certificates required. 

Maternity Leave At least one term prior.  
Application to be submitted to 
the principal. 

Medical certificate indicating 
anticipated date of 
confinement. 

Paternity Leave At least one week if taking 
leave more than one week after 
the birth of the child otherwise 
as soon as possible prior to 
taking leave. 
Application to be submitted to 
the School Organisation Leader. 

Copy of birth certificate. 

Adoption Leave At least one term prior.  
Application to be submitted to 
the principal. 

An application for leave must 
include a statement from: 
• an adoption agency or other 
appropriate body of the 
expected date of placement, or 
• the appropriate government 
authority confirming that the 
staff member is to have custody 
of the child pending application 
for an adoption order. 
 
 
 
 

Recreation Leave At least two weeks prior.  
Application to be submitted to 
the principal. 

Applications only required by 
SSO Staff employed on 52/52 
mode. 
All recreation leave is to be 
taken during school vacation 
periods. 

Marriage Leave There is no entitlement to leave 
specifically related to weddings. 
The expectation is that school 
employees plan for and 

 



 

93 
 

Type of Leave Time Line for Applications Additional Local Provisions & 
Documentation Required 

undertake marriage ceremonies 
and associated holidays at 
weekends or during the eleven 
weeks per year of breaks.   

Study Leave By the end of term three the 
preceding school year.  
Application to be submitted to 
the principal. 

Study Leave With Pay will only 
be approved to undertake study 
in award bearing courses 
arranged / required to be 
undertaken by the principal. 

Leave to Attend Award 
Conferring Ceremonies 

At least two weeks prior.  
Application to be submitted to 
the principal. 

Letter confirming conferral at 
ceremony. 

Jury Service Leave As soon as notice of call up is 
received.  
Application to be submitted to 
the School Organisation Leader. 

Copy of notice to be attached 
to application. 

Spouse Leave At least one term prior.  
Application to be submitted to 
the principal. 

Substantiating documentation 
mandatory. 

Defence Force Training Leave At least one term prior.  
Application to be submitted to 
the principal. 

Substantiating documentation 
mandatory. 

Sabbatical Leave Prior to entering the sabbatical 
leave scheme.  
Application to the principal. 

The employee must participate 
in the sabbatical leave scheme. 

Councillors, mayors and shire 
presidents 

At commencement of term of 
office.  
Application to the principal. 

No release from classes will be 
approved. 

Spouses of Members of 
Parliament 

At commencement of term of 
office.  
Application to the principal. 

No release from classes will be 
approved. 

Spouses of senior government 
officers 

At commencement of term of 
office.  
Application to the principal. 

No release from classes will be 
approved. 

Attendance at sporting 
competitions 

As soon as possible but at least 
one term prior to the leave 
commencing.  
Application to the principal. 

Leave will not be granted to 
Year 12 teachers 

Emergency services 
 

Upon joining the emergency 
service or the college staff, 
whichever is later.  
Standing approval will generally 
be granted on application to 
the principal. 

Evidence of membership of the 
emergency service and of 
attendance at the particular 
emergency. 

Religious Observances By the end of term 3 in the 
preceding school year.  
Application to the principal. 

A statement that the staff 
member is practicing member 
of the specific faith is required. 

Cultural and Ceremonial Leave At least two weeks prior.  
Application to be submitted to 
the principal. 

Nil 

Bail Justice Training At least two weeks prior.  Leave will not be granted to 
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Type of Leave Time Line for Applications Additional Local Provisions & 
Documentation Required 

Application to be submitted to 
the principal. 

Year 12 teachers 

Honorary Probation Officer At least two weeks prior.  
Application to be submitted to 
the principal. 

No release from classes will be 
permitted. 

Blood Donor At least one week prior.  
Application to be submitted to 
the principal. 

Proof of the attendance must 
be provided. 
 

Contesting Victorian State 
elections 

At least one term prior.  
Application to be submitted to 
the principal. 

Leave will not be granted to 
Year 12 teachers 

Trade union training leave At least one month prior.  
Application to be submitted to 
the principal. 

Leave will not be granted to 
Year 12 teachers 

 
 
 
 
Leave for Which Approval Must be Obtained upon Resumption of Duty 
 

Type of Leave Time Line for Applications Additional Local Provisions & 
Documentation Required 

Sick Leave Upon resumption of duty.  
Application to be submitted to 
the School Organisation Leader. 

Nil up to five days per year with 
no more than three 
consecutive. 
Medical certificate mandatory 
for sick leave beyond five days 
in a calendar year or adjoining a 
public holiday, another form of 
leave or school vacation. 

Carer’s Leave Upon resumption of duty.  
Application to be submitted to 
the School Organisation Leader. 

Medical Certificate or Statutory 
Declaration required to be 
attached to application. 

Bereavement Leave Upon resumption of duty.  
Application to be submitted to 
the School Organisation Leader. 

Copy of death certificate or 
death/funeral notice to be 
attached. 

Workcover Leave Immediately a Certificate of 
Work Capacity is issued by a 
medical practitioner contact 
should be made with the 
principal. 

Certificate of Work Capacity 
mandatory 

Infectious Diseases Leave As soon as possible and upon 
resumption of duty at the 
latest. 
Application to be submitted to 
the School Organisation Leader. 

Medical Certificate mandatory 

War Service Sick Leave Upon resumption of duty.  
Application to be submitted to 
the School Organisation Leader. 

Medical Certificate mandatory 

 
CULTURAL OR CEREMONIAL LEAVE 
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The Principal may approve attendance during working hours by an ESS employee of Aboriginal or Torres 
Strait Islander descent at any Aboriginal community meetings, except the Annual General Meetings of 
Aboriginal community organisations at which the election of office bearers will occur. 

(Latest update late July 2013) 

SPOUSE LEAVE 
Leave without pay from three months to 12 months will be granted once every three years to an employee 
whose spouse, as a consequence of pursuing his or her occupation, is required to shift residence interstate 
or overseas. 

(Latest update late July 2013) 

BEREAVEMENT LEAVE 
Leave on full pay of up to three days may be granted to an employee on the occasion of the death of a 
member of the employee’s immediate family or household. 

Leave, with or without pay, in excess of that specified in the subclause above may be granted if the Employer 
is satisfied that three days is inadequate. 

(Latest update late July 2013) 

PARTNER LEAVE 
An employee who submits satisfactory evidence that he or she has accepted responsibility for the care of a 
child (or children in respect of a multiple birth) will be granted leave with pay, at the rate the employee 
would have received but for the absence on partner leave, for up to 38 hours (five days in respect of a full 
time employee), to care for such child (or children in respect of a multiple birth) and / or mother of the child. 

Partner leave must be taken in the period commencing one week before the expected date of birth of the 
child (or children in respect of a multiple birth) and concluding six weeks after the actual date of birth. 

 (Latest update late July 2013) 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Mandatory Reporting  

Developed: September 2014 Reviewed:  November 2017 Review Date: November 2017 
 
Rationale 
School staff has a duty of care to protect the safety, health and wellbeing of children in their care. 

If a staff member has concerns about the safety, health and wellbeing of children in their care it is important 
to take immediate action. 

In the case of a child who may be in need of protection or therapeutic treatment, or where there are 
significant concerns about the wellbeing of a child, school staff can discharge this duty of care by taking 
action which includes reporting their concerns to the DHS Child Protection or another appropriate agency 
and notifying the Principal or a member of the School Leadership Team of their concerns and the reasons for 
those concerns.  

Child abuse can have a significant effect on a child’s physical or emotional health, development and 
wellbeing. The younger a child the more vulnerable he/she is and the more serious the consequences are 
likely to be. 

Types of child abuse include physical abuse, sexual abuse, emotional abuse, neglect, medical neglect or 
family violence or human trafficking (including forced marriage). 

Other reports to DHS Child Protection may be needed for risk-taking behaviour, female genital mutilation, an 
unborn child or a child or young person exhibiting sexually-abusive behaviours. 

There are many indicators of child abuse and neglect. The presence of a single indicator, or even several 
indicators, does not prove that abuse or neglect has occurred. However, the repeated occurrence of an 
indicator, or the occurrence of several indicators together, should alert teachers to the possibility of child 
abuse and neglect. 

Any person may make a report if they have significant concerns for the wellbeing of a child. 

Purpose 
 To ensure Buckley Park College complies with the Mandatory Reporting requirements of the Children, Youth 
and Families Act 2005, the Crimes Act 1958 and other legislation. 

To ensure the school complies with DET policy and guidelines. 

To define the roles and responsibilities of school staff in protecting the safety and wellbeing of children and 
young people. 

To enable staff to identify the indicators of a child or young person who may be in need of protection. 

To empower staff to make a report of a child or young person who may in need of protection. 

Definition 
A ‘reasonable belief’ or a ‘belief on reasonable grounds’ is not the same as having proof but is more than 
mere rumour or speculation. 

A ‘reasonable belief’ is formed if a reasonable person in the same position would have formed the belief on 
the same grounds. For example, a ‘reasonable belief’ might be formed if:  

 a child states that they have been physically or sexually abused 

 a child states that they know someone who has been physically or sexually abused (sometimes 
the child may be talking about themselves) 

 someone who knows a child states that the child has been physically or sexually abused 

 professional observations of the child’s behaviour or development leads a professional to form a 
belief that the child has been physically or sexually abused or is likely to be abused 

 signs of abuse lead to a belief that the child has been physically or sexually abused.  
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Reasonable grounds include abandonment of the child, death or incapacitation of the child’s parents, the 
child has suffered or is likely to suffer significant harm from physical, sexual or emotional causes or if the 
child’s parents or unwilling to care for the child. 

Implementation 
Mandatory reporters, who form a belief on reasonable grounds that a child or young person is in need of 
protection from physical injury or sexual abuse, must report their concerns to Department of Human 
Services (DHS) Child Protection as soon as practicable. 

All other school staff who believe on reasonable grounds that a child or young person is in need of 
protection are encouraged to report their concerns to DHS Child Protection or Victoria Police. 

If staffs have significant concerns for the wellbeing of a child or young person they are encouraged to report 
their concerns to DHS Child Protection or Child FIRST. 

In case of emergency or if a child is in immediate danger the school will contact Triple Zero (000) or the local 
police station. 

Alternatively, to report concerns about the immediate safety of a child within their family unit to DHS Child 
Protection, call the Child Protection Crisis Line on 13 12 78 (24 hours, 7 days, toll free). 

All staff should gather information and keep comprehensive notes that are dated include reasons for the 
concerns and action taken. 

All concerns also must be reported immediately to the Principal, or in his/her absence, the Assistant Principal 
or DET.  The staff member can then make their own assessment about whether or not to make a report. 

Staff should notify the Victoria Police if there is a reasonable belief that a criminal offence may have been 
committed. 

DHS Child Protection and/or Victoria Police may conduct interviews of children and young people at the 
school without the parent’s knowledge or consent. 

Interviewing children and young people at school should only occur in exceptional circumstances and if it is 
in the best interests of the child to proceed in this manner. 

DHS Child Protection and/or Victoria Police will notify the Principal of their intention to interview the child or 
young person on the school premises. 

When DHS Child Protection practitioners/Victoria Police officers come to the school premises, the Principal 
will request to see identification before permitting them to have access to the child or young person. 

When a child or young person is being interviewed by DHS Child Protection and/or Victoria Police, school 
staff will arrange to have a supportive adult present with the child or young person. 

It is important that, after a critical incident occurs or is disclosed, the school develops strategies to support 
all students who may have been involved in or impacted on by the incident.  Support plans should be 
developed in consultation with parents/carers. It is also important to involve in the planning process any 
external organisations that are providing support to students.  

An annual professional learning session will be held on protecting the safety and wellbeing of children and 
young people (mandatory reporting protocol). 

New staff will be briefed about their mandatory reporting responsibilities and procedures as part of the 
induction procedure. 

If a report of sexual abuse is received from a former student, the school will contact the Department’s 
Student Critical Incident Advisory Unit on (03) 96372934 

If a report is made in good faith, it does not constitute unprofessional conduct or a breach of professional 
ethics on the part of the reporter.  The reporter cannot be held legally liable in respect of the report. 
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The identity of a reporter must remain confidential unless the reporter chooses to inform the child, young 
person or parent of the report, the reporter consents in writing to their identity being disclosed or a Court 
order. 

The Mandatory Reporting Policy should be read in conjunction with the Child Safe Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (November 2017) or if guidelines 
change. (latest update early February 2015). 
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BUCKLEY PARK COLLEGE 
Medical Emergencies  

Developed: September 2014 Revised:  June 2016 Review Date: June 2019 
 
Rationale 
A situation that may be defined as a medical emergency includes loss of consciousness even briefly, serious 
bleeding, broken bones, an asthma attack that does not respond to medication. 

The school must act immediately, with or without parental consent or if the parent or the student’s 
designated emergency contact delays collecting the student. 

Purpose 
To ensure Buckley Park College responds appropriately to emergency medical situations. 

To ensure the school complies with DET policy and guidelines. 

Implementation 
In an emergency situation, school staff will immediately contact emergency medical services by calling 000 
and requesting an Ambulance. 

In such a situation, staff will take this action without waiting for parent/guardian consent (if the incident 
relates to a student).  Delays in these circumstances could compromise safety. As a result all families are 
encouraged to have Ambulance cover. 

Once the action has been taken, staff will notify parents/guardians or the student’s emergency contact and 
then the DET Security Services Unit on (03) 9589 6266. 

Staff providing first aid may assess that an emergency response is not required, but medical advice is 
needed.  In these circumstances, the school should ask the parents/guardians or emergency contact person 
to collect the student and recommend that advice is sought from a medical practitioner. 

If the student’s health and safety starts to deteriorate an emergency situation should be declared. 

All staff should be familiar with the school’s emergency procedures including those related to excursions. 

Please refer also to the school’s First Aid Policy, the Critical Incident Management Policy and the Accident 
Reporting Policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (June 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Medication  

Developed: September 2014 Revised:  June 2016 Review Date: June 2019 
 
Rationale 
Schools must have a medication management policy that outlines the school’s processes and protocols, is 
ratified by the School Council, is communicated to the school community, protects student privacy and 
confidentiality to avoid any stigmatization and ensures teachers abide by their duty of care by assisting 
students to take their medication where appropriate. 

All medication to be administered must be accompanied by written advice providing directions for 
appropriate storage and administration.  It must be in the original bottle or container clearly labelled with 
the name of the student, dosage and time to be administered, within its expiry date, stored according to the 
product instructions, particularly in relation to temperature. 

Purpose 
To ensure staff store and administer medication correctly. The policy relates to all medications including 
prescription and non-prescription medication. 

To ensure Buckley Park College complies with the requirements of the Working with Children Act 2005. 

Implementation 
The school will obtain written advice on a Medication Authority Form for all medication to be administered 
by the school. The form should be completed by the student’s medical/health practitioner ensuring that the 
medication is warranted. However if this advice cannot be provided the Principal may agree that the form 
can be completed by parents/guardians.  

Please refer to Medication Authority and Medication Administration Log downloadable from Sofweb. 

Note:  Medication to treat Asthma, Anaphylaxis or allergies does not need to be accompanied by the 
Medication Authority Form as it is covered in student’s health plan. 

If necessary the school will obtain clarifying information from the doctor via the parent or from a hospital 
pharmacy, ensuring the confidentially of the student is ensured. 

The Principal, or nominee will ensure that the correct student receives their correct medication in the proper 
dose, via the correct method, such as inhaled or orally, at the correct time of day. A log of medicine 
administered will be kept.  

Teachers in charge of students at the time their medication is required will be informed that the student 
needs to be medicated and release the student from class to obtain their medication. 

Notwithstanding any of the above, the school will encourage parents/guardians to consider whether they 
can administer medication outside the school day, such as before and after school and before bed.  

The school will ensure that medication is stored for the period of time specified in the written instructions 
received and that the quantity of medication provided does not exceed a week’s supply, except in long-term 
continuous care arrangements 

The school will ensure that medication is stored securely to minimise risk to others, in a place only accessible 
by staff who are responsible for administering the medication, away from the classroom and away from the 
first aid kit. 

Analgesics such as aspirin and paracetamol will not be stored or administered as a standard first aid strategy 
as they can mask signs and symptoms of injury. 

No student will be permitted to take their first dose of a new medication at school in case of an allergic 
reaction. This should be done under the supervision of the family or health practitioner. 
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Use of medication by anyone other than the prescribed student will not be permitted. 

In very rare circumstances the Principal may give permission for the student to self-medicate but only after 
consultation and obtaining written authority that the student is capable of self-medicating. 

In the event of an error in medication administration, the school will ring the Poisons Information Line, call 
an ambulance if appropriate, contact the parents and promptly review the procedures adopted. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (June 2019) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Out-of-Home Care (Homelessness)  

Developed: September 2014 Revised:  September 2014 Review Date: September 2017 
 
Rationale 
Education makes a significant contribution to the development and wellbeing of all children and young 
people as well as their future access to employment and life opportunities. 

   The Department is working in partnership with other government departments and community service 
organisations to strengthen educational support for children, young people and their families who are 
homeless or at risk of homelessness. 

   Guidelines have been developed primarily for all primary and secondary schools across Victoria to improve 
the wellbeing, educational experiences and outcomes of children and young people who are homeless or at 
risk of homelessness. 

   DET requires schools to develop an Individual Education Plan supported by a Student Support Group (SSG) 
for every student in OOHC. 

Purpose 
To ensure Buckley Park College complies with DET policy in supporting students who are part of the Out-of-
Home Care program or at risk of homelessness. 

Definitions 
Out-of-Home Care (OOHC) is a temporary, medium or long-term living arrangement for children and young 
people who cannot live in their family home. Up to 4000 Victorian children live in OOHC at any one time. 

There are four types of OOHC: 

 Foster Care: a child is taken into care by a foster carer who has been trained and approved to 
look after children. 

 Kinship Care: a child is taken into care by a relative or family friend allowing them to remain 
within the family or local network. 

 Permanent Care: a child is placed into the permanent care of an existing foster carer or kinship 
carer through the Family Court. 

 Residential Care: a young person is placed into a home staffed by carers. 

Children and young people come into OOHC through two main channels - after an investigation and removal 
from the family home by Child Protection or when a parent or parents cannot care for their child and 
approach the Department of Human Services or a community service organization. 

 Implementation 
A Student Support Group will be established to provide a formal support network at school. 

The school will develop an Individual Education Plan (IEP) for every student in OOHC.  This plan will describe 
a set of strategies to address the particular educational needs of the child in care. 

The school will use the publication Supporting Children, Young People and Their Families Affected by 
Homelessness as a reference. 

The school will: 

 ensure that someone in the school is responsible for knowing what local homeless assistance 
services are available and the name of the contact person in each service. 

 arrange for someone from a local homeless assistance service to speak at a staff meeting. 

 make sure that parents and students know that there is someone in the school they can 
approach if they experience family violence. 
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 make sure that all staff in the school know who they can speak to for advice if a student discloses 
that his or her family is having issues related to homelessness. Sometimes students prefer to talk 
to an adult who is not his or her classroom teacher. 

 when organising excursions or other events, ensure that students from families experiencing 
hardship are able to participate. Often local homeless assistance services or other community 
organisations in the area will have funding available to assist with this. Payment plans for 
families are another option. 

 make sure that someone in the school knows the details of the local Centrelink office and the 
name of a contact person at the office. 

The school will refer to the following publications: 

 What is Out-of-Home Care? 

 Partnering Agreement: Out-of-Home Care Education Commitment 

 Authorising Carers: Information for Schools, Kindergartens and Child Care providers 

 Educational Needs Assessment 

 Individual Education Plans 

 Out-of-Home ....Not Out of School 

 FUSE Learning Mentor Training 

 Student Support Groups 

 Teacher’s Role 

 Effects on Children 

 Resources and Contacts 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Parent Payments  

Developed: September 2014 Revised:  September 2016 Review Date: September 2017 
 
Rationale 
The Education and Training Reform Act 2006 ensures the provision of free instruction in the standard 
curriculum program (ie the eight key learning areas).  It empowers School Councils to charge for goods and 
services used in the course of instruction and to generate funds.   

DET provides funding to schools through the Student Resource Package (SRP) and various programs.  This 
includes funding for the standard curriculum program and associated education items, equipment and 
operational costs.   

Free instruction includes learning and teaching, instructional supports, materials and resources, 
administration and facilities required to provide the standard curriculum program.    

The School Council is responsible for developing and approving a school-level parent payment policy.   

There are three categories of payment – essential education items, optional extras and voluntary 
contributions. 

Definitions 
Essential Items 

These are items which parents/guardians pay the school to provide or may provide themselves, if 
appropriate.  These items are essential to support instruction in the standard curriculum program and 
include:  

 materials that the individual student takes possession of, such as text books and student 
stationery 

 materials for learning and teaching where the student consumes or takes possession of the 
finished articles (e.g. home economics, photography, catering) 

 school uniform (where applicable)  

 activities associated with, but not part of instruction in the standard curriculum program, such as 
costs associated with camps and excursions which all students are expected to attend (e.g. 
transport and entrance costs).  

Note:  If parents/guardians choose to provide equivalent materials themselves, this should be done in 
consultation with the school, and items should meet the specifications provided by the school. However, 
there are some items (e.g. food provisions for home economics) which, due to their nature, can only be 
provided by the school. 

Optional Extras 
These are items provided in addition to the standard curriculum program, and are offered to all students. 
They are provided on a user-pays basis and if parents/guardians choose to access them for students, they 
will be required to pay for them.  

These items include:  

 instructional support material, resources and administration in addition to the standard 
curriculum program (e.g. student computer printing for personal use)  

 extra-curricular programs or activities offered in addition to the standard curriculum program 
(e.g. instrumental music)  

 school-based performances, productions and events  

 materials for subjects where the payment sought is the difference between the basic 
materials/services required for access to the standard curriculum program and higher cost 
alternatives which may be more desirable (e.g. the use of more expensive materials)  
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 materials and services offered in addition to the standard curriculum program (e.g. school 
magazines)  

 school facilities and equipment not associated with providing the standard curriculum program, 
and not otherwise provided for through the SRP (e.g. student accident insurance, and hire or 
lease of equipment such as musical instruments). 

Voluntary Financial Contributions 
Parents/guardians, or anyone else, can be invited to make a donation to the school for the following 
purposes:  

 contributions to a building trust fund or contributions to a library trust fund (these trust funds 
are approved by the Australian Taxation Office and are tax deductible)  

 contributions for a specific purpose identified by the school (e.g. equipment, materials or 
services) in addition to those funded through the SRP. This may include additional computers or 
student-related services  

 general voluntary financial contributions or donations to the school. 

Purpose 
To ensure school-level parent payment policies and processes are compliant with the DET's policy 
requirements. 

To ensure Buckley Park College complies with the legislative requirements of the Education and Training 
Reform Act 2006. 

Implementation 
The School Council is responsible for developing and approving a school-level parent payment system that 
ensures: 

 all students have access to the standard curriculum program 

 it covers the three parent payment categories ie essential education items, optional extras or 
voluntary financial contributions 

 the school does not withhold access to enrolment or advancement to the next year level as a 
condition of payment for any of the three categories 

 items that students consume or take possession of are accurately costed 

 cost is kept to a minimum 

 payment requests are be clearly itemised within each category 

 parents/guardians are given the option of purchasing equivalent essential education items 
themselves, in consultation with the school 

 students are not treated differently, denied access to the standard curriculum program, refused 
instruction or disadvantaged on the basis of payments not being made for education items, 
services or voluntary financial contributions.  For example if parents/guardians choose for their 
children not to attend a compulsory excursion/camp an alternative option will be provided 

 the status and details of any payments or non-payments are confidential  

 parents are provided with early notice of payment requests (ie a minimum of six weeks’ notice 
prior to the end of the previous school year) 

 payment may be requested but not required prior to the commencement of the year in which 
the materials and services are to be used 

 school-level payments meet the community’s expectations  

 invoices for unpaid essential education items or optional items accepted by parents will be 
generated and distributed on a regular basis, but not more than once a month.  

 only the initial invitation for voluntary financial contributions and one reminder notice per year 
will sent to all parents/guardians.  

 receipts will be issued immediately upon payment and receipted on CASES 21. 

There will be a clearly articulated process for the administration of the Education Maintenance Allowance 
(EMA.). Payment arrangements will coincide with the timing of the EMA’s availability but parents will not be 
pressured to sign over the EMA. 
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Parents/guardians who have signed over their EMA cheque to the school should be informed that they have 
the option of providing essential education items themselves, can authorise the school to direct the family’s 
EMA towards particular items and are entitled to know how the EMA is being used for their child’s 
education.  

Upon request, the Principal will advise parents/guardians of the itemised cost of student materials and 
services on which they propose to spend the EMA.  

The EMA cannot be used to offset voluntary financial contributions.  

Any portion of the EMA not expended by the end of the year must be returned to the parent unless there is 
agreement by the parent that this money can be carried over into the next year.  

The school will ensure that all communication with parents / guardians, including payment requests, is fair 
and reasonable. Payment requests, letters or CASES21 invoices for student materials and services charges 
will be accompanied by the following information –  

 a description of each of the three parent payment categories 

 details of what parents are being asked to pay for 

 that parents are required to provide essential education items for their children, and have the 
option of purchasing these through the school or through a local supplier, where appropriate 

 the availability of alternative payment options and an invitation to contact the Principal if the 
parent wishes to discuss these.  

Where families have difficulty making payments, the Principal will encourage parents/guardians to make an 
appointment to discuss with them the range of support options available, and to negotiate an appropriate 
alternative arrangement, such as payment by installments, directing the parent to Centrelink for the 
Schoolkids Bonus, obtaining support from State Schools Relief. 

Decisions about how to manage non-payment of essential items or optional extras will be made by the 
Principal on a case-by-case basis. 

 A copy of the school-level policy will be provided. 

At all times, the Principal will exercise sensitivity to the differing financial circumstances of individual 
families. 

School Council will endorse all parent payment requests. 

It is not acceptable to use coercion or harass parents/guardians to obtain payment. 

Under no circumstances will collectors of any type, including debt collectors, be used by the school to obtain 
any funds from parents/guardians.  

The Principal will ensure that the school-level policy complies with the DET’s policy and that all staff are 
familiar with and adhere to it. 

If in doubt, for the most frequently asked questions, the Principal will refer to DET’s website                 
Frequently Asked Questions 

In the event of a parent complaint, the school will refer to the Parent Complaints & Concerns Policy 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Parental Responsibilities (Decisions about Students)  

Developed: September 2014 Revised:  January 2015 Review Date: September 2017 
 
Rationale 
In determining who is responsible for making a specific decision in relation to a student, the Principal or 
relevant staff member should consider whether or not the student is an “adult” or “mature minor.” If so, the 
student can make his or her own decisions.  

The law also recognises that as children mature they are capable of making their own decisions about a 
range of issues.  These children are referred to as “mature minors” and as such can sign as an adult in the 
matters referred to in dot point 2. 

If the student is not an adult or mature minor, the school must consider parental responsibility, whether 
there are any Court orders in place - Parenting Order, Family Violence Protection Order, Protection Order 
and whether there are informal arrangements in place eg Parenting Plan, Carer.  

The school must consider whether or not the decision relates to a long term issue about the care, welfare 
and development of the student. If so, then the person with “parental responsibility” for “major long term 
issues”, the person who has “guardianship” of the child or young person or the person who has been given 
responsibility for this decision pursuant to a Court Order or Parenting Plan can make the decision on behalf 
of the student.  

If the decision relates to other issues about the care, welfare and development of the student, then the 
person with “parental responsibility” who is spending time with the child or young person at the particular 
time, the person who has “custody” of the child or young person or the person who is the “carer” of the child 
or young person can make the decision on behalf of the student. 

Purpose 
To provide a guide as to who is responsible for students and the common decisions which need to be made 
in relation to their education and wellbeing. 

To ensure Buckley Park College complies with DET policy and the provisions of the 

Family Law Act 1975. Children, Youth and Families Act 2005 (VIC), Family Violence Protection Act 2008 (VIC) 

Implementation 
In determining who can make decisions in relation to children and young persons who are not adults or 
mature minors, the school will consider all of the following: 

 parental responsibility -  each parent of a child under 18 years of age has parental responsibility 
for the child unless this responsibility is varied by a relevant Court Order or Parenting Plan 

 any relevant Court Orders  (It is the responsibility of the Principal or staff member to request 
copies of relevant court orders or informal arrangements that are in place) 

Whenever faced with a dispute between persons who are responsible for decision making in relation to a 
child, Principals and staff must avoid becoming involved, avoid attempting to determine the dispute, act 
neutral and not adopt sides, act in the best interests of the child of young person involved and act in the best 
interests of the school community. 

If in doubt, the school may contact Legal Services Unit on (03) 9637-2750. 

For responsibility for specific decisions about a child or young person please refer to the following chart. 

Please refer also to the school’s Enrolment Policy and the Admission Policy. 

Evaluation 
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This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Privacy Policy  

Developed: September 2014 Revised:  September 2014 Review Date: September 2017 
 
Rationale 
Privacy Policy 
1. Scope 
This policy applies to members of school staff and the school council at Buckley Park College. This policy will 
be made available on request. 

2. Background 
All staff of Buckley Park College are required by law to protect the personal and health information the 
school collects and holds. 

The Victorian privacy laws, the Information Privacy Act 2000 and the Health Records Act 2001, provide for 
the protection of personal and health information. 

The privacy laws do not replace any existing obligations Buckley Park College has under other laws. 
Essentially this policy will apply when other laws do not regulate the use of personal information. 

Aims / Purpose 
Definitions 
Personal information means information or opinion that is recorded in any form and whether true or not, 
about an individual whose identity is apparent, or can be reasonably determined from the information or 
opinion. For example, this includes all paper and electronic records, photographs and video recordings. 

Health information is defined as including information or opinion about a person’s physical, mental or 
psychological health, or disability, which is also classified as personal information. This includes information 
or opinion about a person’s health status and medical history, whether recorded or not.  

Sensitive information is defined as information relating to a person’s racial or ethnic origin, political opinions, 
religion, trade union, or other professional, or trade association membership, sexual preferences, or criminal 
record that is also classified as personal information about an individual.  

In this policy personal information refers to personal information, health information and sensitive 
information unless otherwise specified. 

Parent in this policy in relation to a child, includes step parent, an adoptive parent, a foster parent, guardian, 
or a person who has custody or daily care and control of the child. 

Staff in this policy is defined as someone who carries out a duty on behalf of the school, paid or unpaid, or 
who is contracted to, or directly employed by the school or the Department of Education and Training 
(DE&T). Information provided to a school through job applications is also considered staff information. 

Policy context 
Personal information is collected and used by Buckley Park College to: 

 provide services or to carry out the school’s statutory functions 

 assist the school services and its staff to fulfil its duty of care to students 

 plan, resource, monitor and evaluate school services and functions 

 comply with Department of Education and Training reporting requirements 

 comply with statutory and or other legal obligations in respect of staff 

 investigate incidents or defend any legal clAims against the school, its services, or its staff, and 

 comply with laws that impose specific obligations regarding the handling of personal 
information.  

Implementation 
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Collection of personal information 
The school collects and holds personal information about students, parents and staff. 

Use and disclosure of the personal information provided 

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

 keeping parents informed about matters related to their child’s schooling 

 looking after students’ educational, social and health needs 

 celebrating the efforts and achievements of students 

 day-to-day administration 

 satisfying the school’s legal obligations, and  

 allowing the school to discharge its duty of care. 

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

 assessing suitability for employment 

 administering the individual’s employment or contract 

 for insurance purposes, such as public liability or Work Cover 

 satisfying the school’s legal requirements, and 

 investigating incidents or defending legal clAims about the school, its services, or staff. 

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

 it is required for general administration duties and statutory functions 

 it relates to the purposes for which it was collected, and 

 for a purpose that is directly related to the reason the information was collected and the use 
would be reasonably expected by the individual and there is no reason to believe they would 
object to the disclosure. 

The school can disclose personal information for another purpose when: 

 the person consents, or 

 it is necessary to lessen or prevent a serious or imminent threat to life, health or safety, or 

 is required by law or for law enforcement purposes. 

Where consent for the use and disclosure of personal information is required, the school will seek consent 
from the appropriate person. In the case of a student’s personal information, the school will seek the 
consent from the student and/or parent depending on the circumstances and the student’s mental ability 
and maturity to understand the consequences of the proposed use and disclosure. 

Accessing personal information 
A parent, student or staff member may seek access to their personal information, provided by them, that is 
held by the school.  

Access to other information may be restricted according to the requirements of laws that cover the 
management of school records. These include the Public Records Act and the Freedom of Information Act.  

Updating personal information 
The school aims to keep personal information it holds accurate, complete and up-to-date. A person may 
update their personal information by contacting the (insert title of person at school, for example, principal or 
delegate). 

Security 
School staff and students have use of information and communications technologies (ICT) provided by the 
school. This use is directed by: 
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 Department of Education and Training’s acceptable use policy for Internet, email and other 
electronic communications 

 Department of Education and Training IT security policy. 

Web sites 
Information collected 

 Buckley Park College web and web server makes a record of a visit and the following information 
logged for statistical purposes: 

 the Internet protocol (IP) address of the machine from connecting to the website 

 the top level domain name (for example .com, .gov, .au, .uk etc.). 

Complaints under privacy 
Should the school receive a complaint about personal information privacy this will be investigated in 
accordance with the Department of Education and Training’s privacy complaints handling policy. 

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (September 2017) or if guidelines 
change.          

 
  



 

112 
 

 

BUCKLEY PARK COLLEGE 
Register of Staff Qualifications 

Developed: September 2015 Revised:  May 2015 Review Date: September 2017 
 
Rationale 
Current registration is required by all teacher and principal class members, including casual relief teachers. 

It is the responsibility of the school to ensure prior to employment, that all prospective new employees are 
compliant with VIT registration. 

In order to comply with VRQA standards and requirements, schools must maintain a register in relation to 
training, qualification and suitability of employment to undertake certain duties. 

Purpose 
To provide a system for the recording and monitoring/updating of staff qualifications 

To provide documentation to assist the Teacher–in–Charge in the identification of suitably qualified staff 
when planning incursions, excursions and camps.   

Implementation 
It is the responsibility of each teacher and principal class member to ensure that their registration is current. 
This information can be accessed by visiting MyVIT at  http://www.vit.vic.edu.au  

Any teacher or principal class member whose registration lapses or is suspended will be removed from their 
duties. 

Provisionally registered teachers must meet the VIT requirements to gain Full Registration within the time 
frame set out by the VIT. 

Buckley Park Secondary College will keep an electronic and hard copy Register of the following qualifications 
of Teaching and Education Support Staff. 

The Register will include dates for renewal of qualifications. 

A hard copy of the Register will be kept in a secure location in the administration offices. 

An electronic copy will be available on Sharepoint  

Original copies of all documentation will be kept in a Registration Folder in a secure location. 

First Aid Qualifications 
Only staff sufficiently trained under the Occupational Health & Safety Act 2004 and the school’s First Aid 
Policy will be placed on the First Aid roster.  

The school will maintain a Register for First Aid qualifications for staff.  The Principal or Nominee is 
responsible for providing information to a designated ES staff member regarding the expiry date and the 
level of attainment for: 

 CPR ( 12 months) 

 First Aid Training 

 Anaphylaxis Training 

 Asthma Training 

The Principal/Nominee will check the currency of First Aid qualifications at the beginning of each semester or 
when the staff duty rosters are being compiled.   

Staff whose First Aid qualifications expire in the next semester will be notified of this. 

A copy of all First Aid qualifications is placed in the staff member’s personnel file. 

Occupational Health & Safety Competencies  

http://www.vit.vic.edu.au/
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A spread sheet of OHS Competencies will be included as part of the Register.  The Principal/Nominee will 
provide the designated ES staff member responsible for the maintenance of the Register with details of 
those staff competent in the following areas: 

 OHS for Employees 

 RTW Coordinator Role & Responsibilities 

 Manual Handling 

 Ergonomics 

 Slips, Trips and Falls 

 Hazards and Incident Reporting 

 and others as training modules become available. 

Other Qualifications 
Swimming Qualifications 
 
Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle or if guidelines change (no A-Z 
Index reference).                                                                          
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BUCKLEY PARK COLLEGE 
Security Risk Management 

Developed: March 2015 Reviewed:  November 2016 Review Date: November 2019 
 
Rationale 
To reduce criminal acts by making potential targets/assets inaccessible or unattractive.  Potential offenders 
would see any inappropriate activity as risky and unprofitable. 
Purpose 
To implement a range of prevention strategies to reduce the opportunity for people to commit criminal 
activity on school premises. 

To ensure the school complies with DET policy and guidelines. 
 
Implementation 
School Council will consider the situational crime prevention strategies available to it. Adjustments will be 
made as needed. 

The strategies in place at Buckley Park College are: 

Target Hardening Installation of:  

 locks 

 window and door grilles 

 computer-locking mechanisms 

Environmental Design Use of natural surveillance measures i.e.  

 trimmed foliage 

 lighting 

 fences 

 signage 

Electronic Systems Installation of:  

 alarms (intruder detection systems), communication methods 

 CCTV 

Administration Document requirements for:  

 asset marking 

 secure equipment storage and location 

Procedures Implement:  

 regular/daily checking procedures 

 window and door locking practices 

 regular equipment audits. 

 
The school will report criminal activities, including vandalism, threats of assault, arson and burglary, to the 
police and to the Security Services Unit. 

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

  

http://www.education.vic.gov.au/school/principals/spag/management/pages/security.aspx#1
http://www.education.vic.gov.au/school/principals/spag/management/pages/security.aspx#2
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BUCKLEY PARK COLLEGE 
Student Engagement and Wellbeing 

Developed: May 2014 Revised:  October 2014 Review Date: May 2017 
 
Contents 
 
School Profile          
School values, philosophy and vision     
Guiding principles         
Engagement Strategies        
Identifying students in needs of extra support    
Behaviour expectations        
School Actions          
Engaging with families        
Evaluation           
Appendices               
Appendix 1: Statement of Rights and Responsibilities      
Appendix 2: Student Engagement Strategies       
Appendix 3: Behaviour expectations        
Appendix 4: Staged response to behaviour issues      
Appendix 5: Process for responding to breaches of Behaviour Expectations 
1. School Profile 
Guiding all that happens at Buckley Park College is realising the mission developed by our community: 
“Buckley Park College prepares its students to be the creators, discoverers and inventors of the future, 
participating as responsible and productive citizens committed to the achievement of a just and sustainable 
world.” The shared values of honesty, respect, trust, tolerance, responsibility, creativity and determination 
inform our daily actions.  

 Buckley Park College is a Year 7-12 secondary school located in Essendon. The 933.8 resident students were 
largely drawn from Essendon and neighbouring communities. There are above average family income levels, 
under 5% of students were from homes where English is not the main language spoken and 14% of students 
were born overseas. The largest LBOTE groups are Cantonese, Chinese and Vietnamese. There were also 12 
international students mainly from China and Vietnam. There is high demand for places in the school and a 
clear School Council approved Enrolment Policy is in place to support the approved enrolment capacity 
which has operated for some years. The school had 85.4 equivalent full-time staff: 3 principal class, 66.3 
teachers and 19.1 support staff.  

While maximising VCE results and therefore opportunities to gain entry to the university and course of 
choice is high on the community’s agenda, provision for students with other aspirations is also a priority and 
valued highly. A Select Entry Accelerated Learning program has operated for over 10 years and the VCAL is 
offered at Years 11 and 12. In 2013 the school continued implementation of its strategic plan for period 
2011-2014. 

2. School values, philosophy and vision: 
Our school is committed to providing a safe, secure and stimulating learning environment for all students.  
Students can reach their full educational potential only when they are happy, healthy and safe, and when 
there is a positive school culture to engage and support them in their learning.  Our school acknowledges 
that student wellbeing and student learning outcomes are inextricably linked.  

Students are encouraged to develop to the best of their abilities and to value a range of learning 
experiences. The college also values all students and ensures that we support all students. 

Our philosophy:  
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 Every member of the school community has a right to fully participate in an educational 
environment that is safe, supportive and inclusive. 

Our vision: 

 Buckley Park College prepares its students to be the creators, discoverers and inventors of the 
future, participating as responsible and productive citizens committed to the achievement of a 
just and sustainable world. 

Our values: 

  Honesty, Respect, Trust, Tolerance, responsibility, Creativity and Determination 

3. Guiding principles 
The school will collaboratively develop and implement a fair and respectful whole-school engagement and 
behaviour management approach. 

The school’s curriculum will include pro-social values and behaviour to enable students to acquire knowledge 
and skills, value diversity and build a culture of learning, community and engagement. 

The school will promote active student participation and provide students with a sense of ownership of their 
environment. 

The school will support families to engage in their child’s learning and build their capacity as active learners. 

The school promotes active ‘student participation’ as an avenue for improving student outcomes and 
facilitating school change.   

The school will establish social/emotional and educational support for vulnerable students and monitor and 
evaluate progress. 

The school will have processes in place to identify and respond to individual students who require additional 
assistance and support. 

The school will build strong links with the local community to gain access to an extended network of 
community members, professionals and educators who can provide expertise and experience that can build 
the capacity of our school and our teachers to respond to the needs of the students. 

4. Engagement Strategies 
To realise our vision, our school has in place a range of strategies to promote engagement, positive 
behaviour and respectful relationships for all students in the school. We recognise that some students, as a 
group or as individuals may need extra social, emotional or educational support to flourish at school, and so 
we will put in place strategies to identify these students and provide them with the support they need.  

The School works collaboratively with students and parents/ carers to establish fair and respectful behaviour 
policies and practices, based on the school’s values, expected social competencies and positive peer 
relationships. There are also intervention strategies in place to address inappropriate behaviours which can 
negatively impact on the learning environment of the self and others. 

The universal (whole-school), targeted (group-specific) and individual engagement strategies used in our 
school are outlined in Appendix 2. 

Identifying students in need of extra support 

Our school will utilise the following information and tools identify students in need of extra support using the 
following strategies: 

Personal information gathered upon enrolment 

Attendance rates 

Academic performance, particularly in literacy and numeracy assessments  

Behaviour observed by classroom teachers 

Student Mapping Tool 
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Engagement with student families 

Behavioural expectations 

Shared behaviour expectations for students, parents/carers & school staff are detailed in Appendix 3. 

School actions 

Responding to challenging behaviour 

Where a student acts in breach of the behaviour standards of our school community, we will institute a 
staged response, as outlined in the Department of Education and Early Childhood Development Student 
Engagement and Inclusion Guidance (see Appendix 4). 

Discipline 

Disciplinary measures may be used as part of a staged response to challenging behaviour in combination 
with other engagement and support strategies to address the range of factors that may have contributed to 
the student’s behaviour.  

Disciplinary measures that may be applied include: 

Restorative approach (eg repairing damage caused) 

Withdrawal of privileges 

Withdrawal from class activities for a specified period. Where appropriate, parents/carers will be informed 
of such withdrawals 

Detention 

Suspension (in-school and out of school) 

Expulsion 

Discipline will be applied in a way that is proportionate to the behaviour and upholds procedural fairness. 

Corporal Punishment is prohibited in all Victorian schools. Corporal punishment must NOT be used at the 
School under any circumstances. 

Suspension and expulsion are measures of last resort and may only be applied when the grounds for 
suspension and expulsion set out in the Engagement and Inclusion Guidance have been met. 

Suspension and expulsion can only be approved by the principal and our school will follow the processes for 
applying these disciplinary measures set out in the Student Engagement and Inclusion Guidance. 

Information on grounds and processes for suspension and expulsion that our school will follow are available 
here: http://www.education.vic.gov.au/school/principals/participation/Pages/discipline.aspx 

5. Engaging with families 
The School values parent / carer input into its operations and curriculum offerings and seeks feedback 
through the Parent Opinion survey, and from parent representatives on School Council. The School Council 
provides financial assistance and encouragement to the Parents’ Association in our efforts to build a sense of 
community. 

The school will support families to engage in their child’s learning and build their capacity as active learners. 
It provides an environment that welcomes all parents/carers and is responsive to them as partners in 
learning.  

The school will create successful partnerships with parents/carers and families by: 

 ensuring all parents/carers are aware of the school’s Student Engagement Policy 

 conducting effective school-to-home and home-to-school communications 

 providing volunteer opportunities to enable parents/carers and students to contribute 

 involving families with homework and other curriculum-related activities  

 involving families as participants in school decision-making 

http://www.education.vic.gov.au/school/principals/participation/Pages/discipline.aspx
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 coordinating resources and services from the community for families, students and the school 

 involving families in Student Support Groups 

Parents responsibilities for supporting their child’s attendance and engagement are outlined at Appendix 3. 
Furthermore, parents are expected to act in a respectful and constructive manner when dealing with our 
school. More detail on parent responsibilities and consequences for inappropriate behaviour are outlined in 
our Statement of Values  

Evaluation 

Data collection and analysis 

Data will be collected regarding frequency and types of wellbeing issues, so as to measure the success or 
otherwise of school-based strategies and approaches.   

Some of sources of data used are: 

 the Attitudes to School Survey data 

 school level report data 

 parent survey data 

 data from case management work with students 

 data extracted from software such as CASES21 or SOCS 

Review of this policy 
This policy will be reviewed annually or more often if necessary due to changes in regulations or 
circumstances. 

Appendices  
Appendix 1: Statement of Rights and Responsibilities 

Appendix 2: Student Engagement Strategies 

Appendix 3: Behaviour expectations 

Appendix 4: Staged response to behaviour issues 

Appendix 5: Process for responding to breaches of Behaviour Expectations 

This policy is informed by the Department of Education and Early Childhood Development Student 
Engagement and inclusion Guidance available at 
http://www.education.vic.gov.au/school/principals/participation/Pages/studentengagementguidance.aspx  

Appendix 1 
Statement of Rights and Responsibilities 

It is the right of all members of the School community to experience a safe and supportive learning and 
teaching environment. Staff, students and parents/ carers have a right to be treated with respect, and enjoy 
an environment free from bullying (including cyber bullying), harassment, violence, discrimination or 
intimidation.  

Teachers also have the rights to be informed, within Privacy requirements, about matters relating to 
students that may impact on the teaching and learning for that student. 

Students have a right to expect a safe learning environment and the ability to participate in all aspects of the 
school program. It is also their responsibility to follow all school expectations and treat all members of the 
school community with respect.  This includes demonstrating respect for themselves, their teachers, 
members of our school community and our environment. Student must also ensure that other students have 
a right to learn in a safe environment, and that their actions do not prevent this from occurring. 

Students have a responsibility to contribute positively to the educational experience for themselves and 
other students, to participate fully in the school’s educational program, and to ensure that their behaviours 
demonstrate respect for themselves, their peers, their teachers and all other members of the school 
community.  

http://www.education.vic.gov.au/school/principals/participation/Pages/studentengagementguidance.aspx
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Parents/ carers have a responsibility to take an active interest in their child’s educational progress, model 
and reinforce positive behaviours and ensure their child’s regular attendance.  They have a responsibility to 
support the school in maintaining a safe and respectful learning environment for all students, and engage in 
regular and constructive communication with school staff regarding their child’s learning. 

Teachers have a responsibility to demonstrate the standards set by the Victorian Institute of Teaching. That 
is, to know how students learn and how to teach them effectively, know the content they teach, know their 
students, plan and assess for effective learning, create and maintain safe and challenging learning 
environments, and use a range of strategies to engage students in effective learning. Teachers also have a 
responsibility to fairly, reasonably and consistently implement the Student Engagement Policy. 

All members have an obligation to ensure school property is appropriately used and maintained. 

 
Student Engagement Strategies       Appendix 2                                                                                                                                                                         

Universal strategies Targeted strategies Individual strategies 

Our school will deliver a broad 
curriculum including VET programs, 
VCE and VCAL. 
Our teachers will adopt a range of 
teaching and assessment 
approaches to effectively respond 
to the diverse learning styles, 
strengths and needs of our 
students 
Our school will develop 
behavioural expectations for all 
members of the school community 
in consultation with students, staff 
and parents/carers, and these will 
be taught to all students and 
shared with their families 
Our school will regularly 
acknowledge examples of positive 
behaviour and student 
achievement, both informally in 
classroom settings and more 
formally in events such as 
assemblies and via 
communications to parents. 
All students will have the 
opportunity to participate in a 
social and emotional learning 
curriculum program [include name 
of program and what it focuses 
on],  
Students will have the opportunity 
to contribute to and provide 
feedback on decisions about school 
operations both through the 
Student Representative Council 
and other more informal 
mechanisms. 

All students from Years 10 and 
above, and all Koorie students 
from Years 8 and above, will be 
assisted to develop a Career 
Action plan 
All students in Out of Home Care 
will be appointed a Learning 
Mentor and will be referred to 
Student Support Services for an 
Educational Needs Assessment 
School nurse and welfare staff 
will undertake health promotion 
and social skill development in 
response to needs identified by 
classroom teachers or other 
school staff during the school 
year. 
Relevant teaching staff will apply 
a trauma-informed approach 
(using Calmer Classrooms: A 
Guide to Working with 
Traumatised Children, and similar 
resources) to working with 
students who have experience 
trauma, such as students from 
refugee backgrounds or who are 
in out of home-care.  
 
 

Strategies to support attendance 
and engagement of individual 
students include: 
Meet with student and their 
parent/carer to talk about how 
best to help the student engage 
with school 
Establish a Student Support 
Group. 
Seek extra resources under the 
Program for Students with 
Disabilities for eligible students 
Develop a Behaviour Support Plan 
and/or Individual Education Plan. 
Consider if any environmental 
changes need to be made, for 
example changing the 
classroom set up. 
Refer to internal support services 
eg Student Welfare Coordinator or 
Student Support Services  
Refer to external support services 
inlcuding ChildFirst, Local 
Government Youth Services, 
Community Agencies  
 

 
  

http://www.ccyp.vic.gov.au/childsafetycommissioner/publications/orgs_resources.htm#mainContent
http://www.ccyp.vic.gov.au/childsafetycommissioner/publications/orgs_resources.htm#mainContent
http://www.ccyp.vic.gov.au/childsafetycommissioner/publications/orgs_resources.htm#mainContent
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BUCKLEY PARK COLLEGE 
Type 1 Diabetes Policy 

Developed: June 2016 Revised:   Review Date: June 2017 
 
Rationale 

Type 1 Diabetes is an auto-immune condition which occurs when the immune system damages the insulin 
producing cells in the pancreas. Insulin is the hormone that controls blood glucose levels (BGLs). This 
condition is predominantly treated with insulin replacement via multiple injections each day or a continuous 
infusion via a pump. Without insulin treatment, Type 1 diabetes is life threatening. 

Hypoglycaemia (Hypo) – Low blood glucose 

Hypoglycaemia occurs when the blood glucose level drops below a normal level. Hypoglycaemia can be 
caused by too much insulin; delaying a meal; not enough food; or unplanned or unusual exercise. A ‘hypo’ 
can be dangerous if not treated promptly and can potentially cause irrational or confused behaviour, a 
seizure and possible loss of consciousness. It is important to treat hypos rapidly as students can feel unwell 
and their judgment and cognitive abilities may be impaired.  

Hyperglycaemia (Hyper) – High blood glucose 

Hyperglycaemia is a condition in which the blood glucose increases above the normal level. Hyperglycaemia 
can be caused by insufficient insulin; too much food; common illness; and/or stress. It is uncommon for 
blood glucose levels to be high, however this state should be avoided where possible and persistent high 
levels reported back to parents. 

 

Purpose 

To ensure students (and their parents/carer) with Type 1 Diabetes feel supported, included and in no way 
disadvantaged by their condition when involved in all school activities, excursions and camps. 

Implementation 

All schools are required to ensure that upon enrolment, students with Type 1 diabetes have a current 
individual Diabetes Management Plan prepared by a student’s treating medical team (provided by 
parents/carers) 

Also, a current Diabetes Action Plan which includes a Student Health Support Plan, developed by the school 
in consultation with the parents/carers and where appropriate the student’s treating medical team, 
see: Health Support Planning Forms. 

These documents must be completed in line with requirements as listed under Diabetes Management 
Plan below. 

To ensure all relevant parties have been consulted and are in agreement with the stated plan of care for 
school or preschool the Diabetes Management Plan must be signed by the parent/carer; diabetes educator 
or doctor (specialist endocrinologist or paediatrician) and the school principal or nominated staff. 

http://www.education.vic.gov.au/school/principals/spag/health/Pages/supportplanning.aspx
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The school must develop a school health support plan in consultation with parents/carers when appropriate 
for the students and where appropriate the student’s treating medical team.  

If a Type 1 Diabetes Action Plan is not provided, school attendance may be suspended until these are 

provided by the parent/carer.   

It is the responsibility of the First Aid Attendant to:  

 Support students with Type 1 Diabetes manage their Blood Glucose readings and use of insulin 

 Record these details in the Sick Bay Record Database for future reference if needed 

 Ensure that a current Diabetes School Action Plan and required hypo foods are provided by the 
students’ parent/carer for any student who has been diagnosed with Type 1 Diabetes.   The Diabetes 
School Action Plan will be arranged as soon as the student enrols and must be in place by their first 
day of school.   

 Ensure that there is adequate hypo food at all times and remind student/parent/carer if replacement 
is needed. 

 Ensure that there is spare insulin kept in First Aid office fridge within use by date.  

 Alert staff of students with Type 1 Diabetes if they may be attending a camp or excursion. 

 Communicate with staff if any student is experiencing issues in the classroom that may be related to 
their Type 1 Diabetes  

 Ensure all first aid kits contain Glucogel jellybeans 
 

It is the responsibility of the parent/carer to: 

 Provide Diabetes School Action at the beginning of each school year. 

 Provide the school with Hypo food, spare insulin and other necessary items for management of their 
child’s diabetes 

 Inform the school if their child’s needs change, and if relevant provide an updated Diabetes School 
Action Plan.  
 

COMMUNICATION PLAN  

The Student Welfare team will be responsible for ensuring that a communication plan is developed to 
provide information to all staff that teaches a student with Type 1 Diabetes.  

The communication plan will reinforce Buckley Park College’s first aid and emergency response procedures. 

Students with Type 1 Diabetes will be identified by: 

 Discreet placement of signage of students with this condition in the Staff Common room and 
Administration office.   

 Discreet identification tags of students with this condition to accompany all school yard First Aid kits. 
 

 

PREVENTION STRATEGIES 

 Communications and planning are necessary for special events including incursions, sports, cultural 
days, fetes or class parties, excursions and camps.   

 All first aid kits must have Glucogel jellybeans. 
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 Students with Type 1 Diabetes must be responsible for management of their diabetes with 
assistance provided by the First Aid Attendant or nominated staff member.   

 Teaching staff must make allowances for students that may need to test their Blood Sugar Levels 
during class time, tests or exams. 

 

Activities including excursions and camps 

With good planning students should be encouraged to participate in all school sanctioned activities including 
excursion and camps.  

 The student’s health support plan should be reviewed prior to a student attending a school camp with 
specific advice prepared by the Diabetes Medical Support Team for the camp.  

 Consideration should be given to the student’s ability to self-manage their diabetes i.e. BG tests, insulin 
etc. If needed a parent/career or designated school staff will need to attend the camp to assist the student.  

 

Timing meals 

Most meal requirements will fit into regular school routines. Young students may require extra supervision at 
meal and snack times. It needs to be recognised that if an activity is running overtime, students with diabetes 
cannot delay meal times.  

 

Physical activity  

 Exercise should be preceded by a serve of carbohydrates.  

 Exercise is not recommended for students whose BG levels are high as it may cause them to become 
even more elevated. Warning: Water sports need careful planning and supervision as a ‘hypo’ 
increases the risk of drowning. 

Exam Support: For exam and assessment tasks, schools are required to make reasonable allowances for 
students with type 1 diabetes.  

These could include:  

 additional times for rest and to check their blood glucose levels before, during and after an exam, 
and take any medication  

 consuming food and water to prevent and/or treat a hypoglycaemic episode 

 easy access to toilets as high BG levels causes a need to urinate more frequently 

 permission to leave the room under supervision 
 

Exam support for students with type 1 diabetes includes schools ensuring that they consider the Special 
Entry Access Scheme in consultation with the student. For Year 11 and 12 students this should be done at 
the beginning of the VCE year.  

Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle (June 2017) or if guidelines 
change. 
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BUCKLEY PARK COLLEGE 
Uniform 

Developed: January 2014 Revised:  November 2016 Review Date: November 2019 
 
Rationale 
The Buckley Park College School uniform promotes the public image of our school and has a positive impact 
on student self-esteem. It also enhances sense of belonging and pride in the school community. From an 
educative point of view, being suitably groomed is part of the process by which students learn the 
importance of self-image and to engage with employers and the community.  
Purpose 

The school believes that the wearing of school uniform by students: 

 promotes a sense of cohesion, citizenship and school spirit. 

 supports the maintenance of a safe and secure environment by making it easier for staff to 
identify outsiders (particularly on excursions). 

 raises the esteem of the college, its students and graduates in the broader community. 

 assists in maintaining a “business like” atmosphere in the school. 

 provides a more cost effective method of clothing children for school than casual dress. 

Buckley Park College is a 7 - 12 school and as such expects all of its students to demonstrate their citizenship 
of this community. This should be reflected in the school uniform. 

Implementation 

The wearing of a uniform is compulsory for all students of the college. Students must wear the appropriate 
uniform on all excursions and school activities unless the nature of the activity renders other clothing more 
appropriate and the Principal has approved the wearing of other clothing. 

Students who are unable to wear uniform on a particular day must provide a note signed by a 
parent/guardian to their Student Engagement and Wellbeing Leader at the start of the day. The note should 
indicate the reason for the student being out of uniform and the period for which this will be the case. Only 
matters beyond the control of parents/guardians will be acceptable reasons. Except in extenuating 
circumstances, students will be expected to be back in full uniform the following day. Repeated and regular 
breach of uniform for any reason will not be acceptable. 

Year 7 – 10 students out of uniform without a note will be required to attend detention. 

Year 11 & 12 students out of uniform without a note could be required to return home and change. 

Families experiencing financial hardship will be provided with assistance to acquire uniforms. 
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BOYS GIRLS 

To be worn while travelling to or from school, at school and on all excursions and school activities. 
 White, short or long sleeve polo shirt with the 

college logo OR white, short or long sleeve business 
shirt. Only a white tee shirt can be worn underneath 

 Grey shorts OR college grey long trousers 
 Green pullover with the college logo and/or school 

jacket with college logo 
 Black leather shoes (sport shoes are not acceptable) 
 White socks 
 School jacket with college logo 
 Year 12 students may wear the Council approved 

over-garment 

 College summer dress. Long sleeve garments cannot 
be worn underneath. OR 

 White, short or long sleeve polo shirt with the 
college logo OR white, short or long sleeve business 
shirt. Only a white tee shirt can be worn underneath 
WITH 

 Grey shorts OR college grey long trousers OR College 
tartan skirt  

 Green pullover with the college logo and/or school 
jacket with college logo 

 Black leather shoes (sport shoes are not acceptable) 
 White socks (dress and shorts) OR black tights 

(tartan skirt). Black socks can be worn over black 
tights. 

 School jacket with college logo 
 Year 12 students may wear the Council approved 

over-garment 
 Students who practice the Islamic religion may wear 

a plain white hijab. 

Optional Regular Day Wear 

 Green blazer with the college logo 
 College tie 
 Black bucket hat with red wings insignia 
 Black baseball cap with red wings insignia 

Note: The rule will be “uniform hat or no hat” for all students. No other headwear may be worn by students. In 
the interests of protecting students from damaging UV rays it is recommended that students wear this cap at all 
times when outside.  

 A plain, black scarf, worn tucked in, is permitted in cold weather. 

 Students who practice the Islamic religion may wear a plain white hijab. 

Mandatory Sport Uniform 

To be worn in all Physical Education & Sport Classes and at all Interschool and House Sporting Events 
 Red polo shirt with the college logo (Students may wear a tee-shirt in their house colours instead at inter-house 

sporting events) 
 Black sport shorts 
 Black track suit pants 
 Green polar fleece top with the college logo 
 White socks 
 Sport shoes (no specific colour or brand) 
 Uniform bucket hat or cap may also be worn with sport uniform. 
 
The following process is in place: 

If students have Sport or Physical Education class during periods 1, 2, 3 or 4, they may wear their school sports 
uniform to school. They will then change back to their normal school uniform at the conclusion of the Sport or PE 
class. 
 
If students have Sport or Physical Education during period 6 they are required to wear their normal school uniform 
to school, but may then wear their sports uniform home. 
 
At no time are students allowed to wear a combination of normal and sports uniform (eg. runners or black shorts 
with normal school uniform; white shirt with sports uniform). Students are responsible for ensuring that they have 
the correct uniform on at all times 

 

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


