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Introduction 
Our Vision & Mission 

 

Our Vision 
A Place to grow and thrive 

 

Our Mission 
Learners from Derrimut Community graduate as critical, creative and reflective inquirers. They work 

collaboratively and independently as problem solvers, who co-create and evaluate learning goals. 
Learners demonstrate curiosity and active citizenship, through personalised pathways, to lead local 

and global change, making a difference in their lives and the lives of their community. 
 

Our Values 
Academic rigour 

Teamwork 
Respect 

Leadership 
 
2015-2018 Strategic Plan goals for Derrimut 
 
Achievement goal 

1. Improve Student learning outcomes in Literacy and numeracy and thinking 
 

Key Improvement strategies 

 To establish a clear evidence based instructional model that is fully embedded, captures student learning 
growth, and focuses on literacy and numeracy 

 

 Build teacher capacity to identify and teach to each student’s point of learning and to inform planning. 
 
Student Engagement goal 

2. Improve student engagement  in their learning 
 

Key Improvement strategies 

 Build teacher capacity to design for deep learning and assessments that provide effective feedback for student 
goals setting and achievement 

 

 Build teacher  capacity to engage in effective  inclusive practices and collaborative learning  practices 
 

Student Wellbeing goal 
3. Ensure all members of school community experience and feel that they have a safe and orderly learning 

community 
 
Key Improvement strategies 

 Build teacher capacity to develop systems routines strategies and structures that are conducive to an orderly , 
collaborative learning environment 

 
 
Student Productivity goal 

4. Improve the performance and development culture within the school community 
 
Key Improvement strategies 

 Create opportunities for all members of the community to increase their knowledge, improve their practice and 
engage with their colleagues 
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School Culture and Climate 

At Derrimut we hold the care, safety and wellbeing of children and young people as a central and fundamental 
responsibility of our school. Our commitment is drawn from our vision, mission and values (see above) Derrimut Primary 
School is committed to providing a safe, stimulating and challenging environment for all. We firmly believe in equality of 
opportunity, where students, staff and parents work closely together to promote a sense of mutual respect and 
cooperation that will enable all students to achieve to their full potential. The developmental needs of all students, both 
academic and social, are addressed within a supportive environment, which provides positive role models across all areas.  
We are committed to building a culture where all children’s safety is paramount and there is zero tolerance of child abuse 
 
The whole school approach to student welfare and management supports all students through a planned,  
coordinated and consistent approach to the implementation of all programs. It takes into account the cultural 
backgrounds as well as the physical, emotional and social factors relating to and impacting on all students. It focuses on 
rights and responsibilities, guidance, communication, fairness and understanding. It also operates within an environment 
where acceptance and inclusion are promoted, a sense of belonging is established and individual resilience is fostered. 
 

An integral part of this program is PBS matrix of expectations, developed annually in each classroom. Students and the 
teacher use collaborative tools to develop a matrix of expectations based on the school values that establishes the 
classroom standard and ensures all students have a voice and ownership of positive behaviour 

 
Expectations are constantly discussed and problem solving strategies are explicitly taught to assist students to develop 
positive attitudes and self-regulation. Accepting personal responsibility for own behaviour and involvement in incidents is 
an important factor in all discussions as is promoting confidence and assertiveness to deal with issues appropriately, 
seeking support when necessary. 
 
At Derrimut Primary School we demonstrate this by: 

 having a clear understanding of their ‘Duty of Care’ to all students and adhere to the code of conduct (appendix 
1 and 2) 

 having multiple roles in the implementation of the Student Welfare and Management Policy -  motivator, 
enthusiast, arbitrator, facilitator, clarifier, researcher, guide, significant adult   

 ensuring that feedback is a two way process – developing community expectations that are explicit, where full 
and open discussions occur. 

 encouraging a clear understanding of student expectations by constantly articulating, modeling and name and 
noticing expected behaviours. 

 ensuring that supervision both in learning communities and in the yard is constant active and diligent 

 ensuring that all issues are dealt with fairly and immediately 

 working closely with parents to establish a positive, supportive partnership, promoting open communication and 
support and understanding in relation to student management 

 referring issues/situations on to AP/Principal when necessary 

 placing emphasis on the reinforcement of positive and exemplary behaviour by being supportive role models for 
all students 

 using flexible approaches to maximize opportunities for effective teaching and learning 

 regularly review and evaluate teaching and learning strategies to ensure that all students have the opportunity 
to develop their skills, knowledge and abilities at their individual level 

 playing a vital, supportive role in developing and maintaining acceptable and appropriate behaviours based on 
respect, self discipline, fairness, honesty and co operation 

  

All students enrolled at Derrimut have the right to feel safe and be safe. The wellbeing of children in our care will 

always be our first priority and we do not and will not tolerate child abuse. We aim to create a child-safe and child-

friendly environment where children are free to enjoy life to the full without any concern for their safety. There is 

particular attention paid to the most vulnerable children, including Aboriginal and Torres Strait Islander children, 

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

Our commitment to our students  
(a) We commit to the safety and wellbeing of all children and young people enrolled in our school. 
(b) We commit to providing children and young people with positive and nurturing experiences. 
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(c) We commit to listening to children and young people and empowering them by taking their views 
seriously, and addressing any concerns that they raise with us. 

(d) We commit to taking action to ensure that children and young people are protected from abuse or 
harm. 

(e) We commit to teaching children and young people the necessary skills and knowledge to 
understand and maintain their personal safety and wellbeing. 

(f) We commit to seeking input and feedback from students regarding the creation of a safe school 
environment. 

 
Our commitment to parents and guardians 

(a) We commit to communicating honestly and openly with parents and carers about the wellbeing and 
safety of their children. 

(b) We commit to engaging with, and listening to, the views of parents and carers about our child-safety 
practice, policies and procedures. 

(c) We commit to transparency in our decision-making with parents and carers where it will not 
compromise the safety of children or young people. 

(d) We commit to acknowledging the cultural diversity of students and families, and being sensitive to 
how this may impact on student safety issues. 

(e)  We commit to continuously reviewing and improving our systems to protect children from abuse.  
 

Our commitment to our school staff (school employees, volunteers and contractors.) 
(a) We commit to providing all Derrimut staff with the necessary support to enable them to fulfil their 

roles. This will include regular and appropriate learning opportunities. 
(b) We commit to providing regular opportunities to clarify and confirm policy and procedures in 

relation to child safety and young people’s protection and wellbeing. This will include annual 
training in the principles and intent of the Child Safety Policy and Child Safety Code of Conduct, and 
staff responsibilities to report concerns.  

(c) We commit to listening to all concerns voiced by Derrimut  staff, volunteers, and contractors about 
keeping children and young people safe from harm. 

(d) We commit to providing opportunities for Derrimut school employees, volunteers and contractors 
to receive formal debriefing and counselling arising from incidents of the abuse of a child or young 
person. 

● ensuring thorough and rigorous practices are applied in the recruitment, screening and ongoing 

professional learning of staff 
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Purpose of Policy and guidelines 
 

The purpose of this policy is to demonstrate the strong commitment of Derrimut to the care, safety and wellbeing of all 
students at our school. It provides an outline of the policies, procedures and strategies developed to keep students 
safe from harm, including all forms of abuse in our school environment, on campus, online and in other locations 
provided by the school. 

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

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

This policy applies to school staff, including school employees, volunteers, contractors and clergy.  

Principles: 
State schools have a moral and legal responsibility to create nurturing school environments where children 
and young people are respected, their voices are heard and they are safe and feel safe. 
 
The following principles underpin our commitment to child safety at Derrimut PS 

• All students deserve, as a fundamental right, safety and protection from all forms of abuse and neglect. 
 
• Our school works in partnership with families and the community to ensure that they are engaged in 

decision-making processes, particularly those that have an impact on child safety and protection. 
 
• All students have the right to a thorough and systematic education in all aspects of personal safety, in 

partnership with their parents/guardians/caregivers. 
 

• All adults in our school, including teaching and non-teaching staff, volunteers and contractors as well as 
the broader school community have a responsibility to care for children and young people, to positively 
promote their wellbeing and to protect them from any kind of harm or abuse. 

 
• The policies, guidelines and codes of conduct for the care, wellbeing and protection of students are based 

on honest, respectful and trusting relationships between adults and children and young people. 
 
• Policies and practices demonstrate compliance with legislative requirements and cooperation with 

governments, the police and human services agencies. 
 
• All persons involved in situations where harm is suspected or disclosed must be treated with sensitivity, 

dignity and respect. 
 
• Staff, volunteers, contractors, parents/guardians and students should feel free to raise concerns about 

child safety, knowing these will be taken seriously by school leadership. 
 
• Appropriate confidentiality will be maintained, with information being provided to those who have a right 

or a need to be informed, either legally or pastorally. 
 

http://www.gazette.vic.gov.au/gazette/Gazettes2016/GG2016S002.pdf
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Duty of Care (responsibilities and Organisational arrangements) 

Please refer to  

 Staff code of conduct (appendix 1a&b) 

 Child safety Policy including Employment process (appendix 3) 

 Supervision of Students Policy & Procedures(Appendix 4 ) 

 Raising community concerns and complaints process policy (appendix 5) 

 Volunteer Parent helpers policy (appendix 6) 

 Community Participation policy(appendix 5) 
Everyone employed or volunteering at Derrimut has a responsibility to understand the important and specific role he/she 

plays individually and collectively to ensure that the wellbeing and safety of all students is at the forefront of all they do 

and every decision they make.  

The school has allocated roles and responsibilities for child safety as follows: 

6.1 Guide to Responsibilities of School Leadership 

 

The principal, the school governing authority and school leaders at Derrimut recognise their particular responsibility to 

ensure the development of preventative and proactive strategies that promote a culture of openness, awareness of and 

shared responsibility for child safety. Responsibilities include: 

● creating an environment for children and young people to be safe and to feel safe  

● upholding high principles and standards for all staff, volunteers, and contractors 

● promoting models of behaviour between adults and children and young people based on mutual respect and 

consideration 

● ensuring thorough and rigorous practices are applied in the recruitment, screening and ongoing professional 

learning of staff 

● ensuring that school personnel have regular and appropriate learning to develop their knowledge of, openness 

to and ability to address child safety matters 

● providing regular opportunities to clarify and confirm legislative obligations, policy and procedures in relation to 

child and young people’s protection and wellbeing  

● ensuring the school meets the specific requirements of the Victorian Child Safe Standards as set out in 

Ministerial Order No. 870. 

6.2 Guide to Responsibilities of School Staff  
 

Responsibilities of school staff (school employees, volunteers and contractors) include: 

● treating children and young people with dignity and respect, acting with propriety, providing a duty of care, and 

protecting children and young people in their care 

● following the legislative and internal school processes in the course of their work, if they form a reasonable 

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

● providing a physically and psychologically safe environment where the wellbeing of children and young people is 

nurtured 

● undertaking regular training and education in order to understand their individual responsibilities in relation to 

child safety and the wellbeing of children and young people 

● assisting children and young people to develop positive, responsible and caring attitudes and behaviours which 

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

following the school’s Child Safety Code of Conduct 
Preemptive measures to ensure student learning, safety and wellbeing are taken through our employment process, 
registration of teachers and continuous performance and development cycles and professional learning. 
 
As teachers we are required to maintain the highest standards of care for our students. This duty is termed Duty of Care. 
It relates to all aspects of our interactions with students and we have strict legal responsibilities applied to us.  

http://www.gazette.vic.gov.au/gazette/Gazettes2016/GG2016S002.pdf
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Student supervision is central to carrying out these obligations. The following student supervision policy and practices 
outlines the requirements. 

All staff are charged with the responsibility to strictly adhere to this policy.  
 
General Policy 
 

 This policy is reviewed annually to ensure all staff are familiar with the requirements 

 This policy applies to all staff and all students at all times 

 All teachers are required to observe all levels of the procedures established in the Student Welfare and Management 
Policy  

 
Learning Community Supervision 
 
ALL students must be supervised at ALL times by teaching staff. 

 Learning Advisors must at all times to be aware of each student in their care. The development of a 
‘roving eye’ and a good peripheral vision will ensure students are engaged safely in their learning and 
intervention when required, is timely and appropriate. 

 No student is to be  left unsupervised in any area at any time 

 Education Support Staff and parents working with students must be in the learning community or within 
visual contact of the learning advisor who is responsible for Duty of Care 

 
Student Movement 
At all times movement about the school must be supervised, quiet and orderly, keeping in mind the impact on 
surrounding communities. All access to communities is via external doors. This applies to all instances where students 
move as a group  to specialist areas, to sport and whole school Showcase. This minimises the risk of injury or 
inappropriate behaviour, or disturbance/disruption to any other area of the school. 

 Student movement around the school, both internal and external, must be closely supervised and 
within visual and voice range of a teacher. 

 At all times learning advisors must know the whereabouts of, and be responsible for students in their 
care. This applies to students on errands, and to sick students, students going to the toilet 

 Students may only be sent to the sick bay after first contacting Office Staff.  All students must be sent 
with a partner 

 Student visits to the toilet must be controlled and monitored. The procedure must be clearly 
understood, articulated and age appropriate 

 Safety procedures such as in pairs, internal access and movement must be clearly outlined encouraging 
students to go to the toilet during breaks (Children with difficulties in this area must be given 
consideration and allowed access) 

 Toileting Accidents must be dealt sensitively and with regard for the child’s self esteem 

 Specialists must supervise the movement of students around the school and in transitions.  It is not 
appropriate to allow students to “run Ahead” 
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Yard Supervision 
Yard Duty is essentially about student safety and care and must be carried out diligently and conscientiously.  
It also provides the opportunity for  

 learning advisors to interact positively with students right across the school 

 learning advisors to model sound environmental attitudes and practices ie Sun Smart - Hat 

 implementation of student management strategies and restorative practises in non classroom settings 

 promote positive environment 

Yard Duty Procedures 

 The Play advisors must be on duty immediately the bell rings. They are required to walk out with the students as they 
are dismissed. Play Advisor takes precedence over ALL classroom issues. 

 Play advisors are required to follow the Yard Duty Roster as devised and distributed – any changes/swaps must be 
reported to the coordinator via the appropriate form and recorded on the white board 

 Yard duty requires learning advisors to be observant and vigilant. It must be carried out by regularly circulating the 
designated area and responding to visual cues, student behaviour, and issues/incidents reported by students.  All 
incidents /issues must be followed up. 

 All play advisors are required to wear a fluorescent yellow jacket to indicate to students that they are the supervising 
learning advisor; carry the first aid backpack; and employ the emergency card system to support their yard duty 
responsibilities. All staff are  required to wear a suitable sun smart hat in Terms 1&4  

 Hot drinks must be in a sealed mug/food may be consumed while on Yard Duty 
 

Play Advisors are responsible for  

 student supervision in their allocated area of the yard as well as regular checks on toilet and breezeway areas 

 ensuring that all students who are eating or drinking are seated in shady area (this includes all canteen purchases) 

 maintaining the school environment i.e. cleanliness 
 
Only injured students are to be sent for first aid – play advisors need to use their discretion before sending students 
inside unnecessarily (Red card must be issued) Refer students who are ill, ie ‘feel sick’, back to classroom learning advisors 
for clarification of duration, severity etc 
 
All injuries are to be investigated by the Play Advisor in duty. This will be recorded on First Aid Notification Slip. Serious 
injuries or incidents should be communicated to Principal/AP at the conclusion of the Yard Duty session. 
 
An Injury and Incident Report must also be completed if the incident involves  

 Serious Injuries requiring parent contact for medical intervention i.e. breaks or stitches etc 

 Injuries to the head, eyes, teeth or genital area  

 Any piece of Playground equipment 

 Any visitor to the school 
 
The presence of any individual apart from students and staff must be noted and dealt with immediately. Only 
authorised visitors (who will have a signed and dated pass issued from the office) should be permitted to remain in the 
yard and even so their presence must be monitored by the Play Advisor 
 
Site coverage 

 The yard is divided into areas –Agora / PlayPod/Oval/ Stonehenge/ Basketball and Creekbed. Each area has 
playground areas which must be supervised for safe play behaviours and fair and responsible use. All play advisors on 
duty are responsible for supervising the toilets, decking area, bike cage and shipping container. Regular sweeps should 
be made to ensure appropriate use. 

 

 Students must be encouraged to play in the designated areas and explanations regarding these will be part of regular 
community reminders. 
The following applies 

o Out of Bounds Areas – 
  The front of the school 
  The wetlands 
 Car parks 
 Students are also discouraged from loitering near the front fences and talking to persons in the 

street 
o Play equipment safety 

 Only one student waiting on the platform  
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 No hooking, holding, pulling on any student who is on the equipment 
 No running chasing games in or around the equipment 
 No climbing on top of any equipment 

o Ball games 
 No games involving kicking balls on the Agora at any time 
 Balls over fences, roofs etc cannot be retrieved by the student 

o The Canteen and Front of the school are not play areas 

 Play Advisors on yard duty and learning advisors are responsible for both student supervision and the school 
environment ie. Cleanliness. Students should be requested to pick up papers. Each Learning community are assigned 
clean up areas which students and staff are responsible for picking up papers each day. (Assigned areas will be given 
out at the start of the school year) 

 All learning advisors must pay close attention to changeover times, first aid procedures and adherence to school rules. 
NO changeover is to occur outside the Staffroom door as this leaves the yard unsupervised. This changeover should 
used to pass on any games, areas, student issues which should continue to be monitored by the next play advisor. 

 At the conclusion of the each break class teachers must proceed immediately to their class assembly area, to assist 
yard duty teachers who will supervise lining up and the breezeway area until class teachers arrive. Ongoing yard issues 
may be referred to support staff and/or Principal/AP if necessary to enable this to occur. 
 

 
 

 Inclement weather (Wet Day and Hot Day declarations) will be made by the Principal Class Team based on the 
following  

o severity of the weather 
o condition of the yard 
o frequency of either wet or hot days 

Yard duty teachers may advise AP if weather changes during a recess (Students will quietly enter the building and the 
wet/hot day procedures will operate. 

Supervision is undertaken by all staff utilising the Wet/Hot Day Supervision Timetable 

o Teachers will nominate appropriate wet day activities.  
o Students will carry out these activities, sitting at tables or in small groups on the floor 
o No child is to leave the room to go to the toilet, taps or bags without the permission of the supervising 

teacher 
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DAILY TIMETABLE 

 
School begins promptly each day at 9:00am and finishes at 3:15pm. Students need to be at school by about 8:50am 
and should be picked up or walk home by 3:30pm.  Parents, please help your children to establish the habit of 
punctuality.   
 
8:45am   Arrive at school 
8:55am   Students enter school to prepare for start of the day   
9:00am ~ 11:00am  Instruction time 
11:00am ~ 11:30am Morning recess 
11:30am ~ 1:30pm  Instruction time 
1:30pm ~ 1:40pm  Lunch eaten in the classroom 
1:40pm ~ 2:05pm  Lunch break 
2:05 pm   First bell – communities move to designated yard clean up areas 
2:12pm ~ 2:15pm  second bell – communities move to line up area 
2:15pm ~ 3:15pm  Instruction time - Students are dismissed at 3:15 pm 

 
 
Before and After School Duty  

 This supervision is of 15 minutes minimum duration.  

 Before school teachers should ensure students are playing safely.  

 After school, the play advisor must remain on duty until 3.30 and/or all students have been collected. Students 
remaining after this time should be escorted to the office and office staff to contact the parent by telephone. 
Supervision of these students remains the responsibility of the learning advisors/ play advisors or by arrangement 
with Prin/AP. 

 Students who are not collect by 6pm – police to be notified. 
 
Eating Lunch Supervision  

 Student lunchtime should be closely and supervised. This is a valuable teaching time to discuss healthy lunches and to 
monitor student eating habits. This an opportunitiy for the learning communities to discuss lunchtime clubs available 
or share in a community reading experience. All students should have a suitable lunch and staff should be vigilant in 
observing students who do not eat lunch or dispose of uneaten food regularly. Parents to be contacted by home 
room teacher. 

 NUDE FOOD – All lunch Rubbish should be disposed of in the inside bins before students go out to play. 

 Students who take food outside at recess or lunch must sit in shady area to eat it, before playing. 

 Emergency Lunch – Learning advisors to make sandwich for student/s recording name on sheet in the staffroom and 
fill out Emergency Lunch Notice to be sent home with student/s. 
 

Open learning spaces 

 There are no corridors at Derrimut PS.  All rooms are connected internally via open learning spaces.  Movement 
between rooms and specialist areas must be via external doors unless an inclement weather period has been called 
by the AP/Prin. Student movement between activity rooms must be supervised closely 

 Students bags are housed within the learning community.  When students access bags they should be monitored 
with learning advisors positioned so that both the class and the locker can be seen simultaneously 

 The open learning spaces should be kept clear of bags, coats etc for the safety of all. Students should be encouraged 
to look after their belongings by placing them in the cabinets provided. 

 
Line Up 
Each homeroom has a designated line up area at the end of each recess. They should line up in an orderly and quiet 
manner before entering the building for the beginning of each teaching and learning session.  

All Learning Advisors must  

 be on time  

 establish consistent expectations and routines that is aligned with SWPBS Matrix Expectations 

 maintain homeroom order by ensuring that ALL students are ready to enter the room in a safe and respectful 
manner 
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Dismissal  
This should at all times be orderly and supervised. 
Documentation 
The following documentation must be used in relation to student supervision: 

 The official roll is marked using Sentral twice each day at 9:10am and 2:35pm. 

 Sign out register on Sentral signed by Parent/Guardian at the Office for early dismissal. Office manager will call 
learning advisor on intercom to request students to come to office with bag and reason why. If parents arrive at 
classroom please redirect them to the front office. 

 First Aid Pass Card from the yard to the First Aid room during lunchtime  

 Late Passes from Office at Sentral kiosk 

 First Aid treatment advice to parents 

 Telephone calls to parents recorded on the Sentral – Parent Correspondence. 

 Playground incidents are to be recorded on the Student Management Tool to support student playground 
interactions. Homeroom teachers must follow up any unaddressed issues or more serious areas of concern 
through personal or class discussions. 
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Partnering to learn 

Communication with parents 
Please refer to  

 Raising community concerns and complaints process policy (appendix 5) 

 Volunteer Parent helpers policy (appendix 6) 

 Community Participation policy(appendix 5) 
 

Approachability  

 

Open Afternoon & Whole School Showcase 

Derrimut Primary Schools Strategic & Annual Implementation Plan focuses on providing the best learning opportunities 
for our students. We recognize the importance parents and our local community have being active members within our 
school environment and in particular, that of their own children.  
 
We aim is to provide a forum for students and learning communities to showcase to parents and our local community 
work and learning’s that they have embarked on. LETS CELEBRATE.  
 
Our Learning Community Open Afternoon each Friday from 2:45 -3:15pm provides an opportunity for parents and 
careers to enter learning spaces and work alongside their child, examine work or be apart of the activities scheduled by 
students. 
 
Derrimut Whole School Learning Community Showcase is scheduled once a month where learning communities 
showcase to parents and our local community work and learning that they have embarked on.  
 
Community Emailing  

In addition each student and parent has access to the parent portal on Sentral which assists is prompting communications 
with parents within their specific community.  At Derrimut PS we recognise that not all parents have time to come to a 
school and opening the lines of communications with parents enables personalised communication to occur.  Parents also 
have in time access to student data on attendance, reports and work samples 
 

Learning Community Newsletter - School website 

Each learning community is assigned a space on our Derrimut PS website that endeavours to provide parents with a 
personalised snapshot of events, student learning, news and announcements that is occurring in your child’s learning 
community. Specialist teachers have created interactive sites for students to contribute their learning and upload 
evidence of learning 
 

 

 
 
Sentral Parent Portal 
All parents and guardians have access to their child’s academic progress, attendance records and the students learning 
portfolio throughout the year and for student led conferences.  Homework and links to resources are also placed on the 
portal for parents to be fully informed and be active partners in supporting their child’s learning beyond the school gates. 
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School Wide Positive Behaviours (SWPBS) 

 

                                                
 

 
To improve student engagement with learning through building student wellbeing and positive working relationships 

among all students. 

 

Build the capacity of teachers to develop wellbeing and engagement strategies conducive to the production of effective 
learning environment in conjunction with parents and the community. 

 

 
There are four main beliefs underpinning our work: 
 

 All learning/ knowledge is socially constructed 

 That learning is everywhere not just at school 

 That learning together to solve problems develops social justice and cohesion 

 That the learning has to be meaningful to the student and the students learning 

School Wide Positive Behaviours (SWPBS or PBS) 

Derrimut Primary School follows the PBS approach. This is a whole school approach to creating an environment, which 

encourages effective learning through the development of a positive, calm and welcoming atmosphere. We encourage 

positive feedback to students that endeavours to teach and redirect expected behaviours. We recognize that learning 

social skills and socially acceptable behaviours is a process, which everybody moves through at a different pace. Learning 

appropriate social skills is seen in the same light as the teaching of reading, writing and numeracy. Some students need 

more assistance in some areas and less in others. 

 

All Learning Communities link expected behaviour back to our four core values.  

Academic Rigour, Respect, Leadership and Teamwork. 

Our whole school approach to cognitive and emotional engagement has led to a consistent and supportive environment 

in which students flourish.  Underpinning programs at Derrimut Primary School is the belief and commitment to the 

school’s vision: 

 
“A place to grow and thrive” 
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What is School Wide Positive Support? 

SW-PBS is a school wide process for developing and teaching appropriate and positive behaviours by teaching, modelling 

and rewarding expected behaviour. It is a whole school process for addressing discipline, safety and learning outcomes.  

 

SW-PBS is not a specific “model” but a compilation of effective practices, interventions and systems change strategies 
that have a long history of empirical support.  
 

Why SW-PBS? 

Historically, educational institutions have focussed on discipline as mainly reacting to specific student misbehaviours by 

implementing punishment based strategies. For example, reprimands, loss of privileges, suspensions and expulsions. 

Research has shown that the implementation of punishment, and in the absence of other positive strategies, is 

ineffective. Introducing, modelling and reinforcing positive social behaviour is an important step of a student’s 

educational experience. Teaching behavioural expectations and rewarding students for following them is a much more 

effective approach than waiting for misbehaviour to occur before responding. 

  

Implementing SW-PBS improves schools’ climate and helps keep students and teachers in safe and productive 

classrooms by:  

 reducing disciplinary incidents (including suspension and expulsion rates)  

 improving attendance rates 

 increasing a school’s sense of safety and atmosphere 

 supporting improved academic outcomes 

 

A multi-tiered approach to prevention: 

The premise of SW-PBS is that continual teaching; modelling, recognising and rewarding positive student behaviour will 

reduce unnecessary discipline and promote a climate of greater productivity, safety and learning. PBS schools apply a 

multi-tiered approach to prevention, using disciplinary data and principles of behaviour analysis to develop school-wide, 

targeted and individualised interventions and supports to improve school climate. 

 

What are the Guiding Principles of SW-PBS?  

1)  Student behaviour can be changed  

2)  Environments can be created to change behaviour  

3)  Changing environments require change in adult behaviour  

4)  Adult behaviour (teaching) must change in a consistent and systematic manner  

5)  Systems of support (effective instructional environments) are necessary or both students and adults.  

 

What are the components of SW-PBS?  

 An agreed upon and common approach to discipline  

 A positive statement of purpose  

 A matrix of positively stated expectations for staff and students  

 Procedures for teaching the expectations  

 A continuum of procedures for encouraging expected behaviours and discouraging inappropriate behaviours  

 Procedures for monitoring the effectiveness of the systems  

 
SW-PBS is the integration of Four Elements. 

 

Outcomes – Academic and behaviour targets that are endorsed and emphasised by the school staff, students 

and their families. 

Practices - Interventions and strategies that are evidence based. 

Data – Information that is used to identify status, need for change and effects of interventions Systems – 

Supports that are needed to enable to accurate and durable implementation of the practices of SW-PBS.  

 

DATA 
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Data is collected to support the SW-PBS leadership team and staff by providing:  

 Baseline Data 

 Guiding Implementation 

 Making Judgements about implementation progress  

 Measuring progress 

 Adjusting school based responses to meet school and individual student needs  

 

The following tools are used by Derrimut Primary School to collect data, inform practices and improve efficiency and 

effectiveness of systems.  

  Incident Data (Sentral) 

Incidents in Classroom and Non classroom setting recorded by each learning advisor to track each incident 

involving a student, what occurred and what the consequence was.  

  School Wide Evaluation Tool (SET) 

The SET is designed to assess and evaluate the critical features of school wide effective behaviour support across 

each academic year. Baden Powell College completes the SET in the middle of each calendar year. The SET is 

completed by the external coach.  

  Effective Behaviour Support (EBS) 

The EBS is used by school staff for the initial and annual assessment of effective behaviour support systems in 

the school. The survey examines the status and the need of improvement of the systems.  

 School Wide Discipline Systems 

 Non Classroom Management Systems 

 Classroom Management Systems 

 Systems for Students engaging in problematic behaviour  

 

Derrimut PS completes the EBS in Term 1 each year. We have utilised the electronic program Google forms to collate the 

responses from staff members. This has proved effective for tracking areas of concern and improvement.  

 Attitudes to School Survey Yrs 5/6 & yr 3/4 

Derrimut students complete this survey to track their engagement and attitudes to school.  

 Suspension and Expulsion Data  Our Internal Coach and school leadership analyse the suspension data to ensure 

tertiary students are supported and interventions are actioned.  

 Play for Life Survey 

 CASES 21 Data 

Our Internal Coach and school leadership analyse the attendance data to ensure students are supported with 

their engagement and attendance. Interventions are in place for the whole school, individual student struggling 

with attendance and lateness.  

 Team Implementation Checklist (TIC) 
The TIC is designed as a checklist for the SW-PBS leadership to measure commitment, support and 
implementation. It provides the basis for the action plan and is completed each semester. This is actioned by our 
Internal Coach.  

 Anecdotal Evidence 
Collected by Teachers, Wellbeing, Education Support Officers and Leadership regarding specific targeted areas.  

The practices support student behaviour by providing interventions and strategies that are evidence based by providing:  
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Behaviours Intervention Pyramid 
DPs is about supporting the growth and progress of students as they develop in their self-management, and social skills 
We develop people who are able to be independent in their positive choices of behaviour, are able to restore 
relationships and recognise and learn from their mistakes. 

Intervention means the teaching and learning challenge to be recognised and the strategies appropriate to the level of 
struggle 

first wave second wave third wave intervention 

 

 

 

Assessments Include: 

 Benchmark, Observation Survey, MOL, 

ILP, Letter ID, PAT Maths, PAT Reading,  
Literacy Milestone Document, Fountas and 
Pinnell Benchmark, Ongoing  Running 
Records, Functional behaviour (FBA) yard 

or classroom recorded incidents 

Assessments Include: 

 Speech, functional Behaviour, 

Occupational Therapy, Psychologists, 
ENQ, Student Support Group meetings  

and learning plans. 

Assessments Include: 
Fortnightly running records, conference notes, GR, RR 
anecdotal notes, moderation, learning continuums, Rich 
performance tasks, workshop planning documents, 
Fountas and Pinnell. Reading assessment collaboration 

civics and citizenship and character rubric 
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Initial response to minor major and sever behaviours 

Then instigate  1st 2nd or 3rd wave intervention 

Multi-Tiered Behaviour Approach 

 

 

 

 

 

 

The Sentral Management System is a way of tracking student information across years and by multiple people.  It is 

important to keep the information in a central location as this enhances communication, transparency and accuracy when 

dealing with parents and the wider community regarding possible issues or concerns.  This is also a way of documenting 

incidents and correspondence which occur. This data is drawn upon when supporting student needs and discussions with 

parents.  Sentral is accessible at school and home via the internet. 

Incident Logging  

Style Guide: when logging in incidents/ parent correspondence on Sentral 

 Ensure that date and time are accurately recorded of when incident took place, even if follow up the next day or 

recording on the Sentral the following day. 

 Remove all judgements – Record the facts  
Who did it involve?/ Where to the incident take place?/ When did incident occur?/ What happened? Was their a 
consequence ? Were parents contacted? (record discuss). 
Eg Jason reported that a child in the agora was pushing him.  That he had been pushed over 5 times. Jason was 
visibly upset and crying.  When asked to identify child he pointed to Jane.  I observed Jane running through 
Agora.  She was pushing two other children.  Etc, etc etc 
eg. David stated that “It was fun to annoy Heather.” That she had called him a “(insert swear word here)” 

eg. Garry spat at ??? 

 When recording correspondence/ discussion from students or parents, it important to accurately record what 
was said – then means recording any inappropriate language word for word etc. 
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 Establishing an Environment that is conducive to learning  (First Wave) 
In a climate of mutual respect and co operation the students at Derrimut Primary School are supported to develop 
appropriate academic and social behaviours, which will enable them to participate fully and positively in all aspects of 
school life. Skills and strategies to deal with issues are articulated and modelled, resolutions are negotiated and 
consequences are appropriate, fair and reasonable. See eg of co-constructed positive behaviour matrices aligned with 
school values  

 

 

 

 Acknowledge Appropriate Behaviour (Positive rewards/acknowledgements i.e. verbal response, certificate in 

community, whole school certificate). Providing feedback to students is an essential part of their learning and 

development and therefore can be done individually, in groups or as a whole community. Each community at the start 

of each year and term are expected to sets up and revise classroom expectations supported by consequences and 

rewards. At Derrimut we encourage learning advisors and students to co-develop expectations, consequences and 

rewards that are visually displayed for all students and staff to see and refer to. 

Acknowledgement of positive behaviour is not praise.  Praise and over the top acknowledgement raises authority 

dependent children and adults.  Recognition for bravery, letting their brain and not their emotions be in charge and 

effort and having learned something by making mistakes, however supports children to be resilient and independent 

in developing a sense of ethical and empathic choices. 

 Campfires, Waterholes & Caves (Refer to appendix 5- Campfires in Cyberspace: Primordial Metaphors for Learning in 

the 21st Century – David Thornburg         

Caves : making meaning for ourselves 

Watering holes: replenishing ideas, gathering more information 

Campfires: reflection and to share learning stories 

Life: the application of what we have learned 

 

 Continuum of Strategies to Respond to Inappropriate Behaviour  (Refer Appendix 8a)-  General Procedures for 

Managing Behaviour ) 

 Active Supervision – is a monitoring procedure that involves 3 components; moving, scanning and interacting 

frequently. 

 Multiple Opportunities to Respond – by providing multiple opportunities for students to respond Increases student 

engagement with instruction, allows for high rates of positive, specific feedback, limits student time for engaging in 

inappropriate behavior and is an efficient use of teaching time.  This involves the teacher giving an instructional 

question, statement or gesture seeking an academic response from students  or a  teacher behaviour that prompts or 

solicits a student response i.e. Reading aloud, writing answers to a problem, verbally answering a question, 

responding to a teacher’s cue. 

 Academic Success & Task Difficulty - Task difficulty is one of the primary curricular variables that can set the occasion 

for problem behaviours in the classroom. Any mismatch between student ability and task difficulty is potentially 

problematic.   

 6:1 Strategy provides staff with the opportunity to name and notice six positives to one negative. No easy task- but 

with practice we do know that staff and students emotional wellbeing is significantly improved.  (6 to 1 Does not mean 

praise.  It means recognition of when students have used their brains instead of emotion, being brave and trying for 

personal best) 
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 Systems and Routines (Learning Community) Create a setting that is: Predictable, consistent, positive, promotes 

student independent behaviour (reduce prompts), enhances the environment and enables students to function to the 

best of their ability.  This involves; procedures and routines  that are taught and understood by all i.e. hands up to 

answer a question means everyone puts their hands up.  Lining up means everyone is clear on where to line up and 

this is the expectation in two lines and visual timetable/ schedule for the day is always be displayed at the start of the 

day. 

 Community Expectations are clear, specific and visible – Community expectations matrix needs to be specific to 

classroom and non-classroom expectations related to school values. Learning advisors are required to name and 

notice modelled behaviours from students referring to community expectation matrix. 

Restorative Practices 

Restorative Justice: Model of school practices 
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Strategy Restorative conversation 
Derrimut PS is committed to a Restorative Practice approach and these principles provide the stimulus to openly discuss 
any behaviour or situation, which creates disagreement, conflict or disruption.  In all cases a negotiation, resolution, 
agreement and repairing or restoring the relationships is aimed for. 
 

Tools and Strategies for restoring relationships and behaviours for learning 

   
  Restorative Practices aims to model behaviours, reteach and importantly restore relationships. 
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Chill Out Zone  

Refer to  
Initial response to support for behaviours non-classroom settings (appendix 8) 

 
The chill out zone is located in the P-2 Art space.  It is set up to accommodate either as a place for chill out time or to 
support students to reflect using a restorative conversation with a learning advisor. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Chill Out Zone Guidelines:  
Chill Out Zone is open every day from 1.40pm – 2.15pm in the P-2 Art space.  Two teachers are scheduled on each day 
one to run the chill out time and one to conduct the restorative conversations. 
 
Learning Advisor Role- for chill out time 
Monitor students who attend.  May redirect to a lunch time club or bring to the attention of homeroom teacher as they 
may need a play plan to re-engage in outside play 
For chill out time students are able to self select 
Students attending chillout time and or lunch time clubs will be monitored.  May be recommended for a play plan or 
redirection into outside play depending on analysis of patterns of attendance. 
 
Learning Advisor Role- for reflection time 
To take part in a restorative conversation with the students to understand why the incident occurred and to support the 
student in reflecting on the choices they made and what choices they will make in the future. This conversation is about 
repairing the relationship (see pg 17) 
This is recorded on Sentral.  For reflection time students are directed there by a learning advisor.  The learning advisor 
who witnesses/or is told about the behaviour is to send the student/s to Chill Out Zone.  The Learning Advisor records the 
incident on SENTRAL 
 
Reflection time will be monitored regularly by wellbeing leader. After 3 occasions in reflection time a parent meeting 
needs to be scheduled with a team leader, leading teacher, AP or Principal to analyse the need for a second wave 
intervention.  Ie ( a positive behaviour booklet, behaviour management plan, communication book play plan, friendship  
plan social skills)  
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Student Wellbeing Toolkit    

Each community will have a Wellbeing Tool Kit.  The Wellbeing Kit has been designed to meet the social and emotional 

needs of students.  It has a range of equipment including sensory toys, finger grips and stress balls as well as visual cue 

cards and games so that it can meet the wide range of needs of the students within your Home Group and Learning 

Community.    

It can be used for a range of purposes; 

 Calm anxious students  

 Provide stimulation needed for students with Autism (using Sensory Toys) to assist in their listening, staying still, 
and keeping hands to themselves 

 Assist in calming students who are angry or upset due to conflict (using Sensory Toys) 

 Provide cues during restorative discussions with students (Calm Cards and Feeling Bears) 

 Assist students in the communication of social and emotional needs (Help Cards and Feeling Bears) 

 Provide students with an opportunity to explore the school’s values and what they look like (Value Game) 

 Develop conflict resolution strategies (Problem Solving Game)  
Each kit has a list of items so that we know what was put into it and it is the responsibility of the community to check that 

the kits are maintained and all items go back into the kit.  If item become broken or lost and this is noted by the 

community a post it needs to go into the kit with the missing items and the wellbeing officer needs to be notified via 

email so they can order the items necessary.   

Play Pod 

Play Pod 
The Pod is a purpose built “modified” shipping container filled with high 
quality loose parts play materials -clean, safe scrap otherwise destined 
for landfill. The play involves, doing, exploring, discovering, failing and 
succeeding –all important in the development of the child. It’s the short 
journey to imaginary space shuttles, caves, castles, fairylands and 
robots. Based on hugely successful models in the USA and the UK, 
the POD transforms the playground to make it into a more 
creative, innovative and friendly space for our children . Not only is 
play fun, it is how children learn and is one of the principle ways in 
which their brains develop. Play teaches children the skills they need to read, share, create, and become happy, well-
adjusted adults. 
 
The Pod is aims to: 

 further improve our students’ social skills and emotional intelligence while introducing them to imaginative, 

problem solving, co-operative fun play. 

 Provide opportunities for students with learning difficulties, behavioural issues, poor social skills and isolates can 

partake of the playing in a friendly non-confrontational way. 

 decrease bullying, teasing and discrimination and increase attendance.  

 a more active playtime by developing imaginative play  

 Staff and volunteer parents will also be developed professionally so that they can assist children in the safe use 

of the scrap without impeding their imagination.  

 The Pod will also show students and parents that scrap is a valuable tool in play 

View the Pod on Youtube by visiting http://m.youtube.com/watch?v=tpqclzO9Ylw 
 
 
 
 
 
 
 
 

http://m.youtube.com/watch?v=tpqclzO9Ylw
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Monitoring Student Wellbeing in the Playground 
 
Playground Data 

A valuable way to ensure every student is supported to develop and maintain positive interpersonal relationships is to 
implement a process to encourage students to articulate their experiences of play and social interaction in the yard. 
 
Purpose 
This data can then be used to understand  

 the development of social skills needed,  

 the development of empathy and  

  the design of the play spaces to encourage cooperative play 

 To provide a whole school record of student well being and specific data on student interactions 

 To ensure the structures strategies and practices are matching the social and emotional learning needs of 
children 

 
Process 
 
This is done through the collection of playground data via “Play for Life’ online survey tools.   
The year 3-6 students complete in term 2 online 
Year P-2 students are assisted by school captains and buddy classes to complete the survey. 
 
Building social skills  “Play is the Way” by Wilson Mckaskill 

Derrimut primary school develops students ability to self sooth , have empathy and to collaborate  through 
developing the ideas of learning through play. 
The students and teachers work around the 5 life rafts 

 Life raft 1 

If someone is unlike you, seek to understand them. 

TREAT OTHERS AS YOU WOULD LIKETHEM TO TREAT YOU 

 Life raft 2 

If you don’t know why you’re doing something then don’t do it because it’s most likely wrong. 

HAVE REASONS FOR THE THINGS YOUSAY AND DO 

 Life raft 3 

We don’t come to school to be better than others. We come to school to better ourselves by being able to 

work with others. 

PURSUE YOUR PERSONAL BEST NOMATTER WHO YOU WORK WITH 

 Life raft 4 

We do the right thing because it’s the best thing to do. 

IT TAKES GREAT STRENGTH TO BESENSIBLE 

 Life raft 5 

School is about stepping bravely into the unknown. The unknown is often uncomfortable. The braver you 

are, the more you learn. 

BE BRAVE – PARTICIPATE TO PROGRESS 

 SELF-MASTERY CHECKLIST: 

1. Am I doing the right thing or the wrong thing? 

2. Am I having a strong moment or a weak moment? 

3. Am I being my own boss or am I inviting my teacher to be my boss? 

4. Am I running away from the problem or am I dealing with it? 

5. Is my teacher trying to help me or hurt me? 

6. Are my feelings in charge of my actions or is my thinking in charge? 

BE THE MASTER, NOT THE VICTIM OF YOURFEELINGS 
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Lunchtime clubs 
Lunch time clubs is an important part of the development of caves watering holes and campfires philosophy.  The 
environment is the third teacher both inside and outside.  Therefore students must have opportunities to make 
strong choices, make and learn from mistakes and have opportunities to practice the social skills of empathy and self 
regulation  To ensure that all students are catered for and engaged in positive play, building social skills and 
developing passion for learning and discovery the lunch time clubs are developed in response to student interests 
and social development needs.  They are based on the concepts of sustainability, curiosity and collaboration. 
Each term learning advisors will have the opportunity to nominate a lunchtime club.  Lunch time clubs count as a yard 
duty and are recorded within the play advisor timetable. 
Students who attend lunch time clubs are recorded on Sentral.  Attendance is monitored by wellbeing leader to 
ensure any learning, social or emotional needs are being addressed. 
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Second wave intervention 

Refer to: 

FBA (Functional Behaviour assessment) (appendix10) 

Guide to bullying prevention (appendix 12) 

Cyber bullying and harassment prevention Policies (appendix 13) 

Acceptable use for staff and students (appendix14) 

social media (appendix 15) 

Pre work may be an FBA (Functional Behaviour assessment) (appendix10) Depending on what is discovered will 

determine the pathway teachers choose to support the student in positive behaviour Leading teachers will support 

teachers if they are unsure of the process or the appropriate strategy.   

Functional Behaviours Assessment (FBA) ( Refer to Appendix 10) 

The Functional Behaviour Assessment is a process for determining the reason or reasons why a student engages in 

inappropriate behaviours by identifying predictable relations between the behaviour and the environmental conditions in 

which it occurs.  The criteria for a Functional Behaviour Assessment is if the child is; dangerous to self and others, 

dangerous to property, interfere with learning of self or others, socially isolates themselves.   

Teacher contacts the parent for a meeting to discuss the concerns with behaviour and the impact on their learning and 

develops a wellbeing ILIP  (appendix 9) 

(Name) can  

A strength that they can do and build on 
consistently.  

Must have evidence that they can demonstrate  
You can have more than one can statement.  

 

Name will—1 GOAL  

Mention 1 strategy that the student will work on  
Example words—Resolve, Name, express, Reflect, 

Listen, Respond  
 

In the next 5 weeks, the school will  

Needs to link directly to the goal.  
Write what tool or strategy the student will use to 

support the goal  
 

You can  
This can be a parent goal, Example, attendance goal.  
Use words such as Model, name, discuss  
Know the family, can they do this at home? Be realistic  

 

 

Strategies to choose could be: 

 Behaviour support contract 

 positive behaviour/ communication books 

 Implementation of visual timetables 

 Reward of bravery and effort to improve learning 6:1 

 Social skills 

 Play plan (appendix 11a) 
It will be a wellbeing ILIP based on social /emotional needs it is extra support for redirection into first wave management 

of behaviours 

 

If behaviour is escalating or strategies not working an FBA or analysis of data on Sentral will be needed to accurately 

describe the behaviour to be changed 
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Third wave intervention 
Refer to: 

 FBA (Functional Behaviour assessment) (appendix10) 

 Guide to bullying prevention (appendix 12) 

 Cyber bullying and harassment prevention Policies (appendix 13) 

 Acceptable use for staff and students (appendix14) 

 social media (appendix 15) 
 

 

Behaviour plan written in conjunction with Wellbeing leader, allied health if appropriate and parents  This plan is 

supported with SSg’s  and describes the proactive strategies to support correct behaviour and  then the reactive 

strategies.   

Template (appendix 11) 
: Proactive Intervention Strategies  

Desired Behaviour Strategy 

Interacting appropriately with other students in the classroom and out in the 

schoolyard. 

Seated with other students 

Other students non reactive to behaviours  

Planned and structured community & lunchtime group work/ activities. 

 

Reactive Strategies  
Behaviour Strategy 

Xxxx arrives at school agitated and unsettled, after recess or 
lunch.  

Exit strategy – Xxxx to be collected by PCO team and placed in quite 
space in resource centre. Xxxx to participate in activity in quite space. 
If behaviours escalate Parent/guardian to be notified. 

 

Functional Behaviours Assessment (FBA) ( Refer to Appendix 10) 

The Functional Behaviour Assessment is a process for determining the reason or reasons why a student engages in 

inappropriate behaviours by identifying predictable relations between the behaviour and the environmental conditions in 

which it occurs.  The criteria for a Functional Behaviour Assessment is if the child is; dangerous to self and others, 

dangerous to property, interfere with learning of self or others, socially isolates themselves. 
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Anti-bullying and harassment Guidelines 
Student Welfare – Anti-Bullying & Harassment Prevention 
Please refer to 

 A Guide to Bully Prevention: A Guide for teachers, students and families (appendix 12) 

 Bullying, cyber bulling and harassment prevention policy(appendix 13) 

 Acceptable use policy students and staff(appendix 14) 

 Social media policy(appendix 15) 
Aims 

 To empower students and teachers with appropriate strategies that will enable them to build a safe and supportive 
environment for all 

 To provide strategies and tools that aim to develop resilience in students  

 To nurture in students a sense of empathy for the target when witnessing a bullying incident and an ability to follow 
through with safe and sensible bystander actions 

 
Program 
The program for Anti Bullying is all encompassing and focuses on developing knowledge, skills and strategies as follows 
 
Students will be able to 

 identify bullying behaviour 

 engage in responsible reporting when witnessing or experiencing injustice 

 demonstrate a repertoire of self management strategies 

 build resilience so as to free oneself from thinking like a victim 

 feel empathy for targeted members of the school community and, as a result, take safe and sensible action as a 
bystander 
 
 

Teachers will be able to 

 acknowledge that bullying is a shared responsibility for both staff and students in all areas of the school 

 implement prevention and intervention strategies as appropriate 

 empower students to deal with conflict in constructive ways 

 create opportunities for students to develop a  social conscience and to be able to act on this as the occasion arises 

Implementation Strategies 

The following strategies will be implemented:  

Prevention strategies 

To ensure a positive and supportive learning environment for all, we 

 articulate shared values, beliefs and attitudes with the whole school community 

 provide an environment of mutual support and respect 

 encourage quality relationships between student and teacher, student and student, teacher and teacher 

 provide students with a clear understanding of bullying – its definition and its ramifications  

 provide quality playground supervision 

 provide opportunities for students to voice concerns and formulate solutions 

 provide shared student management practices both in classroom and in playground 

 provide an inclusive and equitable classroom 

 provide curriculum that promotes resolution rather than conflict 

 provide opportunities for all to articulate and practice skills in  conflict resolution, empathy and assertiveness 
training, negotiation, mediation and problem solving 

 explore values and attitudes regarding bullying behaviour 

 identify and consider alternative behaviour to bullying and victim responses 

 identify and consider the consequences of both bullying and victim behaviour 

 develop communication skills to ensure that students always seek support if they have concerns 
 
Intervention Strategies 
Derrimut Primary School uses a whole school consistent approach to all incidents involving bullying. 
All staff members are committed to a common response to bullying incidents which will include 
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 a philosophy of resolution rather than punishment 

 school wide use of the Restorative practices Approach 

 classroom programs teaching and developing wheels of choice or “stop think do” strategies  

 speaking respectfully and directly to all those involved in an incident 

 handing over responsibility for the solution to the ones involved 

 providing opportunities to discuss and explore possible solutions that may resolve an issue 

 expect the solution to be implemented by students 

 following up and following through on every incident 

 steer students towards positive outcomes 

 encourage empathy for each other 

 document and follow up on each incident 

 inform AP/Welfare coordinator of concerns  

 bring serious or constant incidents to the attention of the AP/ Welfare coordinator or Principal 

 speak with and listen to all parties 

 place responsibility for resolution rather than blame - discuss choices with students 

 articulate  a variety of strategies for students in different circumstances 

 promote assertiveness rather than aggression as a response 
 
Assessment & Evaluation 
Assessment and evaluation will be on going components of all Student Wellbeing processes, procedures and programs. 
There will be constant monitoring, intervention as required, adjustment to programs and practices and articulation of the 
school ethos. 
  
Open communication and clearly established processes and procedures will support a consistent approach to both 
wellbeing and management for all students. All situations and incidents will be responded to in a fair and supportive 
manner.  
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Caring for Special Needs 
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Program for Students with Disabilities 

 Please refer to: 

 PSD Learning plan and SSG minutes (appendix16) 
The Program for Students with Disabilities Management System (PSDMS) is designed for use by schools, regional and 
central offices. It provides up-to-date information and supports processes associated with funding applications, eligibility 
evaluations and budget reporting. It is school responsibility work closely DEECD Psychologist and support staff to prepare 
and submit application once consent have been received from parents. PSD Applications must meet specific criteria and 
can only be submitted under one category listed below: 

 Learning Disability    Language / Speech 

 Behaviour/ Emotional    Possible Giftedness 

 Family Issues     Physical Disability 

 

Out of home care 
Please refer to: 

 PSD Learning plan and SSG minutes (appendix16) 

 Out of Home care policy (appendix17) 

 Out of home care checklist (appendix18) 

Out of home care refers to students that are in kinship care or in the foster system. For this purpose we are referring to 

students in out of home care under court orders  
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Referral Process for Additional Support 

 
Assistant principal and home teacher to organise a meeting with parents/ carers to obtain background information and 
consent to activate DET Psychologist and Speech Pathologist or school Allied Health Team. 
 
Please Note: Obtaining consent is a delicate conversation therefore there should not be NO mention to parents during 
meetings relating to a diagnosis. We leave this to our school psychologist. 
 
Once consent is obtained DET Psychologist and Speech Pathologist (SSSO Team) are activated. 

 

 
 

 

 

 

Evidence collected by homeroom teacher is examined SSSO and schools key 
contact person (Paul 

Possible Actions: 

 Student / teacher/ parent support  

 Request parent for student to have audiology/ vision test 

 Referral to GP to pediatrician – assessment (12month+ waiting period) 

 Homeroom teacher to complete Vineland Adaptive Behaviour (DET Psychologist to 

assist) to determine needs and eligibility. 

 Conduct language assessment. 

 Referral to Assessment Australia (if eligible) 
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Parents/ Carers and homeroom teachers are continually kept up to date related to assessments 

conducted and or further action required. 

 

 

 

 

The PSD process can be a timely process and although a submission is made to the Department does 

not it will be successful. Once diagnosis is made and student meets criteria for funding. School to 

collated and prepare PSD application 

 

 

 

Student Support Group Meetings (SSG) Refer to Appendix  16 

Student Support Group Meetings are scheduled each term for students who have a diagnosed 
disability. The meeting aims to target specific learning outcomes and strategies for each student, 
parents, learning advisor and Welfare Officer are present to track and discuss student process. 

 

 

The above assessments and actions are dependent upon each other to formulate diagnosis 

and eligibility for Program for Students with Disability funding. 

 

School to organise Student Support Group Meeting to conduct Educational Needs 

Questionnaire (ENQ) with school key contact person, homeroom teacher, parents/ carers, 

psychologist, speech pathologist, external agencies (RCH, DHS, Visiting Teachers etc) and 

external DET Nominee. 

 

 

Formulate student goals from ENQ and collate and send off application to Department of 

Education. 
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Mandatory Reporting 

Refer to Mandatory reporting policy (Appendix 19) 

Refer to Child Protection Reporting Obligations ( Appendix 41) 

1.1 Flowchart – Responding to a possible mandatory reporting 

concern
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Notes 

 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responsibilities: 

 You are legally obliged to make a report to the Child Protection Service if you believe on reasonable grounds that 
a child is in need of protection 

 You must make a report without delay, leadership team to support you through this process.  It is best to err on 
the side of caution.  If leadership is unavailable you are required to make a report on the same day as the 
disclosure of identification of concern.  Do not wait until leadership are available (eg all out at PD/conference) 

 You are required to make a report each time you become aware of any further grounds for your belief 

 It is your responsibility to report the disclosure – it is not the responsibility of your principal, another teacher 

 report the facts using your notes 

 Self harm disclosure:  A report is only made to DHHS if there is potential harm for the child in 
the home environment 

See wellbeing AP or LT to discuss ASAP   
If unavailable see PCO team 

-get support, discussing what you have observed, or what had been disclosed and compare notes. Use the 
flowchart to choose correct reporting procedure    
 

A disclosure is made/ You have concerns regarding a child’s 
emotional/physical safety You have formed a view re the safety needs of a child 
see flowchart or appendix 41 
- 

Make notes/ observations 
-record what you observe/what has been disclosed to you.  Date and sign the entry.  Make a decision with support from leadership 
to the type of report to be made Do not asking leading questions during a disclosure 
Potential signs of child abuse: 
-physical signs of abuse or neglect 
-behavioural signs of abuse or neglect (showing little or no emotion when hurt, wariness of  parents, alcohol, drug misuse, age 
inappropriate sexual behaviour, stealing food, excessive  friendliness to strangers or wearing long sleeves and trousers in hot 
weather to hide bruises. 
-If the child discloses they have been abused. 
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Enrolment  

Please refer to  

 Enrolment policy (appendix 20) 

 Out of home care policy (appendix 17) 

 Transition policy (appendix 21) 
 
Enrolling at Derrimut PS 
All students enrolling at Derrimut PS will commence school 48 hours after enrolment forms have been handed to the 
office. This will enable 
 

  Enrolment forms to be reviewed and processed 

 Transfer of Students files – once consent obtain from parents (faxed to school by office staff) 

 Follow up time for student Files 

 

Students enrolments that meet the below criteria will require an interview 

 PSD type of questions    Interview with Wellbeing AP 

 DEECD Intervention/ Support    Interview with PCO team 

 ESL student Sub Class     Interview with PCO team 

 Court Orders     Interview with PCO team 

 Out of Home Care   Wellbeing AP 

 Transfer from another school not in estate ----- Interview PCO  

Enrolment Guidelines 
1:  Live in DET Polygon area  

 start within 48 hours once enrolment form is lodged 

 Out of home care (DHS, Shelter, visitors to a family) appointment to be made with Principal or AP’s Once They 
have met and accepted the enrolment start with 48 hours or at a time to be advised 

2: Coming from out of area or another school   
Neighbouring school: address of student not within polygon 

  appointment made with Principal or AP’s 

 If enrolment accepted, start beginning of next term after census. Ie beginning semester 1 or semester 2         

 Decision to accept enrolment will be in line with guidelines of DET and DPS policy and strategy instigated 
when school reaches capacity to offer places to local students          

   Checklist: Follow enrolment procedures for office staff 

 Load in to system,   

 Class allocation,   

 Book Pack,   

 Student Induction Checklist 

 Loaded onto Sentral 

 Photo uploaded 

 Inform A&R coordinator if family will require Interpreter , their Home Language                

 5:Documentation checklist constantly updated 

 First Aid,  

 Head Lice,  

 Local Walking Excursions,  

 Use Of the Internet, Book Pack, 

 Ipads 
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Transition 

Our aim for transition as a school is to; Develop whole school processes and programs to provide a seamless and 
sequential learning journey with effective transitions into, through and from the school for all students.  This involves a 
range of processes from Kinder to Prep, throughout each year, the transition from one year to the next and from Year 6 
to Secondary School.   

Kinder – Prep  

The transition from Kinder to Prep is a very important time for new students and their families.  There are a range of tasks 

and strategies put in place to support the transition process.  Transition organisers are the Prep mentors who backward 

plan with the support of leadership staff the transition process from the previous year to starting prep and beyond.   

Transition from Kinder to Prep involves; 

 advertising at and making relationships with the Kinders in the area to encourage parents to come to the school 
tours or beginning information night in May 

 developing presentations for both the May initial information night and November night for enrolled families  

 organising transition afternoons where enrolled students attend classes at the school and teachers observe the 
students to gather data 

 sending home important information for the following year when starting school (countdown calendar, 
scrapbook, bookpack etc.) 

 meeting with each child for a one hour interview in the first 4-5 weeks of school to gather data  

 learning advisors receive ‘Transition Document’ from each Kinder in order to provide value information relation 
to each students social, emotional and academic development to support smooth transition into primary school 
setting. 

Transition is an important process for all involved as it creates the first connection between schools and 

community/home.   

Within school transition  

To enhance within school transitions learning advisors participate in moderation professional learning afternoons where 

they are able to discuss student work across the school to develop a developmental continuum.  Staff also report on 

students’ abilities, goals and learning against standards so as to inform parents but also the next year’s teacher so they 

are clear on each student’s abilities and can begin teaching them strategies that match their needs as soon as possible.  At 

the end of each year Learning Advisors also fills in a transition document which gives the next year’s homeroom teacher a 

snapshot of the student and encourages communication.  

Year 6 – High School 

Students who are in year 6 and their parents attend an information evening where ex students and teachers from 

secondary schools discuss the transition process.  Families are then expected to fill in a form which states preferences 

regarding high schools and this is collated and forwarded by the 5/6 transition leader.  The Year 6 students also have a 

farewell at the end of the year to celebrate their time at Primary School and assist them in journeying to Secondary 

School.  
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Absence and Lateness 

 
Please refer to 

 Absenteeism and lateness policy (appendix 22 ) 

 
Attendance  

We know that students with irregular and poor attendance often struggle at school and the value they receive from their 
education is greatly diminished as a result and that there is a direct link between regular school attendance and positive 
social, emotional and learning outcomes for students.  

 
It is essential for children to attend and be on time on a regular basis so they experience all the great learning 
opportunities provided every day at Derrimut Primary School. School attendance is a legal obligation of parents/carers. 
Students need to attend school regularly to make the most of educational opportunities and to reach their full potential. 
If students are absent from school they must bring a note the next day or phone/email the school explaining the reasons. 
Student attendance is a key priority for Derrimut Primary School and should be closely monitored by all learning advisors 
and regular communication with leadership and parents.  

Lateness 

If a student is late (arrives after 9:05am) they are to sign into Sentral at the office, collect the slip and continue to their 
learning community. Lateness also needs to be monitored closely and if this is a recurrence please inform the parents of 
the importance of attending school online so their child doesn’t missing any important educational information.  

Process for managing patterns of absenteeism 
If a child is absent for 3 consecutive days a learning advisor should make a phone call home to check in with parents.  
Send a letter home advising parents of their child’s current attendance rate.  
Students who are at risk with their Absences should be monitored closely through parent contact to discuss reasons and 
support (All contact to be recorded on Sentral). Students at high risk or severe risk need to be discussed with Paul and 
Jane to set up a parent meeting where an attendance improvement plan will be set up.  
 

Roll Marking  

Accurate roll marking is essential as the information goes to the department and may be analysed in the future.  If a note 

or information regarding an absence or lateness is received after the date the teacher or office monitor needs to go back 

into cases and change/update the information.  
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Emergency Management Overview 
Refer to policies 

 First Aid (appendix23) 

 Anaphylaxis (appendix24) 

 Asthma (appendix25) 

 Critical incidents, (appendix26) 

 Risk management(appendix27) 

 Occupational health and safety (appendix28) 

 Disposal of syringes (appendix29) 

 Medication policy and confidential request (appendix30) 

 emergency management plan (appendix31) 

 Privacy (appendix32) 
First Aid  

The designated staff responsible for first aid are included on the Yard Duty roster. All ES staff are expected to have 
Level 2 First Aid qualifications. Regular updates of CPR, Asthma management and anaphylaxis procedures will be 
conducted for all staff. 

In addition a Coordinator role is allocated to a teaching staff member to: 

 Participate in the risk management process within the school as part of the OHS leadership team. This may include 
contributing to risk management solutions and providing feedback on injury reports and first aid register data to identify 
persistent or serious hazards. 

 Provide first aid emergency awareness training for staff including emergency notification processes, a list of 
responsible officers and provision of emergency phone numbers. 

 Coordinate first aid duty rosters and maintaining first aid room and first aid kits 

 Provide first aid services commensurate with competency and training. This may include all or some of emergency life 
support including response to life threatening conditions which may occur in the school (e.g. cardiac arrest or 
respiratory difficulties associated with asthma), management of severe bleeding, basic wound care, fractures, soft 
tissue injury. 

 Record all reportable first aid treatment.  

 Provide input on first aid requirements for excursions and camps. 
First Aid passes to the First Aid room must be used at the Yard Duty teacher’s discretion. All injured students are sent 
to the office where they will be escorted to the first aid room.  

 

Send a student monitor to request assistance using walkie talkie or own phone from trained staff if you suspect any 
serious injuries 

 

Medication 

Derrimut Primary School has established procedures for the appropriate storage and administration of prescribed and non-
prescribed medicines to students by school staff with reference to individual student medical information. 

Student Information 

Parents and/or guardians are required to keep the school informed of current medical contact details concerning students 
and any current medical conditions and appropriate medical history. 

Every student who has a medical condition or illness has an individual management plan that is attached to the student's 
records. This management plan is provided by the student's parents/guardians and contains details of: 

 the usual medical treatment needed by the student at school or on school activities 

 the medical treatment and action needed if the student's condition deteriorates 

 the name, address and telephone numbers for an emergency contact and the student's doctor. 

 

Administration of prescribed oral medication 
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Parents/guardians are required to inform the principal in writing of any prescribed medication that students need to take 
in school hours. Where medication is required in spontaneous situations, detailed administration instructions should be 
provided, for example in the case of asthma attacks. Medication Administration Permission Forms are available from the 
Administration Office and should be completed and signed by the parent/guardian. 

Certain students are capable of taking their own medication (usually tablets) while other students will need assistance 
from teachers. This information is to be recorded on the management plan. 

 
All medications must be sent to the office and recorded in the Medications Register. They will be administered at the 
Office. No students may keep medications other than for asthma in their bags or learning commnities. 

Parents/guardians are required to supply medication in its original packaging or container that gives the name of the 
medication, name of the student, the dose, and the time it is to be given. 

Where medication for more than one day is supplied, it is to be locked in the storage cupboard in the First Aid room  

 

 Administration of Analgesics 

Analgesics are only to be given following permission of parents/guardians and are to be issued by a First Aid Officer who 
maintains a record to monitor student intake. Analgesics are to be supplied by the parents. 

 

Asthma Management Policy 

Asthma is an extremely common condition for Australian students. Students with asthma have sensitive airways in their 
lungs. When exposed to certain triggers their airways narrow, making it hard for them to breathe. Symptoms of asthma 
commonly include: 

 Cough 

 Tightness in the chest 

 Shortness of breath/rapid breathing 

 Wheeze (a whistling noise from the chest) 

Many children have mild asthma with very minor problems and rarely need medication. However, some students will need 
medication on a daily basis and frequently require additional medication at school (particularly before or after vigorous 
exercise). Most students with asthma can control their asthma by taking regular medication. 

Student Asthma Information 
Every student with asthma attending the school has a written Asthma Action Plan, ideally completed by their treating 
doctor or pediatrician, in consultation with the student's parent/carer.  

This plan is attached to the student's records and updated annually or more frequently if the student's asthma changes 
significantly. The Asthma Action Plan should be provided by the student's doctor and is accessible to all staff. It contains 
information including: 

 Usual medical treatment (medication taken on a regular basis when the student is `well' or as pre-medication prior 
to exercise) 

 Details on what to do and details of medications to be used in cases of deteriorating asthma. 

 This includes how to recognise worsening symptoms and what to do during an acute asthma attack. 

 Name, address and telephone number of an emergency contact 

 Name, address and telephone number (including an after-hours number) of the student's doctor. 

If a student is obviously and repeatedly experiencing asthma symptoms and/or using an excessive amount of reliever 
medication, the parents/carers will be notified so that appropriate medical consultation can be arranged. Students needing 
asthma medication during school attendance must have their medication use; date, time and amount of dose recorded in 
the First Aid Treatment Book in the Sick Bay each time for monitoring of their condition. 

Assessment and First Aid Treatment of an Asthma Attack 
If a student develops signs of what appears to be an asthma attack, appropriate care must be given immediately. 

Asthma First Aid 
If the student has an Asthma Action Plan follow the first aid procedure immediately. If no Asthma Action Plan is 
available the steps outlined below should be taken immediately. 
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Assessing the severity of an asthma attack 
Asthma attacks can be: 

 Mild - this may involve coughing, a soft wheeze, minor difficulty in breathing and no difficulty speaking in sentences 

 Moderate - this may involve a persistent cough, loud wheeze, obvious difficulty in breathing and ability to speak 
only in short sentences 

 Severe - the student is often very distressed and anxious, gasping for breath, unable to speak more than a few 
words, pale and sweaty and may have blue lips. 

 

Call an ambulance (dial 000), notify the student's emergency contact and follow the 4 Step Asthma First Aid Plan while 
waiting for the ambulance to arrive. When calling the ambulance state clearly that a student is having 'breathing 
difficulties.' The ambulance service will give priority to a person suffering extreme shortness of breath. Regardless of 
whether an attack of asthma has been assessed as mild, moderate or severe, Asthma First Aid (as detailed below) must 
commence immediately. The danger in any asthma situation is delay. Delay may increase the severity of the attack and 
ultimately risk the student's life. 

Asthma First Aid Instructions are displayed in the First aid room. 

 
Anaphylaxis Management Policy 

Anaphylaxis is a severe, rapidly progressive allergic reaction that is potentially life threatening. The most common 
allergens in school aged children are peanuts, eggs, tree nuts (e.g. cashews), cow’s milk, fish and shellfish, wheat, soy, 
sesame, latex, certain insect stings and medication. 
 
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. 
 
Adrenaline given through an EpiPen® autoinjector 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 student’s schooling. 

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

 To engage with parents/carers 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 and the school’s policy and 
procedures in responding to an anaphylactic reaction. 

 
Implementation: 

 The Principal will ensure that the Anaphylaxis Guidelines & School Policy are reviewed with all staff, including ES 
staff on an annual basis 

 that staff are trained in the management of anaphylactic reactions  

 that all staff are aware of the school’s emergency procedures 

 that the Office staff are aware of an individual’s plan as a part of the enrolment procedure 

 The AP/First Aid coordinator will be responsible for ensuring that the school’s Anaphylactic Policy is updated 
regularly and that information regarding any changes is passed on to the school community 

 that students individual management plans are updated annually 

 that the Anaphylaxis Guidelines are available to all staff 

 that the school’s emergency procedures are clear to all staff 

 that all staff know the students who have anaphylaxis 

 that the student’s Management Plan is displayed in the First Aid Room & the staffroom 

 that a copy of a student’s plan is included in the attendance roll of his/her class  

 that the  Epipen’s expiry date is checked regularly and that the parents are contacted when the pen needs 
replacing 

 that copies of the student’s Management Plan and the emergency procedure to be followed are available to all 
staff who have the student in one of their classes 

 that the EpiPen® is stored in an easily accessible place, known and available to all staff – the Staffroom 

 Training for the administering of the EpiPen® will be updated annually along with CPR update training 
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 If a student has a severe allergic reaction but has not been previously diagnosed with the allergy or as being at 
risk of anaphylaxis, 000 should be called immediately. Follow any instructions given by emergency services and 
the school’s normal first aid emergency procedures. 

 
Individual Anaphylaxis Management Plans 
The Principal/AP will ensure that an individual management plan is developed, in consultation with the student’s 
parents, for any student who has been diagnosed by a medical practitioner as being at risk of anaphylaxis. 
 
The individual anaphylaxis management plan will be in place as soon as practicable after the student enrols and where 
possible before their first day of school.  
 
The individual anaphylaxis management plan will set out the following: 

 Information about the diagnosis, including the type of allergy or allergies the student has (based on a diagnosis 
from a medical practitioner). 

 Strategies to minimise the risk of exposure to allergens while the student is under the care or supervision of school 
staff, for in-school and out of school settings including camps and excursions. 

Each individual student’s plan, including photo, will be on display in the First Aid room and on the wall near the phone in 
the Staffroom.  Each Learning community and Specialist space has photos of individual students displayed. The First 
Aide Room will be where the EpiPen® is stored, clearly labelled with the student’s name and class for the current year. 
 
Note: A template of an individual anaphylaxis management plan can be found on Page 18 Anaphylaxis Guidelines for 
Victorian Government Schools or the Department’s website: http://www.sofweb.vic.edu.au/ 
wellbeing/support/anaphyl.htm 
 
Prevention Strategies 
The key to prevention of anaphylaxis is the identification of triggers (allergens) and prevention of exposure to these.  
The following practical strategies will be put into place to minimise exposure to known allergens: 

 Identify the allergens involved for individual students 

 Be aware of each student’s age and the severity of their allergy 

 Complete a risk assessment based on the student’s usual routine  

 Plan for special circumstances such as sport days, excursions, class parties etc 

 Discuss and establish emergency procedures for the classroom and the playground 

 No food bans will be implemented but rather practical age appropriate strategies to minimise exposure 
 
Emergency Management & Recovery Plan (Appendix 31) 
 
Guidelines 
The management plan will be implemented and reviewed in the following manner: 

 It is important that all staff and students are familiar with the contents of the Emergency Management & 
Recovery Plan. 

 The evacuation procedures will be practised on a regular basis. 

 Members of staff will be made familiar with their roles and responsibilities in the event of Emergency Procedures 
being implemented. 

 The immediate reporting of any incidents likely to affect the safety and well-being of the students, staff or 
visitors is vital and that any required action is taken without delay. 

 Parents should become acquainted with Emergency Management Procedures.  

 The school grounds and buildings will be regularly inspected and appropriate steps 
 taken to rectify dangerous situations. 

 Emergency Management Procedures will be regularly evaluated and updated as 
 necessary.  Should an incident occur, a review of the counter procedures adopted should be carried out as early 
as practicable to determine their adequacy.  

 An emergency may have far reaching effects and possibly over a long term for those involved in the crisis 
situation.  The school recognises that its role extends beyond the immediate resolution of the crisis but also to 
the provision of support to ensure the welfare and smooth return to normal functioning of its community. 

 A copy of the Emergency Evacuation Plan should be displayed in the corridors and at the door of  all classrooms 
and each class teacher should have a copy attached inside the Attendance Roll. 

 The plan should be endorsed by police and fire service authorities to ensure that safe and appropriate 
procedures for use during an emergency situation have been identified. 
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An emergency includes the following: 

 fatality 

 serious injury/serious assault 

 siege/hostage/disappearance or removal of student 

 firearms/bomb threats 

 collapse/major damage to building or equipment 

 motor vehicle collision/impact with school 

 fire in school building 

 impact by equipment/machinery/aircraft 

 fumes/spill/leak/contamination by hazardous material 

 major storm/windstorm/flooding damage 

 earthquake 
Identifying the Risks 
There is the usual element of risk which could be caused by electrical fault [which may involve fire], gas leakage, 
equipment failure, lightning strikes, etc. 
There is a low element of risk of fire from neighbouring houses threatening the school. 
 
Co-ordinating the School’s Response 
Reporting an emergency in the school 
Students should report an incident immediately to a member of staff.  Teachers should report an incident immediately to 
the principal or office staff.  All emergencies are to be reported to the office.  The principal or Office Manager/Education 
Support Officer has responsibility for making immediate contact with emergency services and the Department of 
Education and Early Childhood Department [DEECD]to report the emergency.  Contact with the Emergency and Security 
Management Branch can be made on [03] 9589 6266. 
 
Reporting an emergency at a camp or excursion 
Should an emergency situation occur during a camp or excursion, the supervising teacher[s] must assume full 
responsibility for the immediate care and safety of the participants and seek any required support and assistance from 
emergency services.  As soon as practicable the principal and the office of Emergency & Security Management Branch 
should then be notified.  The principal will attend if the incident is within reasonable travelling time from the school.  In 
other cases, the school will ask the DEECD to send an officer to the incident to assist staff at the scene and to liaise with 
the school. 
 
Alerting the school 
The notification of staff and students of an emergency situation will be by means of Emergency Warning and 
Intercommunication System (EWIS) 
This school is fitted with an EWIS. The purpose of the EWIS is to enable the orderly evacuation of the school in the event 
of an emergency. 
This is achieved by providing the following facilities in an integrated and flexible system that complies with Australian 
Standards.  
The emergency warning system generates audible signals to: 

a) Alert the occupants of an emergency situation and  
b) Instruct the occupants to evacuate the school.  

Emergency Tones 
Alert (beep beep) – a pulsed on/off tone that rises in volume through six levels after its initial activation. This alerts the 
occupants to the existence of an emergency situation and that they should standby for the evacuation tone or Public 
Address (PA) instructions. It also serves to alert Fire Wardens to prepare for a possible evacuation.  
Evacuate (whoop whoop) – A burst of tone rising in frequency. This pattern repeats and is the instruction for the 
occupants to evacuate the school. 
Paging – Voice announcements can be made manually through the PA. 
Intercommunications System 
This allows the Chief Warden to communicate via telephone type handsets to the Wardens. The system comprises a 
master telephone and the panel red telephone type handsets (WIP Phones). 
 a warning siren across the public address system, or if power is unavailable by the portable warning siren [stored in office 
safe room].  An announcement will be made instructing staff and students about action to be taken. 
 
The emergency co-ordinator will manage the emergency situation from the principal’s office or an alternative safe area. 
PLEASE READ EMERGENCY MANAGEMENT PLAN: includes roles and responsibilities: To be redistributed at the 
commencement of each school year 

 


