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A. The College and the Curriculum

1. From Upfield to Roxburgh

Upfield High School opened in 1968 on the King Street site. In 2003 the move to Roxburgh
began, as Years 7 & 8 occupied buildings on the new site. In 2004 Years 9 & 10 joined them. The
relocation was completed in 2005 as Years 11 & 12 consolidated at Roxburgh Park. In 2007 the
College will have about 1380 students enrolled and over 140 teaching and support staff.

2. School priorities

The Charter, for the period 2003-2005, committed the college to:

raising student achievement in Literacy
raising student achievement in Numeracy
During 2007 the College’s Strategic Plan for the next 4 years will be finalised.

3. Mission, vision and values

Our mission

Roxburgh College gives priority to literacy and numeracy and to the other skills, knowledge and
personal qualities that students need to lead fulfilling personal lives by participating as effective
citizens, and playing rewarding roles in the workforce

Our vision
Roxburgh College is dedicated to being a school where:

Every student reaches an acceptable level of literacy and numeracy;

There is a challenging curriculum with motivated and resilient students who are equipped
to be life long learners;

There is positive and co-operative environment in which teaching and learning are highly
valued by the school community and success celebrated;

Students benefit from multiple pathways to higher or further education, training & work;
Students and teachers embrace new technology;

Students strive for excellence;

Students take on responsibilities and accept leadership roles;

All members of its diverse community are valued,;

There is a harmonious and welcoming relationship with the community;

Buildings, facilities and grounds are both effective and attractive.

Our values

Roxburgh College has three core values, Teamwork, Commitment to Teaching and Learning, and Respect. They are
reflected in the day-to-day operation of the college community.

Commitment to teaching and learning

High standards of teaching and learning;



Ongoing professional development and opportunities for life long learning are
accepted,;

Contributing to a positive and enthusiastic atmosphere in the school community;
Willingness to innovate and to maintain a commitment to continuous improvement.

Teamwork

Sharing of ideas, responsibilities and resources;

Recognizing the contributions of all school community members;

Sharing opportunities for professional growth;

Encouraging and supporting colleagues and peers;

Accepting opportunities to participate in school decision making;

Consistently implementing the school’s policies;

Communicating openly with groups and individuals within the school community.

Respect

Treating others as we would like to be treated;

Accepting that a variety of opinions, views and experiences is valuable;

Showing concern for the welfare of other members of the school community;
Communicating honestly and respectfully with members of the school community;
Ensuring a supportive and safe environment.

4. Curriculum structure and Form Care

The curriculum for years 7 — 10 is taught in units. Each unit lasts for a semester and is timetabled
for 4 periods a week. Students take 7 units at any one time, and 2 periods a week of Form Care.
See also Curriculum structure years 7 -10, Section B 3 page 5. A detailed description of the Unit
system and the rules governing selections at various year levels can be found in the Introduction
to each of the Sub school Handbooks.

5. Special programs 2007
The following programs, designed to improve student-learning outcomes, will operate.

Restart

Disabilities Program
Language Disorder Program
VCAL

MIPS

Student Mentoring and Advocacy
Middle Years Reform Program
Access to Excellence
Innovation & Excellence
Science in Schools

Numeracy Support

6. Professional learning teams (PLTSs)

Professional Learning Teams play a central role at the College in the exploration and dissemination
of improved teaching & learning practices relating to Literacy. Each staff memberis a PLT
member in one KLA, for Term 1 meeting dates see Page 14, Calendar/meeting schedule Term 1,

2007.



7. Student management meetings (SMs)
These occur every second week. Small groups of teachers, usually teaching the same students
will discuss progress on implementing the new management processes and particular strategies for

specific circumstances or students. More detail will be provided early in Term 1.

B. Decision Making

1. The college council

The College Council is the peak decision-making body in the college. It consists of
elected parents and staff as well as co-opted community members and the Principal.
The College Council works collaboratively and seeks input from the broader college
community.

Much of council’s business is done through sub committees that investigate issues and a report and
recommend to the monthly council meeting. Currently four sub-committees operate:

i.  Education iii. Buildings & Grounds
i. Finance

The Parent members of the council are:
Andrew Smith(P), Paul Motta, Enver Yuksel, Karen Ring, Steve Walsh, Julie Schoenfelder

The DE&T members of the council are:
Keith Staples, Lina Povolo, Ann Butler, Naz Pomella, Vacancy

The Co-opted members of the council are:
Eddie Blake, Arturo Rigoli

The Principal, Bob McFarlane is executive officer: Assistant Principals act as minute secretaries.
Elections are held in March, when the term of office of half the elected council members expires.

Staff forums

The consultative committee
This representative body is the major source of advice to the principal on a range of planning and
administrative matters. Its membership consists of;

Admin. Principal & 3 Nominees

Staff Reps Tony Wakefield, John Bainbridge and Ken Sinderberry
AEU Reps Megan Rolls, Peter Jones, Linda Marcoiln

SSO Rep Suzanne Charalambou, Vicki Ackland, Zuhal Sirin

It facilitates collaborative decision-making about organisational matters and assists in preparing
recommendations to the staff on matters such as allotments, the number and size of classes/
electives, the allocation of duties/time allowances, Special Payments and the tagging of positions.

Staff meetings
The main decision making forum for staff is the regular Monday College staff meeting. Staff feedback
and input into decision-making is also sought at other meetings called from time to time.



The curriculum committee

This group maintains an overview of the college’s curriculum content, structure and processes,
including Charter priorities and other initiatives. Review or drafting of college curriculum policy
statements may be undertaken for the college council.

The key learning area meetings
This group determines professional directions and shapes the delivery of college priorities.



3. Calendar/Meeting Schedule - Term 1, 2007

VSL DATES: 4/2, 11/2, 18/2, 25/2, 4/3

NOTES FOR TERMS 1 & 2 CALENDARS

All meetings begin at 3:35pm, except Consultative Committee (3:45pm) and KLA/PLT meetings (3:30pm).
KLA Group A ; English, Mathematics, Health/PE, Technology, KLA Group B; Science, SOSE, Arts, LOTE
Hours spent in compulsory meetings each week are indicated in the bottom right hand corner of each
Friday. Compulsory meetings are in bold. Staff & SM Meetings = 1hr, KLA/PLT Meetings = 1.5hrs, Morning
Briefings = 0.5 hr (per week).
Parent/Teacher Interviews will be held in Week 2 of Term 2 (April 16) — Teaching staff
1pm. Interviews run from 2pm — 8pm with a 45 minute break from 5:00pm — 5:45pm.
Week 11 of Term 2 is a Meeting Free Week.

Do not organise excursions where students are absent from other classes during Weeks 10, 11 & 12 in Term 2.
Report Writing Day is Friday, SVl-M8 Reports are due on Friday, June 6 by 4pm.

required to arrive at

First day of each term meeting free. No meetings on February 9 (Swim Carnival) & May 4 (Aths. Carnival).

During weeks 11 & 12 of T2: Yr 9 students will be working on Integrated Units and during weeks 5 & 6 of]

T1 the Science KLA will be conducting a Sports Science Show during their double lessons.

C. College Organisation

1. Management structure 2007

Major
Roles

&
Responsi
-bilities

Teams

Leading
Teachers

Responsi
bility
Positions

College Principal
Bob McFarlane

- Staffing/

Workforce Plan

- SRP/Budget
- Planning
- Community

Involvement

- P & D Reviews
- Office/Admin

- Consultative

Committee

- College Council
- Leading Teachers
- Principal Class

All

Assistant Principal
Ann Butler

- Senior School -
Staff & Students

- Curriculum
- Parent Participation
- Publications

- Furniture &
Equipment

- Booklists/2nd Hand
Books

- Workcover

- Curriculum/
Education

- KLA Co-ords
- Middle School

Curriculum (x2), PD,
Lit, & Eng KLA

KLA Co (x5), Leam
Tech, Library, PR, P
& P, Maths & Sci
Support, Library

Assistant Principal
Fernando lanni

- Middle School -
Staff & Students

- Facilities (B & G)
- Info Tech

- Cleaning

- Census/CASES
- Extra-Curricular
- Reporting

- Attendance

- Building Program/
(Performing Arts)

- Facilities
- Info Tech
- Junior School

Curr (T/T), DO, Maths
KLA, Tech KLA,
MY/Trans

Sport/ HS, SRC, PR,
SA/HS, Debating,
Gym Sup., Catering,
Environ.

Assistant Principal
Garry Wynne

- Junior School -
Staff & Students

- Student
Management/

- Welfare

- Finance

- OH&S

- Performing Arts

- Finance
- Welfare

- YLC/SSC
- Senior School

SSC (x3), SWC,
Careers

YLC(xIO),FC,VCAL,

Integration, PA/HS,
VASS,Work Ed.




2. Organisation and the curriculum

a. Curriculum coordination

Curriculum (Strategic Plan) Ken Laws
Curriculum (T & L) Linda Marks
Professional Development Lina Povolo
Curriculum Implementation Steve Stewart
Careers/Voc Ed Neil Laws
College Organizer/SRC Katrina Cikes
Literacy/Charter Liz Stayner

Gwen Chandler
Middle Years/Transition Leanne Sadler

Student Welfare Tony Wakefield

b. KLA coordination

Arts Craig Carmichael

English Sue Erdal

Health/PE Mark Armstrong

LOTE Marilyn Malgiolglio

Maths Nick Pile

Science Angela Hendrikson

SOSE Damian Rider/Duncan Box
Technology Andrew Garnett




c. Responsibility areas 2007

Daily Organiser
Daily Organiser- Assist
Disabilities Coord

Debating/Awards
Environment

Foods/Catering
Form Care
Learning Tech/Reports

Library
Music/Special Events

Night

Mark Rodgers
Peter Johnson
Linda Marks

Graham Lunn
Michael Marinov

Vanessa Nitos
Jason Chan

Emma lynch (J)
Raf Lanciana (M)

Ken Sinderberry
Nins Sassani
Claudia Mamelli

Public Relations
Perf Arts/ Events

Policies & Publications
Sport/House Sys

SRC
Student Activ/ Houses

Student Activ/ Houses
Student Activ/ Houses

VASS
VCAL
Work Ed/Careers Assist

Peter Pavey
Lisa Marasco

Keith Staples
John Dodsworth

Katrina Cikes
Kim Teh

Lou Wotton
Frances Durdas

Audrey Michaels
Deidre Lockington
Louisa Augustin

Sub-school and Year
Level Coordination

2007
Junior SSC Rod Ebbage
Geoff Ellingson
Year 7 Emily Jackson
Ernur Arik
Year 8 Sylvia Christofis
Helen Roumeliotis
Middle SSC
Sara Zocchi
Year 9 Zeina Haidar
Luke Wakefield
Year 10 Deb Gribbin
Chris Peake
Senior SSC
Megan Rolls
Year 11 Justin Matt
Mary Stephenson
Year 12

Kirk Briggs

e Bell times
FA 8:55am — 9:00am
1 9:00am — 9:50am
2 9:50am - 10:40am
Recess 10:40am — 11:05am
3 11:05am — 11:55am
4 11:55am - 12:45pm
Lunch 12:45pm — 1:35pm
5 1:35pm — 2:25pm
6 2:25pm — 3:15pm

f. Term dates 2007

Term 1
Term 2
Term 3
Term 4

30 Jan — 30 Mar
16 Apr—29 Jun
16 Jul-21 Sept
8 Oct-21 Dec

g. Student reports, Ace Reporter & parent-teacher interviews

Interim reports and parent-teacher interviews occur towards the end of Terms 1 and 3. Year Level
Coordinators prepare & circulate blanks for classroom teachers to finalize. The main parent-teacher
interviews occur in conjunction with the distribution of these reports. Attendance at these sessions is

regarded as important and a highly professional commitment, especially for full time staff.

A full written report is prepared at the end of Term 2 and Term 4.
coordinators in collating and in distributing reports. This provides further opportunities for teachers and

parents to discuss student progress.

Classroom teachers assist



For the preparation of reports the college uses a computerised package Ace Reporter. Training in the
use of this software will be provided for new staff. Coordinators, Form Care teachers or parents may
request an interim report for a student whenever a major concern arise.

h. 2007 Form Care - Assembly Teachers & Rooms

Year 7
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3.Curriculum structure years 7 -10

a. The structure, implemented in 2002, after several years of staff exploration affirmed,;

curriculum structures/processes, and welfare/discipline structures/processes as mutually
supportive elements in meeting students’ educational & developmental needs;

ongoing P.D. which explores and discerns new ways to best meet student needs as a
critical support to staff in the design and delivery of quality programs;

monitoring & evaluating of processes, programs and structures as central to their success
and continuing improvement; and

accessing resources beyond the college as vital to delivering a challenging curriculum.

b. Key organisational considerations

iii.
iv.
V.
Vi.

The 7 — 10 curriculum is designed around semester units. The junior and middle school
programs consist of 28 units completed over 2 years, i.e. 7 per semester.

All curriculum units have equal time; 4 periods per week. As noted students take 7
curriculum units at any one time plus 2 periods per week of Form Care where they
investigate issues associated with success and resilience and college organisation.

During years 7 - 10 students take a unit of English and unit of Maths each semester,

In years 7 & 8 they take 3 units in each of the other 6 KLAs.

In years 9 & 10 they take, at least 2 and not more than 5 units in other 6 KLASs.

Students may be mixed together i.e. 7& 8 or 9 & 10, for non-core units.

The Unit system and rules governing selections are described in the Introduction to each of the
Sub School Handbooks and are on the curriculum drive at: Student Handbooks 2007.

C.

Underpinning pedagogic principles

Learning and ownership are enhanced when students’
Learning styles and interests and abilities are catered for and when they exercise choice
over their program, “It's your program Ralph”,

consequently not every student needs to study exactly the same thing.

Learning and motivation are enhanced when students and teachers
Experience success and when they develop meaningful relationships,

consequently teams of teachers working with groups of students will improve learning

Learning and engagement are enhanced when students experience
Diverse activities and college programs that support and extend them during the day,

consequently time must be found to explicitly teach learning and success skills etc.

d. Control of units offered

The offering of units and their classification are collaborative decisions of each KLA.

Changes consistent with principles are sent to Curriculum Committee for information.
New units are included in the respective course selection sheet during the compilation of

the course selection handbooks. From these coordinators compile the class lists.

Curriculum decision making timeline

End of Term 1

KLAs alert the Handbook Coordinator (currently KS) of proposed changes

End of the third last week of term 2.

Digital copy of any proposed changes of their offerings to Handbook Coordinator

End of term two

Handbooks (PDF files) sent to the printer.

During term 3

Students select units for the following year, decisions made about the courses to run.

During term 4

Book lists finalised, allotments compiled, draft time table and class lists completed.
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D. Teaching Responsibilities

Your teaching allotment

You will teach a load that balances the needs of the students with your interests and expertise. For
first year graduates agreed local conditions are 20 sessions per week and for experienced staff 22

sessions, minus any allowance for specific non-teaching duties, and pro-rata for part-time teachers.

General expectations of teaching staff

In modelling highest professional standards you are expected to:

Prepare lessons thoroughly and present them effectively;
Exercise your duty of care by actively supervising students in class and in the yard,

Follow the KLA curriculum, record students’ performances to enable the compilation of reports,
keep an accurate record of student attendance and attend Parent-Teacher nights;

Approach all students positively; actively encourage and support students and colleagues;

Create positive behaviour by providing a framework for each student to work in and frequent,
positive feedback so that students are able to improve their performance;

Clarify expectations for students’ behaviour with your class, take responsibility for student
behaviour and disciplinary action when necessary, see Welfare and Discipline Package;

Provide formal and informal feedback to Year Level Coordinators on a regular basis and consult
with them when problems arise;



Maintain an attractive working environment by taking responsibility for teaching spaces, furniture
and equipment;

Escort your class to and from assemblies and actively supervise them during assemblies;
Accurately complete attendance checks and report irregularities to the Level Coordinator;

Be aware of DE&T and College policies.
Student supervision

Operation of classes

(i) Classes begin at the second bell; you are expected to leave the Staff Rooms etc in time to ensure
that this occurs and not to dismiss your class until the appropriate bell sounds.

The college’s approaches to Student Welfare and Management are located in the attached
appendices.

(ii) Your class is not to be left unsupervised. If leaving a class is unavoidable, it is advisable to
request a nearby teacher to keep the class under observation.
Students leaving the classroom
Please discourage requests to leave the room. Students should only be given permission to leave the room in an emergency.

Only one student should be allowed to leave the room at any time. When a student leaves class he or she should be provided
with a note in the student movement section of their diary indicating the nature of the errand.

First Aid

Students who are obviously ill during class are to be sent to an Assistant Principal. Students MUST
NOT be sent directly to the First Aid Room. Only if the student is really ill should another child
accompany the student. College policy is to contact parents and send sick children home.

College uniform, see also Student Dress Code in the Policy Supplement

i. Every student is expected to be in uniform every day.

ii. A student out of uniform without a parental explanation receives a warning on the first
occasion.

iii. A student who is out of uniform reports to the YLC and is given a Uniform Pass.
iv. If a student comes to class out of uniform you should ask to see the pass.

v. If the student does not have one you need to fill in a Uniform Slip, see Attachment 5 —
Slips, Letters and Forms, and place the completed slip in the YLC'’s pigeonhole.

vi. In this way the YLC can catch students avoiding detection.

If a student is out of uniform more than once per term the following procedures may
apply.

vii. A senior school student may be sent home to change into something more appropriate.
viii. A student may be sent to borrow, for the day, the items of uniform they are missing.
ix. A student without a note from their parents will be given detention.

X. A student who repeatedly offends may incur other sanctions - including suspension.

Lateness to class and college

Students late for morning school must report to and be recorded at the General Office. All late
students receive a detention notice. Students present this to you on arrival at your class as proof
that they have complied with these requirements. Students with notes explaining their lateness see
their Coordinator at a break to negotiate an appropriate response.



Lateness is not to be tolerated. If a student comes late to your class for others periods give a
warning and then on the next occasion issue a detention notice, see Attachment 5 — Other Common
Slips, Letters and Forms. Continued lateness should be discussed with the Coordinator and
strategies devised.

Student smoking

Smoking is not acceptable. The following occurs for students found smoking at college:

1. Their name is recorded in the smoking book found in AP’s or Campus Manager’s office, a
college detention given and parents may be contacted.

A second offence results in parent contact.

3. Afurther offence is seen as flaunting college rules and the student is suspended.

College detention
Students may be given detention for college misdemeanours in one of two ways:
You may detain students during a recess or lunch break for up to half of the break

Students may be detained after college until 3.35pm, providing you notify the student’s
parent/guardian at least 24 hours in advance.

The College’s Welfare and Discipline package contains further details on rules and consequences &
the official templates for documenting and reporting of classroom incidents.

Sport, PE or out-of-college activities

Students involved in sport, physical education or who are for any reason engaged in activities beyond the college perimeter
must be constantly supervised. Only VCE students may participate in unsupervised excursions.
Managing emergency situations

From time to time, you will be asked to participate in drills for the evacuation of the buildings
etc. Please refer to the Attachment 4: Emergency Procedures, you need to be familiar with
the processes to be followed in such circumstances.

Mandatory Reporting

As a teacher you are legally obliged under the Child and Young Persons Act 1989, Section 64, to
report incidents of physical harm, sexual harm or emotional harm or neglect where you have formed
a reasonable belief that it has occurred / is occurring.

Explanations of the categories of harm and what constitutes a reasonable belief and contact numbers
can be found on the college intranet on the Curriculum drive at Responding to Child Abuse

If you have formed a reasonable opinion you must report it and to facilitate follow up you must also
notify the SWC, or in his absence either an AP or the Principal.

The roll marking system

1. You will be given a class list for every class you teach. You are required to mark your own class
roll at the start of each period.



2. For college records you will also complete the hand held electronic touch screen system that the
student runner will bring to you. You do this by:

i. Opening the lid, checking it is set for your class, and tapping on the “Mark roll for this
class” using the pointer; the class list then appears.

ii. Gently tapping the green dot beside each student who is absent; if you make a mistake
just click again to remove.

iii. On completion tap on “OK” and hand the roll marker to the student runner.

Under no circumstances allow a student to mark the electronic role for you.

Yard duty

1. Most full time teachers have two rostered sessions week; if you take Form
assembly it is reduced to one, if you teach 23 periods you have no yard
duty, if you teach 23 periods and take Form Assembly you have no yard
duty and only 5 extras.

2. A list of those on duty with times will be placed on the staffroom notice
board

3. You are legally responsible for students in the yard while you are on duty.
It is essential that you move constantly through your area; potential trouble
spots, such as toilets and locker areas require special attention.

4. Lunchtime yard duty times are; First half: 12.54 — 1.10pm, Second half:
1.10 - 1.35 pm

5. In wet weather rooms will be opened and supervision switched. Teachers supervising Areas 2 &
3 will transfer to Junior School, teachers supervising Areas 4, 5 & 6 will transfer to the Middle
School and the teacher covering Area 7 will cover the Senior School. The teachers remain in
Area 1, the canteen.

6. A map indicating the seven areas is included on the next page. Each area has one teacher on
duty per session except for the canteen that has 2.



i. Map of vard duty areas 2007




E.

Teaching Support

The welfare team

This team meets in various configurations to monitor the progress of
students-at-risk in each sub-school and to maintain an oversight of the
college’s welfare programs and the Student Management meetings.

It consists of an Assistant Principal, the Sub-school Coordinators, the
Student Welfare Coordinator, the Youth Worker, the Disabilities
Coordinator, the School Nurse, the Guidance Officer and the Policies and
Publications Coordinator.

It works closely with the College Administration, Year Level Coordinators
and Classroom teachers.

See also, the appendices Student Welfare and Management.

Teacher aides

Multicultural aides

These support staff assist in classes where students are experiencing language difficulties.

i. In 2007 Seyda Yilmaz will be the part time Turkish Aide
ii. Requests for MEA assistance should be made to an Assistant Principal

Student support team — aides to assist students with disabilities

These support staff are assigned by Linda Marks, the Program Coordinator, to help students
who qualify for funding. See pages12-14 for more details.

Linda will in-service staff teaching these students and develop a roster for aides to work in
classrooms etc.

If you would like assistance in working with disabled students you are invited to contact
Linda.

In 2007 the Student support team at Roxburgh will be

Chrys Cavalieros Berin Kaplan,
Marilyn Causer, Colleen Kirwan,
Peggy Gelsi, Jenny Mallinson,
Julie Gulliver, Jenny Purchase and
Glenys Hardingham, Sharon Robinson
Nicole Hart,

See also Part E. 3e. How do | work best with our teacher aides?

Learning technologies aide

Mohammed Noor assists staff by ensuring that:



i. College computers and the networks are operating efficiently;
ii. Each staff member has a folder on the college network; and
iii. Each staff member has access codes for the network and Edumail.

Ken Sinderberry, the Learning Technology Coordinator is your point of contact along with
Mohammed for these matters. Mohammed’s work base in is the Junior school, near to J11.

The A.E.U.

The majority of the school’s staff is represented by the AEU.
AEU meetings are scheduled on the School Calendar.

Staff members are urged to take an active interest in their union and to attend branch
meetings.

The staff association

The Staff Association organises staff coffee, tea and functions.
Currently the subscription is $20 per term, $80 per year.

Volunteers are actively sought to assist with collecting fees, buying supplies and arranging
functions.

Occupational health and safety

As working conditions at the College are in part governed by the Health and Safety Act the
staff are represented by an elected Health and Safety Representative, Bronwyn Everett who

meets fortnightly, or more frequently when necessary, with the Health and Safety Officer,

Garry Wynne.

Accidents at work:
If you are injured at work the details need to be recorded on a CASES 21 Incident
Notification Sheet for DE&T and Work Cover purposes.
The form should be completed with an AP who will then file it on CASES.
You should retain a photocopy of the completed form.

Problems with equipment or teaching spaces:

These should be reported in the first instance to the KLA Convenor.

If the issue remains unresolved, complete a Hazards Sheet, available on the OHS
Noticeboard in the staffroom.

It will then be discussed at the regular meeting of the OHS Rep. and the OHS Officer.
You may prefer to make a direct approach to either the OHS Rep or the OHS Officer.



The mentoring program

Each new staff member is paired with a mentor through a negotiated
process between the school administration and the new staff member.

This program

I. intends that all new staff members make a successful adjustment to
our school;

ii. recognises that a new institution brings challenges;

lii. ensures that all new staff members feel valued and invited to play
constructive roles;

iv. offers advice, validation, encouragement and assistance; and

v. aims to help consolidate new staff members personal and
professional confidence.

7. The college Intranet (network)
Not only do you have a personal folder on the college network (see 2c above) but there are
locations where you can either access information leave information for other teachers or
your students. One such place is the “Curriculum Drive”. If you want to learn more talk to
your colleagues or the college IT Technician Mohammed Noor.

F. Daily Organization (staff Absences, Extras etc.)

1. Morning briefings

A compulsory staff briefing occurs at 8.45 each morning. These meetings communicate urgent
matters, outline the events of the day and attend to any special notices.

2. Staff absences and the replacement classes

At 8.30 each day a list of absent staff is posted in the staff room and the arrangements made to
cover their classes. You should check this as soon as you arrive to see if you will be affected.

Terminology

An ‘extra’ is a replacement class allocated above your teaching load: for experienced staff this is
22 sessions and for first year graduates 20 sessions. You can be allotted an extra during your
frees at any time of the week. 21 extras can be allotted in one calendar year (pro-rata if part
time). The maximum allocation is 3 for any two-week period, and no more than two any week.

An ‘under-allotment’ is a replacement class given to you because you are normally timetabled
for less than the 22 (or 20) periods (pro rata). These do not count towards your ‘extras tally’.

A ‘replacement’ class may be allocated because your class is absent, eg, on excursion, at camp,
no longer at school (VCE). Replacement classes can occur at any session on the day of the
event. These do not count towards your ‘extras’ tally.



3. F

requently asked questions about staff absences

Who do | contact if | am ill?

Ring 9930 8123 and notify the Daily Organizer (Mark Rodgers or Peter Johnson) by 7:45am.
This allows time, when necessary, to arrange Casual Replacement Teachers (CRTs). You

may telephone earlier & leave a message on the answering service.

What do | do when I...

Know in advance that | will be absent on a certain day? Please tell the Daily Organizer
ASAP, to permit advance organising of CRTs.

. Am planning to be away? You should leave work for your classes and a photocopy of

your class list with the bar codes. Fill in a cover sheet, enclose the items and place it all in
the extras stand. In Science, Home Economics, Electronics and some Arts classes Health
& Safety considerations preclude you from leaving work that involves practical activities.

Am phoning in ill? Please try to give the Daily Organizer instructions for your classes to be
passed on to the persons taking them. To date no one has expressed enjoyment at taking
extras etc. so the easier you make it for the replacement teacher, the better for our overall
morale. You can also email instructions to rodgers.mark.m@edumail.vic.gov.au

iv. Have a Medical Certificate? Give it to the Daily Organizer by 9am on the Wednesday of

If
Si

If

non-pay weeks. If you do not meet this deadline, pass it to Suzanne, the Business
Manager.

Am delayed for any reason? Let the Daily Organizer know ASAP in case you have a class
or have been given an extra. Although a 10 minute delay may not sound much it does

inconvenience a staff member covering for you who may have planned to use that time to
prepare for their own classes.

What do | do if | get an Extra/Under-allotment/Replacement?

i. Check to see the session, room, class and subject you have the extra.
i. Check to see if the Daily Organizer has circled ‘extras stand’ or ‘extras file'.

‘extras stand’ has been circled this means the teacher has left work for their class and you
mply go to the extras stand to collect it.

‘extras file’ has been circled then this means that no work has been left for the class and you

need to collect some work from the extras file. The Daily Organizer may suggest that you see
the relevant KLA Coordinator to seek work for the class.

A

What classes are covered by extras?

Il Year 7 — 10 classes are covered by extras with the exception of ESL, Restart and

Literacy classes of 5 or less. Work still needs to be left for these students. ESL,

R

D

estart and Literacy classes of less than 5 students are sent to the library.

What if | do not want an extra at a particular time because of a commitment?

irectly inform KC or leave a note with the details on her desk. Please do not write in the

diary. Give at least one or preferably two days advance notice if you have organised a
parental appointment or meeting during one of your frees.

Who do | see if | wish to organise an excursion?



i. To organize an excursion you need to meet Katrina Cikes and obtain a ‘Red Excursion
Form’ at least 2 weeks prior to the intended date to discuss whether the proposed
date is viable in relation to other events that may be happening on or around that day.
The White student excursion forms are available at the General Office.

ii. The Katrina will then go through the procedures with you, if appropriate.

iii. Excursions should be organized on a day you have the class and it creates least
extras.

iv. The excursion staff ratio is generally 1:15, but may vary depending on the event.

v. Further instructions are found in the Red Excursions Handout and in Section H.

Staff sign out

If you need to leave the school grounds during your frees you must let the Daily Organizer and the
Office staff know and record the details in the staff sign out book in the General Office.

The staff bulletin

Katrina Cikes organises the staff bulletin. If you have information that you would like published in
the Staff Bulletin please either:

a. Write it on a piece of paper and place it in her pigeon hole or in the designated area in her
office or on her desk
or
b. Email it to her at cikes.katrina.kc@edumail.vic.gov.au

Please note that all items for publication must be received by 3:10pm Wednesday.

Developing the school calendar

At the beginning of each term all staff receive a copy of the School Calendar. Half way through
each term the Katrina Cikes calls for the submission of important dates for the next term’s
calendar. If you would like to add an important event to the calendar please inform her as soon
as possible after this.

F. Daily Organization (staff Absences, Extras etc.)

3. Morning briefings

A compulsory staff briefing occurs at 8.45 each morning. These meetings communicate urgent
matters, outline the events of the day and attend to any special notices.

4. Staff absences and the replacement classes

At 8.30 each day a list of absent staff is posted in the staff room and the arrangements made to
cover their classes. You should check this as soon as you arrive to see if you will be affected.

Terminology

An ‘extra’ is a replacement class allocated above your teaching load: for experienced staff this is
22 sessions and for first year graduates 20 sessions. You can be allotted an extra during your
frees at any time of the week. 21 extras can be allotted in one calendar year (pro-rata if part
time). The maximum allocation is 3 for any two-week period, and no more than two any week.

An ‘under-allotment’ is a replacement class given to you because you are normally timetabled
for less than the 22 (or 20) periods (pro rata). These do not count towards your ‘extras tally’.



A ‘replacement’ class may be allocated because your class is absent, eg, on excursion, at camp,
no longer at school (VCE). Replacement classes can occur at any session on the day of the
event. These do not count towards your ‘extras’ tally.

4. F

requently asked questions about staff absences

Who do | contact if | am ill?

Ring 9930 8123 and notify the Daily Organizer (Steve Stewart or Mark Rodgers) between
7:30am - 7:45am. This allows time, when necessary, to arrange Casual Replacement
Teachers (CRTs). You may telephone earlier & leave a message on the answering service.

What do | do when |...

Know in advance that | will be absent on a certain day? Please tell the Daily Organizer
ASAP, to permit advance organising of CRTSs.

. Am planning to be away? You should leave work for your classes and a photocopy of

your class list with the bar codes. Fill in a cover sheet, enclose the items and place it all in
the extras stand. In Science, Home Economics, Electronics and some Arts classes Health
& Safety considerations preclude you from leaving work that involves practical activities.

Am phoning in ill? Please try to give the Daily Organizer instructions for your classes to be
passed on to the persons taking them. To date no one has expressed enjoyment at taking
extras etc. so the easier you make it for the replacement teacher, the better for our overall
morale. You can also email instructions to rodgers.mark.m@edumail.vic.gov.au

iv. Have a Medical Certificate? Give it to the Daily Organizer by 9am on the Wednesday of

If
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If

non-pay weeks. If you do not meet this deadline, pass it to Suzanne, the Business
Manager.

Am delayed for any reason? Let the Daily Organizer know ASAP in case you have a class
or have been given an extra. Although a 10 minute delay may not sound much it does
inconvenience a staff member covering for you who may have planned to use that time to
prepare for their own classes.

What do | do if | get an Extra/Under-allotment/Replacement?

iii. Check to see the session, room, class and subject you have the extra.
iv.  Check to see if the Daily Organizer has circled ‘extras stand’ or ‘extras file'.

‘extras stand’ has been circled this means the teacher has left work for their class and you
mply go to the extras stand to collect it.

‘extras file’ has been circled then this means that no work has been left for the class and you

need to collect some work from the extras file. The Daily Organizer may suggest that you see
the relevant KLA Coordinator to seek work for the class.

A

What classes are covered by extras?

Il Year 7 — 10 classes are covered by extras with the exception of ESL, Restart and

Literacy classes of 5 or less. Work still needs to be left for these students. ESL,

R

estart and Literacy classes of less than 5 students are sent to the library.

What if | do not want an extra at a particular time because of a commitment?



Directly inform KC or leave a note with the details on her desk. Please do not write in the
diary. Give at least one or preferably two days advance notice if you have organised a
parental appointment or meeting during one of your frees.

Who do | see if | wish to organise an excursion?

vi. To organize an excursion you need to meet Katrina Cikes and obtain a ‘Red Excursion
Form’ at least 2 weeks prior to the intended date to discuss whether the proposed
date is viable in relation to other events that may be happening on or around that day.
The White student excursion forms are available at the General Office.

vii. The Katrina will then go through the procedures with you, if appropriate.

viii. Excursions should be organized on a day you have the class and it creates least
extras.

ix. The excursion staff ratio is generally 1:15, but may vary depending on the event.

X. Further instructions are found in the Red Excursions Handout and in Section H.

Staff sign out

If you need to leave the school grounds during your frees you must let the Daily Organizer and the
Office staff know and record the details in the staff sign out book in the General Office.

The staff bulletin

Katrina Cikes organises the staff bulletin. If you have information that you would like published in
the Staff Bulletin please either:

c. Write it on a piece of paper and place it in her pigeon hole or in the designated area in her
office or on her desk
or
d. Email it to her at cikes.katrina.kc@edumail.vic.gov.au

Please note that all items for publication must be received by 3:10pm Wednesday.

Developing the school calendar
At the beginning of each term all staff receive a copy of the School Calendar. Half way through
each term the Katrina Cikes calls for the submission of important dates for the next term’s

calendar. If you would like to add an important event to the calendar please inform her as soon
as possible after this.

H. The General Office

The main task of the staff in the General Office is to assist in the administration of the school.

The following describe some major areas for interaction with the teaching staff.
Documents

Most Departmental forms are filed in the General Office and are available on request. Other
documents housed here include class rolls, form lists, enrolment and exit forms. Copies of
student records are also filed by the General Office, these include past reports, home telephone
numbers, information on health etc.



Supplies

Supplies of paper for staff use in photocopiers and for printers are available from the office on
request. Whiteboard markers are distributed from the office. General office supplies however,
are only available to the members of the School Administration. Staff members need to obtain
such supplies from their KLA etc.

Typing

Office staff may prepare school related documents for teachers after all other administrative tasks
have been completed, but should not be asked to do personal typing for teachers.

Rolls

The maintenance of accurate rolls is mandatory and staff must complete the rolls accurately and
promptly. At the start of each day the office staff set up the runs for the day and organise runners
who bring the PDAs to each class every period. The information is downloaded at the end of
each run and is used to compile absence lists for Year Level Coordinators at the end of every
day. If the runners do not come to your class, ensure that the attendance information for that
period is recorded in the office.

Early leavers

Students who leave the school during the day must be exited on Rollbars in the General Office.
Only students who have a Coordinator or Administration signed pass will be permitted to exit.

Official school letters

The office will type all official school letters and keep copies of all such letters. A register of
official outward mail is kept. Please assist by noting contents of sealed mail or leaving mail
unsealed if you are posting school related material.

Photocopying

Your KLA(s) has/have a photocopying budget that you can access. To use the machines you
need to arrange with the General Office for a scan card to be issued to you, for code number(s) to
be allocated to you and for the number(s) to be programmed into the machine(s).

|. Program for Students with Disabilities

2. Introduction

Roxburgh College has around 40 students funded by the Program for Students with Disabilities.
Funding is on a scale of 1-6 with most students funded at level 1 and a few at level 2. Level 1 ‘buys’
about 3 periods a week of teacher aide time and some coordination. The majority of our students are
funded under the Intellectual Disability criteria. We have a few other students funded for Hearing
Impairment, Vision Impairment and Autism.

Funding makes students eligible for program support, but is not attached to students. It enables the
program to operate via an allocation from the School's Global Budget. Guidelines for this DE&T
funded program are in the Program for Students with Disabilities Handbook 2006, which can be found
on SOFWeb at http://www.sofweb.vic.edu.au/wellbeing/disabil/index.htm

The college employs a full time coordinator and 11highly experienced part time teacher aides. The
program continues to be administered by the Disabilities Coordinator Linda Marks.



2. Identifying and applying for funding
a. What can | do for a student not coping with the curriculum?

You should consider modifying the work set for this student, complete a referral form and consult the
Program Coordinator. A child’s circumstances may change through illness or their learning problems
may have become apparent when s/he fails to progress with their peers. You can refer potentially
eligible students to the Program Coordinator at any point in time.

b. What happens then?

The Co-ordinator or the SWC ‘case-manages’ the referred student. After gaining parental permission
referral occurs to either a Psychologist, for cognitive assessment or a Speech Pathologist, if a Severe
Language Disorder is suspected. The results of the assessment are reported to parents and the
college. An information sheet is prepared and distributed. It summarises the reports, outlines the
student’s specific learning problem, indicates if it is mild, moderate or severe, whether the student
qualifies for support and makes recommendations about how the student can be assisted in the
classroom.

4. Post funding support at RC

When a student meets the Intellectual Disability; about 2 % of the population has an Intellectual
Disability, a support group is established and a submission is made for funding.

a. What is a program support group (PSG)?

A PSG is established for every funded student. Members include parents, a teacher and the principal,
or nominee. You are welcome to join a PSG or to attend to discuss an issue. Form Care teachers are
encouraged to join their students’ PSGs. They meet regularly, at least three times a year, or whenever
necessary. A member of a PSG can initiate a meeting at any time.

b. What is an individual education plan (IEP)?

PSGs plan and evaluate long and short-term goals that identify the students’ most appropriate learning
styles and determine if the student can work within or towards CSF levels or VELS. If a student cannot
work at the appropriate level, teachers will be asked to develop an Individual Education Plan for them
which modifies the curriculum to the appropriate level.

¢. How can | modify curriculum?

If a student cannot be assessed against the CSF/VELS and requires a modified curriculum, you should
consult ‘Measuring Academic Progress Against Each KLA for Students with Disabilities and
Impairments’. You must document the program you modify using the alternative format on ACE
Reporter.

Remember, intellectually disabled students learn much less than their peers and take much longer to
learn.

You may need to:

0 Give more time for them to complete work.

o Give them additional guidance throughout the task.

0 Reduce the amount you expect them to complete; this will vary; it may be as little as learning
vocabulary or writing 2 lines, or it may be 90% of what peers can complete.

o0 Give the instructions singly, or in small chunks e.g. completing a heading before introducing
the next task.

o Provide a scaffold, template, or a worked example to copy.

d. Why are students “bunched” in classes?



This is done to maximize each student’s access to aide support. Through bunching, each student has
around 14 periods of aide time, instead of 3. Some ‘borderline’ students are also placed into classes
with funded students so they too can access the teacher’s aides.

e. How do | work best with our Teacher Aides?

Teacher aides work in the classroom under classroom teacher guidance, with small groups of
students with disabilities, students with learning problems, any student who asks, and in the Study
Skills elective.

If a teacher’s aide works in your classroom, please discuss your lessons with them and explain how
you would like them to work. Please make it clear what you expect from the disabled students. Provide
an extra copy of any assignments, worksheets, GATs, homework sheets, etc to the teacher’s aide,
when one is in your class, or to the Student Support team for completion in Study Skills. If you do not
modify the work requirements, the teacher aide will usually do so in Study Skills. The disadvantage of
this is that you will not learn about the students’ abilities or what s/he achieved.

Some pieces handed in are clearly not solely the student’s work. The teacher aides may have scribed
for the student and assisted with editing. The aides also assist students to complete projects to a
much higher standard than their peers- you should regard these projects as teaching aids developed
by the aide in conjunction with the student, and be assured that much teaching of vocabulary and
concepts occurred during its creation.

If a teacher aide works with a student on a unit of work a comment sheet will be completed outlining:
0 What the student could do,
0 Task modifications made by the aide,
0 How the aide assisted the student and what the student learned.

f. What is Study Skills?

Most of the students with disabilities plus a few ‘borderline’ students do an elective called Study Skills.
Teachers’ aides are timetabled into the Study Skills class so the student-teacher ratio is between 2:1
or 3:1. The students complete class work and homework, they are assisted to do research or
assignments, and engage in literacy programs including reading every session.

The benefits of Study Skills are that

a teacher aide will:

« guide the student through the work requirement, modifying tasks when necessary and breaking them
into small achievable steps

« reteach vocabulary and main concepts introduced in class.

« let the classroom teacher know exactly what the student can do and what s/he has learned,

and the student:
« completes work that s/he is proud of, and
« is keyed into the lesson

4. External support

a. Visiting Teachers

Students with Hearing Impairment, Vision Impairment, Physical Disability or Health Impairment may
receive weekly visits from a DE&T Visiting Teacher. Visiting Teachers may work in class or in the
library on work negotiated by the school. They also visit students whose vision, hearing or physical
disability does not warrant support by the PSD.

b. Other support staff

These are DE&T provided and allocated to schools according to school population. They include

Speech Therapists, Psychologists, Guidance Officers and Social Workers. Some students require
other consultants.



J. Language Disorder Program

1. Introduction

The Language Disorder Program was a new DE&T funded program in 2006. Guidelines are in the
Language Disorder Program Handbook 2006 which can be found on SOFWeb at
http://www.sofweb.vic.edu.au/wellbeing/disabil/index.htm

2. What is a language disorder?

Some people have severe difficulties expressing what they want to say and have severe difficulties
understanding what other people say to them. We call this having a ‘Language Disorder.” A well
designed Speech Therapy Program can help a person overcome their Language Disorder.

3. Who will take part in the Language Program?

All students who are identified as having a language disorder can take part in the Language Program.
In the past students who were identified with a language disorder attended fortnightly Speech Therapy
sessions with a Department of Education & Training Speech Pathologist for 1-2 terms per year. For
many students this was not enough time for them to make improvements in their language skills. In
some years students received no Speech Therapy. The Speech Therapy caseload at Roxburgh
College has around 60 students on it who will now attend the Language Program.

4. What is the Language Program and how will it work?

Our new Language Program will be 4 periods a week, like all other subjects at Roxburgh College.
Students will engage in an intensive language program developed by our Speech Pathologist. Liz
Stayner and Gwen Chandler are our program coordinators. Classes are at year 7, 8, 9 & 10 and are
taken by trained teachers with the assistance of four trained teacher aides. Students will work in small

groups on exercises that target their specific language needs to improve reading, spelling and
speaking skills.

K. The College Library

1. TheLibrary is open

Monday — Friday, periods 1 to 6, it is closed for recess (photocopying is not available), but opens at
lunchtimes from 1.00 — 1.30 and is open after school — Monday and Friday for 10 minutes

2. Library staff

Library Coordinator: Nina Sassani

Teacher—Librarians: Bronwyn Everett, Louella Bates

Ancillary Staff: Audio Visual:  Gail Moxon Library: Dianne Monks.

3. Booking your class into the library - the booking diary is kept at the loans desk
Two areas are available for class use.

a. The library classroom (no computer access)

i. Please supervise your students at all times to ensure they are looking after the room
and keeping it tidy. Watch for graffiti outbreaks and notify library staff of any you spot.



ii. Teacher—Librarians supervise VCE/VCAL students and those doing research etc.

iii. Staff need to readily identify where students are from; extra students can create a
situation beyond what is legally viable.

iv. Two students at a time can choose resources by arrangement with the duty Teacher—
Librarian.

v. With prior notice library staff can make up a box of books for your class to use in the
room or tubs of fiction for classroom reading.

vi. Detaining students at recess or lunchtime is not feasible, as the library staff need to
lock up and leave for their break. Should detention be unavoidable another venue will
need to be used.

b. The computer/research area

i. A class booking gives access to 10 machines; the other six are for VCE/VCAL students and
those coming from classes to do research.

i. It is best to seat your class at the tables first and explain your work and behaviour
expectations.

ii. Sign students onto their respective computer on the sheet at the library desk.

. If the class is not working well consider returning them to their classroom to reinforce the

behaviour appropriate to the library.

v. Two periods in the library can be too long; it may be better to break up the time: one period in
your classroom and one period in the library.

vi. Books can be taken to your room, thereby allowing others access.

==

c. Student use

Please ensure: Please don't let Borrowing, students in
bags are left in the students: - Years 7 -10 can
foyer - eat, chew or drink borrow up to 2
books are put on - wear hats or caps books,
trolleys when - bring mobile phones - VCE/CAL can
finished *The loans desk area & borrow up to 5
students work quietly workroom is off limits books

d. Teacher- Librarians are available to help

Plan a research project; research skills are best taught as part of a class investigation,
Introduce your class to the library and show how to access the resources,
Talk briefly on fiction to English classes.

4. Library processes

a. Borrowing
i. Students borrow a maximum of two weeks and must return books by the due date.

ii. Staff borrowing is not limited, but items need to be returned when
finished with.

Iii. “Boxes of Books” either fiction or reference material, can be made
up for class use.

iv. Please give a few days notice and send the same responsible
students to collect, count and return all borrowed books.

b. Overdue books

i. Students with overdue books cannot use the library or the computers at lunchtime.



i. Overdue book lists go to Form Care teachers whose support in quickly following up on
overdue or lost books is appreciated.

iii. Resolve ‘issues’ by contacting the Teacher—Librarian handling overdue books at that
level.

c. Sending students to do research

i. The high demands on the library mean that only 3 students can be sent from any class.
ii. Students need a signed planner entry with the usual information; date, purpose, if
computer use is required, time sent and return time.

iii. The private study area has access to only 6 computers on a first come, first served
basis.

iv. Students need to bring equipment (books and pens etc.) with them and to work quietly.
v. Noisy or rude students will be returned to class, or if VCE/VCAL students, to their
coordinator.

d. Photocopying

Students need to purchase a rechargeable $2.00 card at the start of the year.

e. Homework Club

Occurs in the Library from 3.20-5.00 on Tuesday, Wednesday and Thursday, students work in

a quiet environment with a tutor and a Teacher-Librarian; Classroom teachers are most
welcome to join.

5. Computer use

Library computers (6 in corner near Loans desk) are reserved for research

work. Students require a pass to obtain access.

i.  No more than two students can work at one computer.

i. Chat, Emails, Games, or Downloading are not permitted on these machines

iii. Students sign on using their personal username and password. If they forget them they can
sign on, using ‘student’ but they will not gain access to their personal folder(s).

iv. Students save their work in their folders on the college network or on floppy disks.
Saving work on the computer hard drive is not permitted: work saved there gets deleted.

6. Student printing (colour printing is not available)

The following procedures apply to students doing research and classes working in the library.
a. Students pay for all printing (text only 10c a page, 20c with a picture).
b. Gall is consulted before printing: she will ensure student work is sent to the right printer.

L. Audio-Visual Services



1. Equipment borrowing and use

TVI/VCR/DVD players located, in Sports/Drama, Junior School, Science, Arts, Middle School and
Senior are booked, and used only in their designated areas.

a.

b.

Other equipment is available for staff use only during school hours, under strict supervision
Gall arranges equipment loans: access is available when Gail or the Library Staff are present.

Equipment is booked out via the computerised library barcode system, which maintains
working histories for maintenance purposes etc.

Due to high demand equipment loans, except for Videos, are for a limited time, usually up to
two periods. Equipment borrowing may be extended by negotiation depending on demand.

When finished with an item please return it to the AV Room or to the Library staff rather than
passing it on to another user. As the recorded borrower you are responsible for its return.
Please avoid leaving videotapes in Gail's pigeonhole as they may go missing.

2. Loans, recording, dubbing or editing

f.

Gail takes bookings for Videos, Digital Movie Camera, Digital Camera, Video Cameras, Radio/
Cassettes & CD players.

Gall or library staff accepts recording requests etc., for subsequent completion, and charging
to the respective dept.

At least two days notice is needed for video loans, or video and audio recordings.
The name of the person requesting, and specific details need to accompany the item(s).

Available videos are listed on the school intranet at Bibliotech and can be located using the
search menu.

CD or Radio Players from the AV area are not supplied to Arts classrooms.

3. Picking up equipment

a. When collecting equipment or videos students require an appropriately signed Planner.

b.

Videos rated G and PG are available to classes in Years 7-9. Parental permission slips are
required for M rated movies for these years.

4. Using staff photocopying cards

Staff sending students to photocopy need to send a photocopy card with sufficient credit to complete
the required copies, or if money needs to be added, a note stating the amount needed and the name
of the dept or area to be billed.

Part 2 Student Welfare and Management



Controlling classrooms through positive relationships

C. Introduction; the basic ideas and their implications
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A. Introduction; the basic ideas and their implications

1. How does teacher response shape student behaviour?

According to Dreikurs children’s behaviour reflects their decisions about how they can most
effectively belong to, or be recognised by the group.

a. Students who are confident of their ability to find a place to belong through constructive
activity will tend not to be a problem.

i. Such individuals have developed feelings of equality and worth and are interested in co-
operating with others and in participating usefully within a group.

i. They face each college demand, be it intellectual, social, physical, or emotional, with
confidence in their ability to cope with the demand.

iii. There is no need for them to misbehave because they know that they can function
constructively and co-operatively in the class.

b. In contrast, there are discouraged children who feel that they cannot cope with the various
college demands and decide to adopt unacceptable ways of behaving which they believe will
gain them status and a sense of group recognition.

Students who constantly disturb, disrupt, fail to learn, invite attention, rebel, or violate orders
are discouraged individuals who feel that they cannot find a place in the class through
constructive and co-operative behaviours and consequently turn to more destructive and
inadequate behaviour in their attempt to find a sense of significance.

c. Before teachers can begin to assist individual children, they must stop giving undue attention,
fighting, retaliating, or accepting students’ display of inability. That is the first and necessary
step in any corrective program.

i. Teachers need to remind themselves constantly that they are the targets of disturbing
classroom behaviour and that their reactions tend to sustain and strengthen undesirable
behaviour.

ii. There are a number of processes designed to help pupils to develop more adequate ways
of behaving but teachers cannot use these until they stop responding to unacceptable
behaviours.

lli. Teachers should train themselves to go against their first impulse and, consequently, break
the detrimental cycle whereby a student acts and teachers react.

2. What then should teachers focus on?

a. Promoting student willingness to exercise their own learning rights and protect the learning,
physical and emotional safety of everyone in the classroom.

b. Encouraging relationship-based discipline because it works better than other styles and is less
disruptive to both the individual student and the class as a whole.

c. Focusing on discussion, direction, recognition, involvement and consequences.

3. What are the implications for professional practice?

To be effective teachers should
- remain calm in dealing with students when they break rules

- remind students about the rule and the effects of their behaviour on others in class
- never let matters get personal; act positively towards the person, seek to change the behaviour.

They should ensure that students have
- some input into rule definition
- responsible behaviour recognised
- discussions with teachers that focus on the impact of misbehaviour on others’ rights



- clear choices so that they are aware of the consequences of their actions.
4, What are the basic procedures?

For more detail see sheet, “Classroom Management”

a. Develop a classroom management plan - a classroom agreement
b. Teacher remains calm/assertive

¢. When dealing with misbehaviour
i. Name the person,
ii. Name the behaviour,
iii. Say why behaviour is unacceptable (rights of others),
iv. Give choice/consequence,

v. Follow through progressively with agreed steps, if necessary to exit, see Chart and notes

d. Exits lead to conversation: see “Conducting a discussion”
“Thanks for coming, listen | want your help with a problem”

i. go on to, challenge rationalisations,
ii. insist student be adult,
iii. get agreement on expectations of future behaviour,
iv. provide feedback

e. Help teacher distinguish core problem students and those “feeding off” the situation, see Section G.

5. What support can teachers rely on?

We all face difficult situations where we need help. We believe that a teacher using unacceptable
disciplinary strategies needs support not condemnation, and have agreed on 3 signs that a
teacher needs help.

Yelling in anger at misbehaving students
Calling misbehaving students names
Sending students out of class without intervening steps.

Whenever a teacher feels uncertain, most especially if any of the above is happening, you can get

support from:

a. Colleagues; talk to those you trust, practice the techniques with them , and consult those who
‘get on’ with the individual or class.

b. The Form Care teacher; s/he knows the students and may provide useful insights etc.

c. The YLC; in setting up conversations and in providing advice on conduct of conversations that
challenge rationalisations etc.

d. Student Management meetings; where there are opportunities to discuss issues and situations
with peers and chances to raise matters of general concern relating to student welfare and
management.

e. The YLC after 4 conversations with same student, the teacher fills in a referral sheet and
hands student over for assistance.

f. The priority expectations for student behaviour in Term 1, 2006 were;

i. to be atclass on time,



ii. to bring all equipment, and
iii. to complete all set work.

B. The Key Aspects

1. Classroom agreement based on rights and responsibilities

Form/Class ...... has developed the following agreement as the basis for their learning environment

this year

In this classroom

a. Students and the teacher have the right to do as much work as possible

Therefore students should

0 bring and encourage others to bring all their equipment to class
0 listen and encourage others to listen when students are speaking
0 be on time and encourage others to be on time

0 attempt and encourage others to attempt all work

0

0

b. Students and the teacher have the right to feel comfortable and safe in the classroom.

Therefore students should

0 pass and encourage others to pass all objects hand to hand

0 speak and encourage others to speak to others politely

0 keep and encourage others to keep their hands to themselves
o]

0

If students respect the rights of others their
behaviour will be recognised by

If students don't respect the rights of others, the
following will occur (in order)

Student’s signature..........ccocoovevinveiiie i e

Parent’s signature ..........coooeiiiiiiie i




2. Before control
a. Reality tests

Describing situations
There is someone talking and therefore some kids can’t hear properly
Some people have their books open and are ready to begin.

I-messages
When students fight | get worried that someone may be hurt
I'm pleased to see that some students are waiting quietly to begin

Restatement of expectations
| thought that we agreed...
Didn’t we say that...

Questions

What are you doing?

What should you be doing?
Should you be talking now?
Are you behaving responsibly?

b.  Group management
Class decides on expectations of student behaviour

What did we decides should happen when one student is talking?
Did we agree that fighting is OK?

d. Time-out

Standing outside the room or exiting a student is not a punishment but providing time for reflection, an
opportunity for some thinking and planning for a more responsible future. It is assumed that the use of
time-out will ultimately motivate students to curb their worst impulses because above all they want to
be with their friends.

Once placed in time-out students should be encouraged to think about their answers to the following
questions.

What did you do that caused you to be timed-out?

Why did you do it?

Was it responsible?

What were likely to be some of the good outcomes of what you did?

What were likely to be some of the bad outcomes of what you did?

What could you do if the same situation were to reoccur?

What do you plan to do instead - that is more responsible? Make sure that whatever you decide to do
will not infringe upon students’ right to an opportunity to learn and the teacher’s and students’ rights to
feel safe in the classroom.

d. Requesting student to leave the room
You can only stay in class if you are prepared to behave reasonably. Please, stand outside the room/
go to the General Office and see if you can figure out how to better handle a situation like this next

time. As soon as you've got it worked out come and speak to me. Hopefully it won't take too long.

e. Greeting upon return from time-out



It's good to see you were able to sort this out.... You can stay here if you will act better. What exactly
do you mean? What do you plan to do if....?

3. Managing your classroom

a. Verbally controlling students
i. Becalm, not hostile.
ii. Warn. Include:
-name of student
-description of inappropriate behaviour
-statement of why it is inappropriate
-demand (what to do now)
David, ............. your talking is disturbing others. They have a right to work, please be quiet.
Note body language

Open stance leaning forward, eye contact (until 1 sec after nomination & 3 seconds after
warning)

iii. If resistance, reassert, don't discuss now

| understand, and if you wish to discuss it we can do that after the lesson or at
lunchtime. Right now, please be quiet.

iv. Reassert again. (Optional)
That® not the point. PLEASE...BE...QUIET!
v. Give choice.

You have a choice. If you will not be quiet, you will have to ...... Have a hierarchy of
consequences prepared.

vi. Follow through.
Please sit over there! (Be ready to reassert)
If strong resistance is met, don't get into a power struggle, defuse the power but up the ante.
David, | don®intend to force you. However, if you don®move, as soon this lesson

finishes | am going to ............ The choice is yours. You have 10 seconds to think about
it.

Note:

If you want to control students, REWARDS (encouragements) are more powerful than punishment.



b. Classroom responses to misbehaviour

—

8. After 4 conversations with
same student, or for violent or
threatening behaviour, the
class teacher completes a
Referral Form and hands

student to YLC for assistance
A

1. Behaviour is deliberately
inappropriate

2. Give clear warning
then redirect back to task

7. Conduct conversation and
agree on future behaviours.
After 2 conversations with
same student consult Form

v
Care Teacher
3. Move student within 'y
classroom

A 4
.| Issue small then
Matter resolved larger detention
stud 6. Arrange conversation
tu Em _rﬁtulrns to and apply appropriate
work with class. consequence.
Monitor behaviour v 'y
and performance
Ring parents and
Acknowledge good discuss problem/
work make appointment
for meeting
A
A 4 . .
5. Exit the student with a RED
4. Send student out of classroom o Ol (DS (e Qi
> to be seen by duty AP

for a few minutes.

Refer to Red Form processes

Send student to a
pre- arranged
supervised
classroom




Exploring responses to misbehaviour
1. While these procedures cover reactions to particular negative behaviours in a logical progression.
Our preferred mode however, is to work proactively to improve relations with all students.

2. Remember that when dealing with misbehaviour you should be conscious of following the
college® welfare and discipline policy, by
a. remaining calm at all times
b. offering a warning at each stage and indicating what will occur if the behaviour continues
c. thinking about appropriate penalties as well as when you should move the student
d. considering referrals and home contact.

Reflecting on the stages
i. Early stages
Examples of deliberate inappropriate behaviour that would trigger considered teacher responses

include:
o calling out 0 annoying others

0 inattention 0 not completing work
0 excessive talking

You are trying to cause least disruption and give the student productive ways of responding.
Give a clear warning and redirect back to task.

Is the student now working appropriately? If so, acknowledge good work; monitor behaviour. If not a
short detention of 10-15 minutes duration is an appropriate consideration.
If a pattern of taking a long time to settle emerges, you should talk to the Form Care Teacher to see if

this is a general problem that needs acting on by all teachers of the student. You should consult also
if a new pattern emerges that represents a change to usual behaviour.

ii. Middle stages

After again redirecting student give warning, then move student within
classroom; to sit near another student or to sit independently. At this
stage the student is not placed outside the classroom.

By the time you are thinking about a cooling off period outside the room for a few minutes only, you
should also be contemplating longer detentions and competing an incident report to the Form Care
Teacher /Year Level Coordinator and the need to contact parents. As with all the other steps if you
decide to do so you should warn the student that this is the course of action that you will follow. You
would also contemplate detaining the student or calling back for a brief “Conversation” at the next
break.

iii. Terminal stage

If the student continues to contravene others’ rights you may need to send the student to a supervised
classroom such as a mentor® or a fellow KLA member. Obviously this needs to be a pre-arranged
strategy.

If this is not possible and the student is persistently making the classroom unworkable and you have
exhausted all your strategies, or because the nature of the behaviour escalates, you need an
extended conversation not possible while you are teaching. You may be compelled to exit the
student.

Note
A move to extreme behaviour can occur at any stage, examples include;
0 violent o vulgar

0 dangerous 0 stubborn



Any of these behaviours directed to a student or teacher is cause for removal via a Red Form.

c. Rights-based warnings
Ways of dealing with age-old problems
1. Talking (noise making/moving) when Teacher is trying to talk to class

David, your talking is preventing these students from working. They have a right to learn.
Please be quiet. (Please act responsibly/be fair).

Right now David you are cutting across the rest of the class® right to hear. Please be quiet
(responsible/fair).

David, you seem to have forgotten that others have a right to learn. Please be quiet so they
can hear me.

N

. Not having equipment

David, you need your equipment to learn. Also, when you borrow from others you interfere
with their right to learn. Please bring all necessary equipment to class.

w

. Putting down other students

David, Cleo has a right to feel comfortable in this classroom. You are not respecting her rights.
Please speak nicely.

When you speak disrespectfully to Cleo David she must feel bad. She has a right to feel safe
and comfortable in this room. Be careful how you say things.

N

. Coming late to class

David, when you come late to class you aren®acting responsibly. Also you interrupt what we
are doing and therefore interfere with the rest of the class® right to learn. Please come on
time.

o

. Fighting

Fighting puts people at risk of being hurt. All members of this class have a right to feel
physically safe. Please keep your hands to yourself.

6. Eating

David, when you eat others are distracted and their right to learn is interfered with. Please
don®eat in class.

d. Four kinds of students

=

. Managed by normal circumstances
They manage themselves in order to learn what is contained in the curriculum

N

. Managed by punishment and reward
These students are occasionally distracted or disruptive, but do not have to be isolated or
referred to others

w

. Managed by discussions
These students ultimately need to be isolated, sent out or referred to others

4. Not managed
These students generally seem unmanageable no matter what is tried



e.

Controlling a difficult class

Assuming there are about 12 students who are difficult the following will be necessary.

1.

Be prepared to spend a disproportionate amount of time in the first 3 lessons establishing control.
Expect the process to take at least 4 lessons.

Do not let yourself feel that things are out of control during the first few lessons, as it will take the
students some time to realise that you mean business.

Decide on a sequence of consequences, beginning with a rights-based warning.

Work out how many of the 12 students would be concerned if you informed their parents of their
inappropriate behaviour.
For these students, place this consequence as number 5, after for example

e warning a chat after the lesson or at
* moving seats within the classroom lunchtime
« sending out of the class for a short e giving a detention

time and holding the student back for  phone parents

Decide how many of the remaining students would be deterred by being referred on to a senior
teacher (or whatever) and place that step as number 5 for them.

To give yourself a breather during the time that it takes the process to "bite", arrange with some
teachers who teach the same periods to expect a student to be sent to sit at the back of the class.

This way you spread the difficult students around if you need to "exit" them to retain your sanity
and not have them pile up in a time-out or detention room to ‘enjoy’ each other's company.

Within 4 or 5 lessons you should notice that only 1 or 2 students are resisting your "system".

During the first lesson always apply the "system" to individuals, one at a time, ensuring that you
have eye contact as you go through the steps.

Any resistance (e.g. a refusal to move seats) is met with a calm statement pointing out what the
consequence for resistance will be.

Be prepared in the first lesson to go through your steps because of student resistance, but after
you get to step 5 wait until the end of the lesson and then FOLLOW THROUGH.

Within 2 weeks things should have improved. If not think up some more creative and unwanted
consequences.

Try to maintain good relationships with students by being helpful, friendly etc whenever possible.

f. Influencing self esteem

A. Competence - The student believes that she is able to do something well
B. Usefulness - The student believes that the college community values some things that she can do.

C. Belonging - The student feels that she "has a place" in the college community

Key Questions

1.

What goes on in the college that promotes difficult students' feelings of Competence, Usefulness
and/or Belonging?

What goes on in the college that undermines difficult students' feelings of Competence, Usefulness
and/or Belonging?

In answering this question consider aspects of schooling such as

0 Curriculum content o Co-curricular activities
0 The process of instruction o College organisation
0 Assessment o0 Student responsibility



g. Responding to "difficult” students

© © N o O

Fight your first impulse (try to understand that the student is hurting inside).
Encourage the student at every opportunity.

Separate the deed from the doer. Express a liking for the student while still applying logical
consequences.

Show an awareness of some skill the student believes he or she is good at. If possible, set up a
situation where you can observe the child being competent.

Have the child help you in a meaningful way.

Show some interest in something that interests the child.
Collect enough data to be confident of student's mistaken goal.
Make sure the student is aware of his or her "mistaken" goals.

Confront the student with the need to choose between his or her primary goal (being liked) and
mistaken goal.

10. Inform the child (privately), during class, of the mistaken goal as he or she misbehaves.

11. Modify the child's curriculum (Usually more Kinaesthetic /Visual learner).

h. Encouragement

1. Phrases that show acceptance of the student

I like the way you...

It seems that you are satisfied with...

Since you're not satisfied with...what do you think you can do about it?
It seems that you enjoy....

How do you feel about what you've produced...?

2. Phrases that show confidence in the child

Knowing you I'm sure that you will do it all right.
That's the way, you'll be able to..........

I know you'll make a choice you'll be happy with.
That's hard but I'm sure you will figure it out.
You'll figure out how to do it.

3. Phrases that focus on contributions, assets and appreciation

Thanks ..., you helped me a lot.

It was good of you to help...

Thanks, | really appreciate you......... it makes my job much easier.
I need your help to.... so that....

The way you... is really quite impressive.

4. Phrases that recognise efforts and achievements

It looks as if you have worked really hard on....

You've worked hard. It seems like you like to...

That was difficult but | can see you figured it out.

| see that you are making progress with... you're already able to...



4. Exiting a student - Red form procedures

—

Red Sheet handed to student

Student departs for Office

Student refuses to leave

Another student takes Red
Form to Office

Duty AP seeks referral to YLC or SWC |

and/or arranges supervision

Duty AP comes to class and
exits student

I

Matter resolved

Student returns
to work with
class.

Monitor
behaviour and
performance

Acknowledge
good work.

Teacher completes Serious Incident

Form / Student completes Reflection
Form

!

At next break teacher arranges student

interview

v

Matter unresolved student referred to

» Issue detention

v

Ring parents, discuss problem

A

Year Level Coordinator

I

Matter unresolved student referred to

and make appointment for
meeting

Assistant Principal

Notes

1. At each stage give consideration to
a. strategies to improve relations and avoid future problems
b. parental contact
c. referrals to College or external support mechanisms
d. appropriate, penalties etc.
2. Before making contact with parents and seeking their support you should talk to the Home Group teacher
and the YLC to inform yourself of any protocols that may be in place.
3. Regard the parents as your allies in joint efforts to prepare the student for life beyond schooling. See
Suggestions for talking to parents about problems.
4. If the matter is resolved and subsequent classroom efforts and behaviour improves, then you should find
appropriate ways to recognise the efforts the child is making and to let home know.

» Suspension if necessary




Urgent Attention General Office - the Red Form

Staff Member.....oo Current location

Class Exit Forward to Coordinator

.................................... of .................. needs to be/ has been exited for the following reason(s)

Date of exit Time of exit .....ccovvvvieninnn.

A. Continuing to break class rules:

The strategies already applied are: (Tick the strategies you have applied or write in your own)
1. Warning & redireCtion or .........cccooeviieiie i e e

2. Warning & MOVE SEAL OF .......cvvueiiiee e ieiee e ie e e aeaaeeanens

3. Warning & stood out of Class OF ........c.oooiiiiiiiiii e,

GIVEN @ 1aSK OF ...

(DTS (] 21110 1 1

Feedback to Class Teacher from Coordinator o Date

To (Name of staff member)
Re Student (Name of student) ......... Form
| havetentatively arranged a discussion with the student for ...............cooviiiiiii i

I have/will inform the Form Care teacher

The consequences of being exited today are

1.  Record of interview completed 6. Parentsphoned ...................o.oon

2 Reflection sheet completed .................. 7. Parent conference arranged ...............

3 Student counselled, apology given ...... 8.  Behaviour contract ...............coiil
4.  Official College Detention ..................... 9. SUSPENSION ..iiiei it
5 Counselling arranged .............c.ceevneee. 10. Other specify .......coovvvivviiiiiiiiee e,

Emergency Situation

& BRI
# ) * Voo

(Indicate location)




Feedback to Class Teacher from Office (" "

5] 100 (<] o | (o] I arrived at the officeat .....................

5. Conducting a"discussion" using a model of influence

Discussions are central to attitude and behaviour change. They are rational and structured in a set
sequence with clearly identified elements and outcomes.

Make sure that you and the student are seated and you are facing the student.

Maintain eye contact while leaning forward slightly. Use non-verbal signals like nodding while listening.

a. Welcome and seek help to deal with the "problem".

Good to see you David, | need your help with something.

b. State what the problem is, what effect it is having on others - including how it makes you feel.
When you talk while | am talking, 1@ concerned that the other students cant hear what
I@n saying.

| feel worried when you come late because it distracts the rest of the students and they need
to concentrate on the beginning of the lesson. They will lose out.

I@ concerned that someone will be hurt if students fight.

c. Listen - and paraphrase student's facts and feelings.
You seem to be saying that you need to talk as you are worried that............
So the reason you come late is ...and it® not your fault.

You only fight because ...........

d. Confront the student's argument. Try to show it is unreasonable.

So what you are saying is that because | didn®see Eric talking | shouldn®try to stop you
interfering with the right of your friends to get on with their learning?

Because you were angry, that gave you the right to swear at Cleo and distress her?

Are you saying that you don't care about your friends?

e. Get student's agreement that there is a "problem"

So you can see there® a problem.

f. Have student provide a solution that meets both his/her and others' needs; if necessary suggest
some.

So what can you do about it?
How can you be sure that you can arrive on time?

Next time, rather than fight what might you do instead?

g. Evaluate all the solutions and find one acceptable to both.
Set a timetable to evaluate its effectiveness

OK then we'll try it until.... and see how it goes.



a. Challenging rationalisations by exploring motivation

i. Gain involvement

I think | know why you ........ talked while | was talking............ made noises in class...stole money
. lied etc. Do you want me to tell you what | think?

ii. Confront motivation

Could it be that you want special attention?
Could it be that you want to be boss and get your own way?
Could it be that you want to get even and hurt people as much as you feel they have hurt you?

iii. Deny "Rational" excuses

That's not it. It's not that you're bored, confused, tired etc.

You just want to be noticed, ...show people that they can't make you do stuff.

You can do want YOU want... get even with everyone. You figure they hurt you so why not. They
deserve it.

iv. Defuse Motivation

You're right. If you act silly enough people can't help but notice you.
Absolutely, no one can make you do anything.

v. Encourage
You are a terrific kid. I like you very much.
vi. Confront belief about not being "likable"

I know you think | don't like you but | do.

| think that you feel that no-one likes you but you are wrong, | like you a lot.

I understand that you feel that no-one likes you and maybe you even think you're not likable, no matter
how well you try to behave. You're wrong!

There's nothing you can do that will make me stop liking you. Give it your best shot.

I even think that at times you think your parents don't like you. You're wrong. We do like you. You're a
great kid.

vii. Provide choice

Do you want to be noticed or do you want to be liked (to have friends), you can't have both.
Do you want to be boss or do you want to be liked, you can't have both.
Do you want to get even or do you want to be liked, you can't have both.

viii. Separate child and behaviour

I think you want people to like you but you don't think they could. You're wrong!

If you changed the way you behaved people would find it easier to like you.

It's hard to like someone who steals, hits etc-.-

The only thing about you that is hard to like is the way you are choosing to behave.
If you choose to behave differently the other kids would think differently about you.

ix. Continually expose motivation

I know why you.... and.... Why your behaviour is getting worse. You're saying to me
"Like me do you? I'll show you I'm not likable ". It won't work. | do like you.

Xx. Apply logical consequences

Because you ... we will now have to...

Highlight the mistaken goal during class

The next time you ... or ... in class, rather than punish you, | will simply let you know that the reason for
such behaviour is .............. S0 you can come to understand why you do it.



b. Talking to parents
% +

Put yourself in their shoes; we seldom call parents up to the college to tell them good things. For some
parents this may be part of an ongoing unpleasant experience; for others the student may well have
given them a completely false picture of you and what is/has been going on. Some because of other
life experience may have hair-trigger sensitivities to any suggestions of victimisation/dislike/unconcern
that may have been falsely directed at you.

Parents are likely to be nervous and defensive; they may wonder,” Is my competence as a parent being
questioned?”, or “Does the teacher/college have a genuine concern for my child?” These reactions
may be exacerbated if the parents are also having difficulty themselves; living with teenagers can be at
least as challenging as teaching them.

Separate child and behaviour (the child has value, it is the behaviour we are seeking to change
because it is getting in the way of their learning and hence eventual success in college and
subsequently life). Reassure parents that you want the best for the child. Your skill in reassuring them,
not necessarily directly, will usually determine the difference between engaging their active support or
losing the only outside ally you have. “I really like ..... , but I am worried about ..... | have discussed the
matter with him/her without getting the results we need. | am asking for your help because ....... 's
future is important to us both.”

Parents always want the best for their children. They may not always show it in ways you expect, and
they may have given up on certain things, but if what you suggest is sensible and well intentioned their
cooperation is usually forthcoming and their gratitude evident.

Don't ring till you are calm and have rehearsed the points you want the parents assistance with. They
are the experts on their child. Without giving away the initiative be accommodating. You are seeking
to arrive at a solution that both home and college will pursue.

+ -

Try to set the parents at ease; initial comments should indicate some positives about the child. This
may not always be easy but think this part through, because if the child is all bad then there is nothing
we can do; there is nothing to work with. If you haven't got to this point then you are not ready for the
conversation.

Make sure the purpose of the conversation is clear; not to complain but to seek positive and productive
ways for home and college to work better together around the education of the child. The conversation
may keep getting sidetracked. If there is another issue by all means deal with it. If the parents are
worried about it then it is a genuine concern, but keep bringing the conversation gently back to a focus
the main purpose. Sometimes this may require not only patience but also considerable ingenuity.

You should have a positive and realistic proposal in mind, but be flexible, the parents may alert you to
factors you didn't or couldn’t consider, or they may prefer other ways of proceeding. “Well you are the
expertson ........ I'll go along with your suggestion and we’'ll talk again in a fortnight to see how it has
gone.” Remember Rome wasn't built in a day and all roads lead there. So be prepared to consider
other options or strategies that should achieve your goal of redirecting the student’s energy to more
productive ends, thereby making your life much easier.

Make sure you arrange for follow up, a phone call or visit, and make sure you carry it out.
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Guiding principles

The primary responsibility of the college is to educate: central to our efforts to improve student
learning is the maximising of opportunities and capacities for students to learn, and for teachers to
teach, conscious that:

a. education includes the development of social and emotional competencies
b. for some students these can have priority at times over academic or vocational goals
A safe secure and supportive environment free from harassment or intimidation is a necessary

precondition for effective learning: every member of the school community shares the responsibility to
encourage prosocial attitudes and behaviours and to eliminate antisocial attitudes and behaviours

Meeting the needs of students in difficult circumstances is part of our commitment to all students
The management of these students is based on the following understandings
a. All reasonable efforts should be made to maintain them at school, and if this is not viable

continuing education arranged

b. Their identification, progress in school and access to external resources and services requires
coordination and monitoring

c. Collaborative and innovative approaches that do not compromise the learning or the safety of
others are required

d. The focus is on the development of positive coping attitudes, strategies and behaviours

e. College processes must inform and empower classroom teachers and coordinators to become
powerful and effective influences.

Implementation

Consistent with DE&T guidelines and the Roxburgh College Student Code of Conduct the Welfare
team in consultation with Sub school coordinators will

identify students who due to personal circumstances are at risk

facilitate a positive approach to the student and his/her situation by all

communicate regularly with the Form Care and other classroom teachers to ensure

o they have appropriate information about risk assessment etc. and the strategies to be
adopted in the classroom

o they are supported and involved in planning, monitoring and evaluation of the
student’s work/progress and that

o they participate in any IEP planning or Support Group established to assist the
student

recognise progress and genuine efforts to address problems
endeavour to access or refer to all available external support services
ensure that all staff know the key person managing the student
maintain regular contact with parents, if appropriate

assist in accessing an alternate setting and support during the transition period if a decision is
made that the student should leave



b. Referral procedures

$ 2

Case management is a collaborative process of assessing the needs of identified students, and
making appropriate recommendations, monitoring action and ensuring follow-up. The student is a
partner in the process with the goal of achieving the optimum educational outcome.

A case manager is the staff member assigned primary responsibility for the student on a daily basis,
who oversees coordination of available resources and that necessary services are accessed.

The case manager also:

ensures that support group meetings are held on a regular basis;
facilitates the meeting; and
ensures that minutes are taken of each meeting and provided to all SG members.

At this stage likely case managers are, depending on circumstances, a member of the welfare team, a
member of the admin team, a sub-school coordinator or a year level coordinator.

The Support Group

The aim is to:
ensure that those with the most knowledge of and responsibility for the student work
together to establish shared goals for the student’s educational future
increase the student’s participation in the educational programs and social life of the school
provide educational planning that is ongoing
provide support for teachers, parent/guardian/carer(s) and the student

The Support Group represents a partnership in the educational planning process between the student
and the school in which members.
share information about the student’s interests, strengths, skills, preferences, abilities,
preferred learning styles and an understanding of the learning environment
set educational and social goals and determine an appropriate program to meet them
identify appropriate strategies to implement this educational program and organise
appropriate resources, services and supports
regularly monitor the achievement and progress of the student and make plans to address
any barriers
advocate the student’'s needs and ensure that changing needs are met.

* 2

the student

a parent/guardian/carer, where appropriate.

the case manager

a member of the welfare team where the case manager is not a member
a classroom teacher of the student, who may be the Form Care teacher
a coordinator with responsibility for the student



The Program Support Group may invite input from any other person with knowledge of the student or
with information relevant to the educational or social needs of the student.

c. Referral in Action

—

1. Teacher/FormCare teacher with concerns completes
referral form to subschool leadership team

Py

a. student welfare
b. learning problems
c. discipline

Serious

concern
referred
directly to
Welfare Team

2. Subschool leadership team investigates and
determines appropriate course of action

via AP or SSC

3. Full referral form completed and sent to Welfare
Team via Tony W, when appropriate .

4. Welfare team examines referral and determines
course of action eg Speach therapist, Psychologist or
Case manager

5. If Case Management is appropriate a Support Group
is established to plan educational and social program




d. The Case management processes

1. Student identified
—p ] 2. Case manager appointed
— 3. Support group established
3.a Information about the student shared
L\ 4
3.b. Educational and social goals set
L 4
3.c Appropriate strategies identified
L 4
4. Appropriate program determined
Y
< 4.a Appropriate services and supports organized
A. Program
implemented
— 5 Achievement and progress monitored
B. Program modified if Y
necessary
] G Plan to address any barriers
C. Further e 7 Advocate
modifications and
developemnts as
appropriate . . o
8. Changing needs of the child identified
and met




e. The referral form

Record of early intervention

Student
Form

Sub School .........coviiiinnn,

Reason(s) for referral

Referred DY .....ooooviii
Date ..
Source of Referral Specialists Check
Form Care Teacher
Teacher Intervention complete
Sub-School Leader
Student Welfare
Form Care Teacher . o o Computer entry
Assistant Principal/ Principal
FeedbaCK to.......coocvii i
Date ...

As a result of your referral the following action has been/ will be taken



C. Monitoring your progress
These can be used for personal reflection or by a colleague-observer

I. Managing the class

Circle an appropriate response.

E = Every or Almost every time | (he or she) responded to misbehaviour
S = Some of the times | (he or she) responded to misbehaviour

HA = Hardly any of the times | (he or she) responded to misbehaviour

It may be helpful to add comments/observations/explanations/examples
1. I remained calm when dealing with misbehaviour.

2. | followed a sequence of steps in responding to misbehaviour.

3. l implemented steps when it was necessary.

4. | missed or jumped steps (e.g. gave consequences before
explaining, or skipped consequences).

5. Individual students were targeted not groups of students.

6. | made clear demands (rather than questions etc).

~

[e0]

. I recognised responsible behaviour.

ii. Conducting a "discussion”

Circle an appropriate response;

Y =Yes N = No NS = Not Sure
Please add comments/observations/explanations/examples if helpful

1. The student was welcomed.
2. The student's help was requested.

3. A statement was made of the negative impact of the student's
behaviour on the other students.

4. | "listened" to the student whenever he or she said something.
5. 1 confronted the student's faulty reasoning.
6. | clarified that the student could see that a problem exists.

7. 1 had the student identify more appropriate behaviour
should the "problem" situation arise again.

8. The student and | agreed on a workable solution.

9. | set areview period and made an arrangement to
check on the success of the solution.

. Explanations were based on the needs of students to learn or to feel safe.

< < < =< <

<

HA

HA

HA

HA

HA

HA

HA

HA

NS

NS

NS

NS

NS

NS

NS

NS

NS



Classroom agreement

Form/Class ...... has developed the following agreement as the basis for their learning environment

this year

In this classroom

1. Students and the teacher have the right to do as much work as possible

Therefore students should

0 bring and encourage others to bring all their equipment to class
0 listen and encourage others to listen when students are speaking
0 be on time and encourage others to be on time

0 attempt and encourage others to attempt all work

0

0

2. Students and the teacher have the right to feel comfortable and safe in the classroom.

Therefore students should

0 pass and encourage others to pass all objects hand to hand

0 speak and encourage others to speak to others politely

0 keep and encourage others to keep their hands to themselves
o]

o]

If students respect the rights of others their
behaviour will be recognised by

If students don't respect the rights of others, the
following will occur (in order)

10.

Student’s signature...........c.oovvie i e

Parent’s signature ..........coooeiiieiiie i

10.




Urgent attention general office - the Red Form

Staff Member...........o.co Current location ...............
Class Exit Forward to Coordinator
.................................... of .................. needs to be/ has been exited for the following reason(s)
Date of exit Time of exit ...c.oovvveviiiiinnnns

A. Continuing to break class rules:

The strategies already applied are: (Tick the strategies you have applied or write in your own)
4. Warning & redireCtion Or ..........cooeiii it

5. Warning & move SEat OF ..........ovviuiiiii it e

6. Warning & stood out of Class O ........c.oooiiiii i,

GIVEN @ TASK OF ..ot iit e e e e et e e et e e et e

D12 1= 11110

Feedback to Class Teacher from Coordinator o Date

To (Name of staff member)
Re Student (Name of student) ......... Form
| havetentatively arranged a discussion with the student for ..o

| have/will inform the Form Care teacher

The consequences of being exited today are

11. Record of interview completed 16. Parents phoned ..................

12. Reflection sheet completed .................. 17. Parent conference arranged ...............
13. Student counselled, apology given ...... 18. Behaviour contract ...............cceeieiinnnn.
14. Official College Detention ..................... 19.  SUSPENSION ..eoviiiiii et e
15. Counselling arranged ...............c..c...es 20. Other specify .......cooiviiiiii i

Emergency Situation

& R

# ) * Voo

(Indicate location)

Feedback to Class Teacher from Office T "

5] 100 (<] 0 | S (o] arrived at the officeat .....................



Major incident report

Send to YLC, SSC or AP ASAP after the incident
Student: Form: Time: Date:

Teacher: Subject/Unit:

Outline of event(s): If student was exited please indicate time and place

Please arrange a student discussion for me




Classroom teacher concerns

Send to Form Care Teacher or YLC for minor but repeated infringements

Student: Form:
Time: Date:
Teacher: Subject/Unit:

Outline of behaviour:

Please arrange a student discussion for me

Preliminary notice only

Feedback (TEAR OFF) Date ...............

TO From
(Name) (HGT/YLC)

The consequences given t0 ...........eeeeeveeeveeeiieieeeeeeeeeee. as a result of receiving your referral are:

1. Reflection sheet completed Parent conference

2. Student counseled and Behaviour card

regrets expressed Student now on contract

© 0N

3. Detention given Other specify

4. Extra task given
5. Parents phoned

| havetentatively arranged a discussion with the student for



Classroom detention notice

R} 10 [0 [T ) S
Form: ..o, Date: ...coovviiiie,
Lunch time detentionin: ............ ON ...oovvvvvvnnenn. at .o until ............
(Location) (Date) (Time)
Or
After school detention in: ......... (o] I at......... ...... until ............
(Location) (Date) (Time)

Reason for detention:

Discourtesy/Disobedience in class

Lateness to class

Textas/ Chewing Gum / Liquid Paper / Bag in Class

Failure to return school property

Littering / Graffiti in class

Other (please specify

Teacher's Name: (print) ..........ccoccovveiiiiivennnnn. Sighature: .........oviiiien .
(Cut Here)
" 1& 2 !
I understand that my child ....................... is required to attend a classroom
Detention on............ starting 10 minutes after the final bell for the day until ............

| will arrange transport home if necessary.
Parent/Guardian SIgNaTUIE: ...t e e e e e e e e

Please return this slip prior to the detention.

NOTE

Detention at lunchtime will not exceed half of the lunchtime period
After school detention is for 30 minutes, 45 minutes or 60 minutes
Failure of students to attend will result in a doubling of the detention



Student report of incident

) 100 L= 1 | Form ...ooovvviiii,

LIET: 1o] =] Date....oovveiiiiiiiiiiiie,

What happened?



Student reflection after exit

Student.......ccco Form............... Subject/Unit.......................

What did you do that caused you to be sent QUt? ...
AVAY Yo 1o Y0¥ I o o N | R
WAS IE FESPONSIDIE? ...ttt ee s ee e es e te s seae e ss e assessaeeseeeseeeseeeeesseneeseeeeeeeeeees
What were likely to be some of the good outcomes of what you did? ...........ccccceiiiiiiiiiiiiinnnnnes
What were likely to be some of the bad outcomes of what you did? ............ccccoeeeiiiiiiniinnnnnns
What could you do if the same situation Were t0 re0CCUIr? .........cccvvveiiieiieiiiiieieeeeeeeeeeeee e,

What do you plan to do instead - that is more responsible? Make sure that whatever you decide to
do will not infringe upon students’ right to an opportunity to learn and the teacher’s and students’
rights to feel safe in the classroom.

Student Signature............eveeeveeeveveveeeeeeeeenne. Coordinator/AP Signature..........cccceeeeevuvvnnnnnnnnnns

Class Teacher's Signature............c.cccceeeeeeeeee. Date .ovvvveeeieeeeeeeeeeeeee e



The referral form

Record of early intervention

Student
Form

Sub School ...,

Reason(s) for referral

Referred by ..o,
Date
Source of Referral Specialists Check
Form Care Teacher
Teacher Intervention complete
Sub-School Leader
Student Welfare
Form Care Teacher . o o Computer entry
Assistant Principal/ Principal
Feedback to........cccovi i,
Date ...

As a result of your referral the follow ng action has been/ will be taken



Part 3 Anti-bullying education and intervention
Safety is everyone’s responsibility
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A. Introduction

1. Rationale

While schools are among the safest places in the community for young people, Roxburgh College also
recognizes that bullying does occur within a school setting and accepts the responsibility to foster an
educational climate where every attempt is made to eliminate barriers to learning and where all
students feel safe and valued. As such, the College is committed from 7-12 to providing a safe,
supportive environment that nurtures individual students to achieve to his/her potential.

Roxburgh College does not tolerate bullying or harassment in any form. Students who bully or harass
others and who do not respond to counselling and behaviour management strategies may ultimately
be asked to find another setting in which to complete their education.

As educators, we must be committed to ensuring that Roxburgh College strives to be a safe and
supportive environment that values diversity, where all have the right to be treated with fairness and
dignity. Through the curriculum, proactive monitoring, positive role modelling of pro-social behaviour
and a whole school approach, instances of bullying will be prevented or at least responded to quickly
and effectively. Incidents of bullying therefore should be minimised and isolated rather than occurring
on a frequent basis at the College.

‘Anti-Bullying' strategies are an explicit component of both the College’s Safe School Framework and
the overall Student Management Package, which emphasise the proactive nature of managing student
behaviour.

2. Definition
The complex phenomenon that is Bullying involves a desire to hurt + Hurtful action + a power
imbalance + (typically) repetition + an unjust use of power + evident enjoyment by the aggressor + a
sense of being oppressed on the part of the victim.

Furthermore Bullying is persistent + predatory + often not apparent to casual observer + is often
considered an acceptable form of behaviour by the bully

3. Towards a Common Understanding

There is no one simple easy fix for bullying although we know a lot more about what works to stop and
prevent Bullying:

Getting incidents reported is very difficult; to encourage reporting an initial No Blame approach is used
Punitive approaches have been shown to be ineffective when used on their own
The use of the word “Bully” to describe an individual can reinforce the behaviour

Recent successful approaches to dealing with bullying focus on the feeling of shame when dealing
with the victim, and sometimes when dealing with the perpetrator

Neither victim nor perpetrator is likely to know of or use a wide range of strategies to respond to
conflict situations

In many cases both have to learn different strategies and change their behaviour. Research has
highlighted that in some but not all cases the victim may be acting provocatively

Engaging the perpetrator{s} in recognising the problem, understanding how the victim feels and
getting them committed to working on the solution is a productive approach in most situations

Bystander behaviour is important. Where bystanders tell perpetrators to “Stop” in 75% of cases it
does. ltis less likely that bystanders will intervene in secondary settings. In the early stages of
Bullying the perpetrator may use humour and may elicit reinforcement from the laughter of bystanders.



4., A Common Language
Target or Victim; a person being bullied
Perpetrator; the person doing the bullying
Consequences; the results of actions you or others do, especially if you have been warned.

Bystander; a person who watches what goes on; they may take no part (withesses), may encourage
(spectators) or intervene (supporters).

Options/Choices/Decisions; looking at situations and realising that you have options, thinking about
the good and bad consequences of each and making a good choice

Responsible reporting; showing that you care about yourself and others by letting people know so
that bullying can be stopped

Staying cool and being assertive; knowing that you have rights and how to stand up for yourself
without getting upset or making the problem worse. Carefully considering what you will do.

STOP; a word we use to let someone know that you don’t appreciate what he or she is doing.

Hands Off; avoiding unnecessary physical contact and knowing that teachers won't accept the
excuse, “We were just mucking round”

Emotional Intelligence; being aware of and managing your emotions in a healthy and positive way

Resilience; accepting that we all have problems and we all make mistakes, working to solve yours,
getting over things and getting on with your life by either learning from your mistakes or learning how
to handle things better next time

Support programs; the things the College does to help both the victims and the perpetrators of
bullying.

Restorative justice; a process of undoing the harm or damage that has been caused by getting all
those involved, especially the perpetrator, in working on the solution.

No Blame; the approach used when dealing with a first report of bullying. Each person is talked to
separately and the focus is on why the incident occurred and what can be done to make sure it
doesn’t recur and to undoing any harm

Shared Concern; getting those who caused the problem to examine the situation so that they can see
the problem and accept responsibility to solve it.

B. Trying to Recognise Bullying

As bullying covers a wide range of hurtful behaviours, encompassing physically injurious actions as
well as verbal forms of harassment and indirect means of hurting others, it can be helpful to
categorise bullying behaviour in the following ways:

1. Direct 2. Indirect
Physical - hitting, kicking, taking or - exclusion — cutting off students from peer
damaging someone's property group / rejection
Verbal - name calling, insulting, making - rumour spreading
derogatory remarks, intimidation, teasing, - graffiti, writing
sexist / racist remarks, offensive body . stalking
language e.g. gesturing . extortion
Threat to bully, physically or verbally. . electronic

3. Consequences of Bullying for Victim
Possible existence of one / some effects does not necessarily guarantee bullying behaviour has occurred



a feeling of being unsupported, vulnerable and disempowered
a decreased sense of safety and security

a loss of trust in adults to protect them

a sense of isolation

a decreased ability to participate in learning

4. Characteristics of Offenders

Possible existence of one/some characteristics does not necessarily guarantee bullying behaviour has

occurred
derive satisfaction from inflicting injury and suffering on others
have little empathy with victims
defiant or oppositional toward adults, anti-social and apt to break school rules
defend their actions by saying that their victims provoked the offender's actions
come from a background where abuse may be experienced
are taught to strike back physically or verbally as a way to handle problems
come from a background where parental involvement and warmth are frequently
lacking

5. Characteristics of Victims

Possible existence of one/some characteristics does not necessarily guarantee bullying behaviour has

occurred
unexplained bruises and cuts
torn clothes and belongings
vague pains, headaches, stomach aches
fear of walking to, and unwillingness to go to school
deterioration in school work
coming home hungry (because lunch or lunch money is stolen)
‘loss' of possessions and pocket money
few friends, rarely invited to parties

behaviour changes (withdrawn, stammering, moody, irritable, temper upsets, unhappy,

tearful, eating problems, suicide attempts)
anxious, bed wetting, biting nails and sleeping poorly
giving improbable explanations for above

C. The Prevention of Bullying

1. The key elements of our ‘whole school' approach to dealing with bullying are:
: a shared understanding of bullying as a problem
a shared understanding of the different forms of bullying
a shared resolve to eliminate bullying
identification of bullying problems in the College and community
the creation of a ‘telling' environment and the use of a range of interventions to
address incidents when they happen
recognition by teachers of their role in creating an anti-bullying ethos
a classroom anti-bullying education program

2. Advice for Students being bullied:
: be assertive, you have rights. State ‘* Stop, leave me alone'
do not retaliate with physical or verbal aggression
do not respond. If you show you are not upset, the harassment may stop
use humour to defuse the situation if possible
build your own protection by establishing friends
be smart about avoiding high risk places and times

talk about it with others who can help you decide how to handle the situation or decide
on what action you should take they can take action, e.g. your friends or family; the

older students in the school, especially the identified student leaders; Form Care
teacher, Classroom teachers, Coordinators, Assistant Principals
know you can report bullying

3. AdV|ce for Students witnessing bullying:



take action as the bullying occurs by saying ‘Stop, leave him/her alone'

you can show your support by standing next to / sitting with the victim

report the incident to a member of staff as soon as you can. It is OK to ask for privacy
and confidentiality, or make an anonymous report that will alert the staff to a trouble
spot or a bullying incident

offer support to the student being bullied. Make suggestions about handling it.
Encourage student to get help through an adult, a student leader or family

enlist the support of an older / senior student

avoid making an audience for the bully

4. Educating Students about Bullying
. Curriculum programs to teach and inform students about bullying and harassment;

victimization; assertiveness training (Mind Matters, You Can Do It, Personal
Development, Peer Support, Drama, English, SOSE, Mental Health)
Acting companies e.g. Brainstorm Company (Sticks and Stones)
Anti Bullying brochure and poster (Bullying No Way)
Student Diary — what is bullying and how to report it
Opportunities in student leadership programs for students to contribute to managing
the problem

5. Educating Parents and Eliciting Parent Support

Information in Newsletter and student information about College policy, what constitutes
bullying, how to help, communication with the College and how the College responds;
parenting sessions; counselling, Form Care.

6. Reducing Opportunities for Bullying Behaviour
. teachers being punctual to classes and duties

rigorous monitoring of high risk areas and movement of students from one part of the
College to another between classes
active patrol while on duty
classroom rules and expectations clearly stated and reinforced
encouragement of play activities during recess to reduce ‘boredom'
creation of safe places for students who feel vulnerable
modelling of pro-social behaviour
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1. An overview of the multiple strategy approach

A staff member who has a case of bullying reported to him/her or suspects one must fill in as
much detail as possible on a the Bullying Report Form and hand it to a YLC or an SSC.

The YLC or SSC will enter the details on the school data base and proceed to an initial
investigation using one of the above methods.

Repeated incidents will naturally be dealt with more formally and parents and the school
administration kept fully informed and consequences more fully explored and applied.

At Roxburgh College both ‘problem-solving (No Blame or Shared Concern)' and ‘punitive
consequences' strategies will be used to respond to reported / observed cases of bullying, this
allows a distinction to be made between more severe and less severe forms of bullying as well
as the on-going nature of the case.

Counselling or consequences, described as follows, may be used together or separately
depending on the circumstances:

Counselling: discussion, role-play to develop empathy, the No Blame interview, the
method of shared concern, developing agreements / contracts etc

Consequences: used in conjunction with Roxburgh College Behaviour Management
Policy — in school suspension, isolation from peers, alternative recesses, withdrawal of
privileges, detention, suspension, expulsion.



The following diagram shows the processes in overview. The complexity of the issues and
situations that bullying embraces makes it likely that combination of the various strategies will
be employed.

Bullying reported Bullying Suspected .
Bullyir
Report completed Report completed
l l Victim not Separate No blame £
included at this talks with each
No Blame talk with No blame talk with stage suspect, —
Victim bully Shared concern
generated

I | |

Meets as group,
Victim interviewed Decides to invite =
victim

Negotiated P |
behaviour change ¢

If victim comfortable, joins group at next/
final(?) meeting

Individual written statements
about future behaviour

+ A 4

Review | Bullying continues

' I

Change in behaviour

¢ Consequences

Congratulate and celebrate

A

Continue to monitor



2. Problem solving “No Blame”
In the initial stages of harassment occurring, one of the successful strategies this school uses
is "The No Blame Approach to Bullying".

1
2.

o

© ® N ©

Student reports Bullying incident to member of staff

Staff member documents as much info as possible on Bullying report form Appendix A, sends it to YLC or SSC who
enters details on Database

YLC or SSC Interview the victim. Who? What? Focus on the victim’s feelings. Emphasise that the bully will not be
punished — no need to be fearful of informing

YLC or SSC meet with key players and other contributors (victim not included)

YLC or SSC communicate to key players how the victim feels (with victim’s permission)

No interrogation, no blaming. Share info and elicit an empathetic response

YLC or SSC attribute responsibility to the group for improving the situation

YLC or SSC elicit helpful suggestions about how the victim can be made happier

YLC or SSC hand over responsibility to the group to act. Set a date (in one week) to review progress

YLC or SSC have individual meetings with the participants (group and victim) Effects of intervention monitored and
progress assessed

YLC or SSC completes bullying report, completes details on database and sends copy to AP

3. Problem Solving “Shared Concern”

1.

5.
6.

Problem is identified through observations and reports by students, staff or parents rather than by talking directly with
the victim. Staff member with concern documents as much info as possible on Bullying report form Appendix A, sends it
to YLC or SSC who enters details on Database

YLC or SSC interviews suspected bullies. Each is interviewed separately to see what he/she knows. No blame, threats
or warnings given. Students encouraged to suggest constructive proposals to change situation. Arrange follow up
meeting.

YLC or SSC interview victim after all suspected bullies. Interviewer expresses concern; victim is asked if he/she has
provoked bullying and discloses that bullies have been interviewed and asked to cooperate- arranges to meet again to
see how things develop

YLC or SSC arranges meeting with whole group. Compliment (if possible) on progress. Elicit suggestions from group for
victim to be invited to join themfor final meeting to demonstrate that problem of bullying has been resolved. Aim to get
students to agree in writing about how each will behave in future

YLC or SSC completes bullying report, completes details on database and sends copy to AP

Monitoring continues

4. ‘Consequences' Approach
Generally this approach is taken in more severe cases of bullying e.g. physical (hitting,
shoving, biting, pushing, fighting), or in continued bullying.

Student reports bulling incident to staff member

Staff member with concern documents as much info as possible on Bullying report form Appendix A, sends it to YLC or
SSC who enters details on Database

YLC or SSC or AP interviews the alleged bully

If the interview confirms a very high likelihood that the incident as described has occurred the parents of the bully are
contacted, informed of the situation and interviewed.

YLC or SSC or AP interviews bully and informs of the seriousness of the incident, furthermore there will be a range of
consequences, counselling and other matters considered, including if severe enough the issue of enrolment. YLC or
SSC or AP overseas appropriate disciplinary action including an apology to the victim.

Repeat incident
Dealt with immediately by YLC or SSC or AP and appropriately documented and reported

Principal involved if severe enough or if enrolment is in question



E Reporting forms

1. Incident Report Form Bullying / Harassment

Student Name:

Where did it happen?

Bullying occurred between (name students):

When and how did the incident start?

What happened?

How did it end?

Who witnessed the incident?

Name of person reporting

Office use only
Reported incident to:

Feedback on report to:

Bully Register Actions
Contacted parent/Guardian
Bullying Booklet

Internal Review

Date:
Phone
Time: Date:
Time: Date:

Recorded on BHM
CAP

Referred to specialised staff

Mediation
SLC

Warning given



2. Incident Report Form - General safety concern

Thank you for taking the time and effort to help us to maintain a safe school. We are grateful
for your concern. To enable us to take action on your concern please complete as much of the
following as you can.

Did it involve one or more of our students? Yes/No

If so do you know any names of the people involved? Yes/No

If yes, please list them.

Where did the incident happen?

When and how did the incident start?

What happened?

How did it end?

Who witnessed the incident?

Any other matters we should know about?

Name of person reporting Phone

Office use only
Reported incident to: Time: Date:

Feedback on report to: Time: Date:



Part 4. Dealing with emergencies

The emergency colour codes
D. Section A: Overview

1. Roles and responsibilities: Chart 1
2. Coordinating the school’s response: Chart 2

E. Section B: Specific situations

A medical emergency: Chart 3

Official visitors and potential trespassers: Chart 4
A dangerous person in a school building: Chart 5
Student violent or threatening violence: Chart 6
Relocating in or to another building: Chart 7

Students and staff required to remain in classrooms: Chart 8
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Handling an emergency at an external location: Chart 9

F. Section C: General evacuations

1. Conceptual background: Chart 10
Risk assessment
Potential bottlenecks
2. General evacuation routes: Chart 11
General evacuation — admin roles: Chart 12

4, General Evacuation — staff roles: Chart 13
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Section A: Overview

Chart 1: Roles and responsibilities

The Principal > < Teachers

Manages the
emergency response
see Chart 2

In the Principal’s
absence an Assistant
Principal will act

e

One of these four or
an appropriately
appointed delegate
will be in the school
at all times

-

Communicates “all
clear” when
emergency has
passed

Remain responsible
for the safety and
supervision of their
students

Y

Never leave students
unsupervised, never
compromise student
safety

A 4

If directed to perform
a task that prevents
effective supervision,
must arrange
alternative
supervision

General office staff

Assist the Principal

Deal with routine
enquiries from staff

A 4

Handle general
telephone

Except for a
general
evacuation,
see Chart 10

communications,
including notification
of parents, if directed

Y

Must advise the
Principal when a
given task has been
completed.

Direct parents to the
Information Centre

A 4

Initiate no action,
except to minimise

the nature of the
emergency

Direct Media to wait
in the Information
Centre until Principal

is available

Evacuates only when

the Principal, see
Chart 11

instructed to do so by

School phone
used solely for
emergency
communicatio
ns




Chart 2: Coordinating the school’s response

1. All emergencies are to be reported to the office
staff

2. Office staff immediately inform the principal

'

Unless for a general evacuation office remains
staffed, see Chart 10

3. Principal manages the emergency from his/her
office, or an alternative safe location

4. Principal determines necessary response,
resources needed , including establishing an
Information centre

4a. If evacuation is needed the Principal
specifies the type required

i. Within the building; the danger is confined to a
section or a wing of a building of the school, Chart

ii. To another building; the danger is confined to
one building or to one wing of the school, Chart

iii. Within the school grounds; the danger zone
extends to all school buildings, but not to open
areas elsewhere around the school, Chart

iv. Beyond the school if the emergency affects the
whole school, Chart

4b.Delegation of duties to staff as required

5. Principal contacts as appropriate, Emergency
Services, Region and DE&T Emergency and
Security Management Branch

4c. Alerts appropriate staff and students

6. Principal initiates response

'

7. Principal monitors situation and maintains
liaison and communication

7a. With emergency services

A 4

7b. With staff, students and parents

8. Principal communicates “all clear” once the
emergency has passed




Part B Specific situations

4 n

1. A staff member becomes aware

: f e 2a. Red Sheet or verbal “Student in need of
2. Student sent to notify the General Office: > urgent medical attention”
3. Principal alerted immediately 4a. Mobile phone/ walkie talkie, first aid kit and
d blanket from Sick Bay taken to site
» 4b. Is ambulance needed? Tel. 000

4. Member of Admin. & First Aid trained staff member
» 4c. Rest of class removed to another place
attend
o 4d. If in yard, students directed away from
affected person
> 4e. First Aid trained staff member remains
A 4
> 5a. Staff informed at next break

5. Principal contacts the student's parents and as

appropriate, Emergency Services, Region and DE&T

Emergency and Secumy Management Branch 5b. Accurate information communicated to

students

6. All clear communicated once the emergency has
passed

> 6a. Are Recovery Strategies needed?

Chart 4: Official visitors and potential trespassers



Official visitor arrives Unofficial visitor arrives>

1. Greeted, informed of policy

da LSS I )i E and asked to Register

l l

2a. Visitor complies 2b. Visitor refuses

h 4

2. Escorted to General Office |« * |

3. General office notified — j——————

3. Recorded and )
Visitor's Pass issued 4. Authorised person attends

and ascertains situation

Independent worker issued Collects walkie-talkie, remains
statement of purpose in contact with the Principal

5. Warned off

v [
4. Escorted to classroom, l l

coordinator etc.
6a. Visitor complies 6b. Visitor refuses
5. Escprted to General Office 7a. Escqrted off 7b. Police called ¢
for sign out then to car etc. premises
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Notes to Chart 4: Official visitors and potential trespassers



A. Unidentified Visitors (potential intruders or trespassers)

To ensure the safety of all College Council endorses the use of the Summary Offences Act 1966 to deal with
trespassers’, including the calling of police and charging offenders. A person who enters the school
premises without authority, without a lawful excuse or in a manner likely to cause a breach of the peace is
guilty of trespassing. The principal or a person authorised by the principal will warn a person to leave the
school. If the person does not leave the police will be called.

General procedures
1. a. Allvisitors will report to the General Office to have their details recorded, an official Visitor's Pass
issued for display during their stay, and an escort arranged.
b. A visitor working independently is issued a statement explaining the purpose of their visit to show
staff.

2. Avisitor not displaying a pass is to be reported to the nearest teacher who will greet the visitor and
request that the person attend the General Office to obtain a pass.”

3. If the request meets with a refusal,

a. Please inform the visitor that Occupational Health and Safety considerations and College Council
policy require the recording of all visitors and that by not complying s/he may be trespassing.

b. If the person will not comply, and you are on yard duty, use your walkie-talkie, or at other times
send a reliable student to the General Office with a Red Form to notify office staff that an intruder
is present and that you require immediate assistance.

c. A delegated person (assistant Principal or Leading Teacher) will attend and “warn off” the person
as per the procedures laid out in Exec Memo 97/041.

#1 2 22 2 !

The organizer should ensure
1. Appropriate facilities for the event,

2. Students meet the person at a designated arrival point that has been agreed when the visit was
arranged, and to escort him/her to the General Office,

3. The General Office staff are informed. The visit will be logged and if appropriate a notice included in
the Daily Bulletin.

On the day of the visit the organizer will,
1. Check that the selected students
understand their role as ambassadors for the college,
are at the designated arrival point at least 5 minutes prior,
escort the visitor to the General Office to officially record the visit.

2. Ensure that the guest’s contribution is valued and appreciated. In most cases a letter of appreciation
on College letterhead is an appropriate follow up.

3. Arrange for an escort to the Office for sign out and then to a car park etc.

Chart 5: A dangerous person in a school building

A fuller explanation of the Summary Offences Act 1966 as it applies to trespassers on school premises can be found in Exec Memo
97/041 available on the College Curriculum network in the Safety folder.

2 Under no circumstances approach a person who appears dangerous or threatening. Contact General Office immediately.




1. Staff member becomes aware

2a. Under no circumstances engage the person in
any way

2b. If possible keep students in their classrooms
» seated or under their desks until help arrives or the all
clear is given or unless otherwise instructed

2. Contact the General Office by phone or send a

student with a Red Form

2c. Only when the students are in direct danger should
any attempt be made to move them without instruction
and then only if they can be moved away from danger

A

> 2d. Office staffed throughout

y

3. Principal immediately notified | 4a. Which classes need notifying to remain in rooms,
—or to evacuate?

Is an other course of action needed?

4h. Where possible, staff runner delivers instructions
—» to the affected classes. Runner(s) collects walkie-
talkie(s) and remains in contact with the Office

y

4c. Where possible, staff runner delivers instructions
to the remainder of the school of areas that are out of
bounds and/or action required. Runner(s) collects

4. The Principal notifies the Police and as appropriate walkie-talkie(s) and remains in contact with the Office

other emergency services, Region and DE&T —

Emergency and Security Management Branch

—»4d. Should member of Admin approach person?

4e. Should a member of Admin watch and report via
Walkie talkie?

5. All clear communicated once the emergency has
passed

> 5a. Are Recovery Strategies needed?

Chart 6: Student violent or threatening violence



1. Staff member becomes aware of

incident

2a. Focus on the victim , protect and remove the
student from danger until help arrives
If you are the focus of the violence give no excuse for
further escalation.

2. Contact the General Office by phone or send a
student with a Red Form

2b. If it occurs in the yard, move students away. If in
class, try to keep students working, provided they are
not in danger. If not possible send them to their
coordinator’s office

2c. If you are really in trouble request assistance from
a nearby class teacher ?

3. Principal
immediately notified

A

5. The Principal
notifies the Police
and as appropriate
other emergency

services, Region

and DE&T

Emergency and

Security
Management
Branch

2d. Office staffed throughout

4a.Take a Walkie talkie and remain in contact with the
general office

4. Duty Assistant
Principal to attend
immediately

4b. Can student be removed without further
assistance?

4c. What immediate assistance can be provided to
the teacher and class?

4d. Is any medical/first aid treatment required?

I

6. Student removed

4a. Should staff runner deliver instructions/information
to the remainder of the classes in the area or of areas
that are out of bounds.

7. All clear communicated once the emergency has

passed

7a. Are Recovery Strategies needed by staff or
students?




Chart 7: Relocating students within or to another building

1. Principal becomes aware of potential danger or

as appropriate, Emergency Services, Region

risk to the safety of students and staff

'

2. Teacher runner(s) delivers instructions to the

» and DE&T Emergency and Security Management
Branch

affected classes

'

3. Messages delivered to the remainder of the school

Runner(s) collects walkie-talkie(s) and remains in

notifying ‘out of bounds’ areas

'

4. Teacher supervises student movement as per
instructions

'

5. All clear communicated once the emergency has

contact with the Office

passed

» Are Recovery Strategies needed by staff or students?

Chart 8: Students and staff required to remain in classrooms

1. Principal becomes aware of potential danger or
risk to the safety of students and staff

Events such as a severe dust storm or the discharge

'

2. Announcement or instructions via a teacher runner
for classes to remain in their rooms

of noxious chemicals as the result of a traffic accident

as appropriate, Emergency Services, Region

'

» and DE&T Emergency and Security Management
Branch

Runner(s) collects walkie-talkie(s) and remains in

3. Announcement or a teacher runner conveys
further instructions as necessary

'

4. All clear communicated once the emergency has
passed

contact with the Office

» Are Recovery Strategies needed by staff or students?
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Chart 10: Conceptual background

a. Risk assessment

Senior School

Middle School

b. Potential bottlenecks
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Chart 12: General evacuation —admin roles
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Chart 13: General Evacuation — staff roles
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On hearing emergency signal and announcement of areas to
avoid or on receiving instructions from a teacher runner, staff

A

A. In class time

1. Collect roll

A 4

2. Instruct students
to leave all
possessions

3. Explain the
designated route

A 4

4. Tell students to
stay together once in
the Safe Area

————— light switches. Close doors

5. Supervise student
movement

v

6. Keep all students
together

A A

B. During a break C. Doing Prep or had

free before break

A\ 4 A

1. Collect roll for
class taught just prior
to break

v

2. Proceed to the
Safe Area

1. Report to the
Principal’s office for
duties

A 4

3. Assemble your
class from the
previous period

4a. If time permits turn off
all appliances, pilot lights,

and windows before
leaving

A 4

D. Those with
Designated Roles*

A 4

1. If you are not
teaching proceed to
carry out your
responsibilities

v

2. If teaching, wait to
be replaced before
proceeding with your
task

32 !
%

9a. Including the location
of students sent out of
class to library, computer
rooms sick bay or
coordinator

9b. No student leaves
Safe Area without specific
authorisation from the
Principal

f

f

7. Redirect students to

8. Check roll once

P avoid danger(s) not >

towards or through at Safe Area

\ 4

9. Report status of all
students to
Coordinator

Designated roles*

Steve S &

Dianne & Gail

Linda Marks

Tony Wakefield
Adrienne
Mohammed & Milton
Vicki/Mary

Neil Laws

Yard Duty teachers

Gym & Canteen

Library and Home Economics areas

Junior Building and Science Building

Welfare Support Rooms & Senior School

Middle School & Technology Centre

Portables 3 — 14

Admin and Staff areas and Sick Bay

Portables P1 & P2, movement from A5 and “the corner”

Continue to patrol areas and direct teachers students to Safe Area (if during a break)




Notes to Chart 13: General evacuation — staff roles

When the emergency signal sounds pay particular attention to announcements (or to a staff
runner), as teachers will be advised of the route to take, or the area to avoid.

If time allows turn off all equipment and shut windows and doors.

Act under direction; vary the procedures only when it is necessary to preserve the welfare of
students. The only actions you should initiate are to minimise the effect of an emergency by
using an extinguisher on a fire for example.

The safety of students is your first concern; dealing with the cause of the emergency is to be
undertaken only if it does not detract from your primary responsibility.

Walking the class in a timely and calm manner to the Safe Area located adjacent to the
Primary School fence, is your goal, avoiding the source of the emergency and following
instructions from marshals or staff runners.

1 The two preferred routes are external to the building complex (although a central route may be
needed)

i. Between the fence along Thomas Brunton Avenue and the Technology Centre,

ii. Along the fence by the Youth Centre either following the path from the Junior Basketball
Courts or outside the fence re-entering the school grounds at the gates by the road.

As a fire can occur at any point on the site no one route from a classroom will apply in all
circumstances: the shortest route may not be the safest.

Risk assessment identifies 6 higher concern areas which can be grouped into three loci;

i. The Food Tech. Kitchens and the Canteen at the front of the school

ii. The Science laboratories and the Maintenance Shed on the Youth Centre side of the
site.

iii. Kilns in the Art wing and the Technology Centre on the Thomas Brunton Avenue side.

/  The emergency evacuation card in every room provides dual evacuation paths from each
building while construction is completed.

0 The main movement to the safe area should be along one of the identified routes (Thick
Arrows) initially moving in a sideways direction (Thin Arrow) to reach one.

If confronted by danger on your way with your class, move away from the danger and take an
alternative course.



3 I

A. Introduction

The principal grants leave in following categories after considering advice from the Consultative
Committee.

1. Non Discretionary is granted where an entitlement exists and the necessary evidence is
provided; examples are: paternity, maternity and family leave; most forms of spouse leave; sick
leave; carers leave.

2. Discretionary may be granted or refused even where an entitlement exists; examples are: LSL,
some types of spouse leave, study leave, leave without pay (LWOP), marriage leave and leave
for sporting competitions.

B. Goals

1. To ensure the continued smooth running of the college and availability of suitable replacement
staff

2. To enable the College to plan effective curriculum delivery, and to avoid an excess of staff or a
curriculum imbalance

3. To ensure leave decisions are funded within the school’'s Student Resource Package, and are
consistent with financial and resource management requirements

C. Factors considered when granting applications

length of service : any compassionate grounds

last period of leave . service to school

length of leave sought . availability of replacement teachers
reasons for leave in context of teacher’'s : impact on school’s educational program
career

Notes

v

E.

The order of receipt of applications does not necessarily determine priority.
To assist prioritising when a number of applications are submitted for a related time frame the principal
may consult relevant staff about the staging of leave.

Staff taking more than one month’ s leave would generally not teach Y ear 12 classes.
. D. Datesfor applications

For Sick Leave - Medical Certificates, Bereavement - Death Notice etc., staff may lodge the school
application form and appropriate documentary evidence when appropriate,

LSL and LWOP applications are submitted during Week 1 Term 4 of the preceding year

Family leave applications (written), as well as applications to return from family leave, must be submitted
to the Principal during Week 2 Term 4 of the year preceding

Short-term compassionate leave the College will try to respond to a request at other times in exceptional
circumstances

Staff who wish to withdraw or change their leave, should give at least one term’s notice

Appeals Process

Where possible the school will attempt to resolve disputes over the granting of leave.

If a teacher lodges an appeal a panel consisting of a Principal’s nominee, a Merit and Equity trained
teacher, and a Staff nominee (usually the KLA Co-ordinator) provide advice to the Principal

A teacher dissatisfied with the decision of the school’s appeals panel may lodge an appeal with the
Merit Protection Board



Entitlement Summary

Non-Discretionary Leave

Personal Sick Leave

15 days on full pay - unused accumulates
medical certificate for
0 over 3 consecutive days
o over 5 days without a certificate in a year
o iliness on stop work day
0 hbefore, after public holiday, LSL, school vacation

Carer’s leave

maximum leave with medical certificate of 5 days per year

deducted from accrued sick leave

provision of care and support for one or more members of immediate family
or household

Jury Service

leave with pay

Court Attendance
Leave

leave with pay for employment issues
leave without pay for other matters

Family Leave

A maximum total of seven years of unpaid leave following, or in conjunction
with, the birth or adoption of a child/children

only one period of family leave can be taken per child

notice of intention to resume must be given to the College Principal before
end of Week 2 Term 4 of the preceding year

Paternity Leave

maximum 5 days in period one week before & six weeks after birth date

Maternity Leave

must have 26 weeks service within the previous 52 weeks to qualify
paid leave for 6 weeks prior to expected confinement date and 8 weeks after
LSL can be used

Discretionary L eave

Long Service Leave

1.5 months for each complete 5 years, accessible after 7 years

may be taken on full or half pay

applications may be approved providing the leave will not adversely affect the
running of the college and suitable replacement staff members are available
applications should be given to the Principal by the end of Week 1 Term 4 in
the year preceding the required leave

applications should specify the exact dates of leave required and whether
leave is required on full or half pay

would normally be for more than 6 weeks and must be for at least one week
should only be submitted once a staff member is eligible

Infectious diseases

maximum days leave with pay for specific diseases

Bereavement Leave

maximum of 3 days paid leave for death or serious illness of spouse, child,
father, mother, brother, sister or grandparent

a death or funeral notice should be provided as supporting documentation
the Principal may grant paid leave in other cases where, in their opinion,
special circumstances exist (refer to Schools Reference Guide, Section 6.8.4)

Study Leave

paid leave full or part time may be granted to take exams &/or attend
conferring ceremonies

Spouse Leave

Leave without pay may be granted to accompany spouse travelling interstate,
overseas, or who has been granted leave

Marriage Leave

leave without pay for maximum of 4 weeks
leave taken within 2 weeks of marriage
not before or after Christmas vacation

Emergency Services

leave with pay for Statewide Disaster Plan
leave with pay for volunteering to fight Bushfires

Transport strikes &
Natural Disasters

leave without pay if cannot report for duty

Leave without pay

is not an entitlement
maximum of 12 months where no paid leave exists
extensions up to a maximum of 3 years continuous, then return or resign

Blood Donor

no leave entitlement




Other types or further clarification can be found at::
http://www.eduweb.vic.gov.au/referenceguide/default.asp



