Alfredton
Primary School
child safe
standards

Every Child will flourish with time, effort and support
July 2022

Background
•In July 2021, the Victorian Government announced new Child Safe Standards to further
strengthen child safe environments and protect children from abuse and to align with
national principles.
•In January 2022 the Minister for Education signed the new Ministerial Order 1359 that
outlines how schools must comply with the new Child Safe Standards.
•The new Child Safe Standards and Ministerial Order 1359 commence 1 July 2022.

Definition of ‘child abuse’
Child abuse includes:
1. any act committed against a child involving:
•a sexual offence •grooming offences under section 49M(1) of the Crimes Act 1958
2. the infliction, on a child, of:
•physical violence •serious emotional or psychological harm
3. the serious neglect of a child

Child Safety Framework for local school policies and procedures
Overarching child safety documents for your school
Child Safety Policy

Child Safety Risk Register Policy

Child Safety Code of Conduct

Child Safety Responding and Reporting
Obligations Policy and Procedure

Connected policies for child safety ot our school
Bullying
Prevention

Complaints

Digital Learning

Volunteers

Student
Wellbeing and
Engagement

Visitors

Yard Duty
and
Supervision

Department policies on the Policy and Advisory Library and department systems
For example, procurement, records management, recruitment, incident reporting,
complaints/misconduct processes, eduPay.

Overview
The Child Safety Policy (CSS2) is the overall document that:
•
•
•
•

provides our school’s statement of commitment to child safety
outlines the various roles and responsibilities in relation to child safety
summarises the actions in place at our school to address all aspects of the CSS
outlines the process in place to review our school’s child safety practices.

POLICIES
All accessed via our School Web page
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Alfredton Primary School
Child Safety Policy
Help for non-English speakers
If you need help to understand this policy, please contact Alfredton Primary School on 5334
1572.

Name
Child Safety Policy

Purpose
The Alfredton Primary School Child Safety Policy demonstrates our school’s commitment to creating and
maintaining a child safe and child-friendly organisation, where children and young people are safe and feel
safe.
This policy provides an overview of our school’s approach to implementing Ministerial Order 1359 (PDF,
363KB) which sets out how the Victorian Child Safe Standards apply in school environments.
It informs our school community of everyone’s obligations to act safely and appropriately towards children
and guides our processes and practices for the safety and wellbeing of students across all areas of our
work.

Scope
This policy:
•
•
•

applies to all school staff, volunteers and contractors whether or not they work in direct contact
with students. It also applies to school council members where indicated.
applies in all physical and online school environments used by students during or outside of school
hours, including other locations provided by for a student’s use (for example, a school camp) and
those provided through third-party providers
should be read together with our other child safety and wellbeing policies, procedures, and codes –
refer to the related school policies section below.

Definitions
The following terms in this policy have specific definitions:
•
•
•
•
•
•
•
•
•
•
•

child
child safety
child abuse
child-connected work
child-related work
school environment
school boarding environment
school staff
school governing authority
student
volunteer

Statement of commitment to child safety
Alfredton Primary school is a child safe organisation which welcomes all children, young people and
their families.
We are committed to providing environments where our students are safe and feel safe, where their
participation is valued, their views respected, and their voices are heard about decisions that affect their
lives. Our child-safe policies, strategies and practices are inclusive of the needs of all children and students.
We have no tolerance for child abuse and take proactive steps to identify and manage any risks of harm to
students in our school environments.
We promote positive relationships between students and adults and between students and their peers.
These relationships are based on our values of Respect, Responsibility and Relationships and their aligned
behaviours.
We take proactive steps to identify and manage any risk of harm to students in our school environment.
When child safety concerns are raised or identified, we treat these seriously and respond promptly and
thoroughly.
Particular attention is given to the child safety needs of Aboriginal students, those from culturally and
linguistically diverse backgrounds, international students, students with disabilities, those unable to live at
home, children and young people who identify as lesbian, gay, bisexual, trans and gender diverse, intersex
and queer (LGBTIQ+) and other students experiencing risk or vulnerability. Inappropriate or harmful
behaviour targeting students based on these or other characteristics, such as racism or homophobia, are
not tolerated at our school, and any instances identified will be addressed with appropriate consequences.
Child safety is a shared responsibility. Every person involved in our school has an important role in
promoting child safety and wellbeing and promptly raising any issues or concerns about a child’s safety.
We are committed to regularly reviewing our child safe practices, and seeking input from our students,
families, staff, and volunteers to inform our ongoing strategies.

Roles and responsibilities
School leadership team
Our school leadership team (comprising the principal, assistant principal and Leading Teacher) is
responsible for ensuring that a strong child safe culture is created and maintained, and that policies and
practices are effectively developed and implemented in accordance with Ministerial Order 1359.
Principals and assistant principals will:
•
•
•
•
•
•

•

ensure effective child safety and wellbeing governance, policies, procedures, codes and practices
are in place and followed
model a child safe culture that facilitates the active participation of students, families and staff in
promoting and improving child safety, cultural safety and wellbeing
enable inclusive practices where the diverse needs of all students are considered
reinforce high standards of respectful behaviour between students and adults, and between
students
promote regular open discussion on child safety issues within the school community including at
leadership team meetings, staff meetings and school council meetings
facilitate regular professional learning for staff and volunteers (where appropriate) to build deeper
understandings of child safety, cultural safety, student wellbeing and prevention of responding to
abuse
create an environment where child safety complaints and concerns are readily raised, and no one is
discouraged from reporting an allegation of child abuse to relevant authorities.

School staff and volunteers
All staff and volunteers will:
•

•
•

•
•

participate in child safety and wellbeing induction and training provided by the school or the
Department of Education and Training, and always follow the school’s child safety and wellbeing
policies and procedures
act in accordance with our Child Safety Code of Conduct Alfredton PS Child Safe Policies.
identify and raise concerns about child safety issues in accordance with our Child Safety
Responding and Reporting Obligations Policy and Procedures Alfredton PS Child Safe Policies,
including following the Four Critical Actions for Schools
ensure students’ views are taken seriously and their voices are heard about decisions that affect
their lives
implement inclusive practices that respond to the diverse needs of students.

School council
In performing the functions and powers given to them under the Education and Training Reform Act 2006,
school council members will:
•
•
•
•
•

champion and promote a child safe culture with the broader school community
ensure that child safety is discussed at some school council meetings to ensure understanding of
the issues
undertake the PROTECT slide presentation on Child Safe Standards School Council Training annually
training on child safety
approve updates to, and act in accordance with the Child Safety Code of Conduct to the extent that
it applies to school council employees and members
when hiring school council employees, ensure that selection, supervision, and management
practices are child safe. “At our school, school council employment duties are delegated to the
principal who is bound by this policy”.

Specific staff child safety responsibilities
Alfredton Primary School has established a Child Safety and Wellbeing Team on child safety. The Child
Safety and Wellbeing Team meet regularly to identify and respond to any ongoing matters related to child
safety and wellbeing.
The Child Safety and Wellbeing Team support the principal to implement our child safety policies and
practices, including staff and volunteer training.
Our principal and Child Safety and Wellbeing Team are the first point of contact for child safety concerns or
queries and for coordinating responses to child safety incidents.
•
•
•

The Assistant Principal is responsible for monitoring the school’s compliance with the Child Safety
Policy. Anyone in our school community should approach the Assistant Principal if they have any
concerns about the school’s compliance with the Child Safety Policy.
The Assistant Principal is responsible for informing the school community about this policy, and
making it publicly available
Other specific roles and responsibilities are named in other child safety policies and procedures,
including the Child Safety Code of Conduct, Child Safety Responding and Reporting Obligations
(including Mandatory Reporting) Policy and Procedures, and Child Safety Risk Register.

Our Child Safety and Wellbeing Team monitors the Child Safety Risk Register.

Child Safety Code of Conduct
Our Child Safety Code of Conduct sets the boundaries and expectations for appropriate behaviours
between adults and students. It also clarifies behaviours that are not acceptable in our physical and online
environments.
We ensure that students also know what is acceptable and what is not acceptable so that they can be clear
and confident about what to expect from adults in the school.
The Child Safety Code of Conduct Alfredton PS Child Safe Policies also includes processes to report
inappropriate behaviour.

Managing risks to child safety and wellbeing
At our school we identify, assess and manage risks to child safety and wellbeing in our physical and online
school environments. These risks are managed through our child safety and wellbeing policies, procedures
and practices, and in our activity specific risk registers, such as those we develop for off-site overnight
camps, adventure activities and facilities and services we contract through third party providers for student
use.
Our Child Safety Risk Register is used to record any identified risks related to child abuse alongside actions
in place to manage those risks. Our school leadership team will monitor and evaluate the effectiveness of
the actions in the Child Safety Risk Register at least annually.

Establishing a culturally safe environment
At Alfredton Primary School we are committed to establishing an inclusive and culturally safe school where
the strengths of Aboriginal culture, values and practices are respected.
We think about how every student can have a positive experience in a safe environment. For Aboriginal
students, we recognise the link between Aboriginal culture, identity and safety and actively create
opportunities for Aboriginal students and the Aboriginal community to have a voice and presence in our
school planning, policies, and activities.
We have developed the following strategies to promote cultural safety in our school community:
Our Aboriginal and Torres Strait Islander Education Plan outlines the measures we have in place to maintain
an inclusive and culturally safe school environment for Aboriginal children, students and their families to
ensure that:
• a child or student’s ability to express their culture and enjoy their cultural rights is encouraged and
actively supported
• staff, students, volunteers, and the school community are equipped to acknowledge and appreciate
the strengths of Aboriginal culture and its importance to the wellbeing and safety of Aboriginal
students
• measures are in place to ensure racism is identified, confronted and not tolerated, and any instances
of racism are addressed with appropriate consequences
• active support for the participation and inclusion of Aboriginal children and students and their
families
• acknowledging the existing knowledge of Koorie students and their families and seeking their
feedback on decisions that affect them, and on how well we are meeting their needs, through initial
enrolment meetings, Student Support Groups, during the development of Individual Education Plans
• working with our regional Koorie Engagement Support Officers (KESOs) for advice on how we can
create a culturally inclusive learning environment and to build our capacity to provide support for
individual Koorie students attending our school
• partnering with BADAC to seek feedback and advice on existing and new actions we can take to
support the diverse and unique identities and experiences of Aboriginal students and children in our
community

• staff participate in Community Understanding and Safety Training (CUST) training
• provide tailored training and professional development each year to build knowledge for specific staff
based on any emerging or current areas of need
• ensure training and professional development equips teaching staff to deliver Aboriginal and Torres
Strait Islander perspectives within the classroom curriculum
• ensure training and professional development equips staff with an understanding and appreciation
of the strengths of Aboriginal and Torres Strait Islander culture and its importance to the wellbeing and
safety of Koorie children and students.
• implementing the Department of Education and Training’s Koorie Education Policy
• ensuring that all Koorie students have individual education plans developed in partnership with
students, families, and KESOs.
• acknowledging Country and the Traditional Owners of the land at the start of every school assembly
and meeting
• arranging incursions and excursions, and recognising key events and anniversaries that celebrate
Aboriginal and Torres Strait Islander culture
• flying the Aboriginal and Torres Strait Islander flags on school grounds.
• displaying plaques/signs outside our main entrance that Acknowledge Country and Traditional
Owners
• including an Acknowledgement of Country and Traditional Owners on our website home page

Student empowerment
To support child safety and wellbeing at Alfredton Primary School we work to create an inclusive and
supportive environment that encourages students and families to contribute to our child safety approach
and understand their rights and their responsibilities.
Respectful relationships between students are reinforced and we encourage strong friendships and peer
support in the school to ensure a sense of belonging through [insert your strategies here for example,
implementing our whole school approach to Respectful Relationships, our student Code of Conduct, our
school values
We inform students of their rights through our whole school approach to Respectful Relationships, our
student Code of Conduct, our school values and give them the skills and confidence to recognise unsafe
situations with adults or other students and to speak up and act on concerns relating to themselves or their
peers. We ensure our students know who to talk to if they are worried or feeling unsafe and we encourage
them to share concerns with a trusted adult at any time. Students and families can also access information
on how to report concerns at the school reception] and on our web page.
When the school is gathering information in relation to a complaint about alleged misconduct or abuse of a
child, we will listen to the complainant’s account and take them seriously, check our understanding of the
complaint, support the student and keep them (and their parents and carers, as appropriate) informed
about progress.

Family engagement
Our families and the school community have an important role in monitoring and promoting children’s
safety and wellbeing and helping children to raise any concerns.
To support family engagement, at Alfredton Primary School we are committed to providing families and
community with accessible information about our school’s child safe policies and practices and involving
them in our approach to child safety and wellbeing.
We will create opportunities for families to have input into the development and review of our child safety
policies and practices and encourage them to raise any concerns and ideas for improvement.
We do this by:
•
•
•
•

the school website, newsletters, other communications, school council, subcommittees of school
council, student, staff, and parent meetings etc.
all of our child safety policies and procedures will be available for students and parents on our web
page, and at the school reception
Newsletters and the website will inform families and the school community about any significant
updates to our child safety policies or processes, and strategies or initiatives that we are taking to
ensure student safety.
PROTECT Child Safety posters will be displayed across the school

Diversity and equity
As a child safe organisation, we celebrate the rich diversity of our students, families and community and
promote respectful environments that are free from discrimination. Our focus is on wellbeing and growth
for all.
We recognise that every child has unique skills, strengths and experiences to draw on.
We pay particular attention to individuals and groups of children and young people in our community with
additional and specific needs. This includes tailoring our child safety strategies and supports to the needs
of:
•
•
•
•
•
•

Aboriginal children and young people
children from culturally and linguistically diverse backgrounds
children and young people with disabilities
children unable to live at home or impacted by family violence
international students
children and young people who identify as LGBTIQ+.

Our Student Wellbeing and Engagement Policy Alfredton PS Child Safe Policies more information about the
measures we have in place to support diversity and equity.

Suitable staff and volunteers
At Alfredton Primary School we apply robust child safe recruitment, induction, training, and supervision
practices to ensure that all staff, contractors, and volunteers are suitable to work with children.

Staff recruitment
When recruiting staff, we follow the Department of Education and Training’s recruitment policies and
guidelines, available on the Policy and Advisory Library (PAL) at:
•
•
•
•

Recruitment in Schools
Suitability for Employment Checks
School Council Employment
Contractor OHS Management.

When engaging staff to perform child-related work, we:
•
•

sight, verify and record the person’s Working with Children clearance or equivalent background
check such as a Victorian teaching registration
collect and record:
o proof of the person’s identity and any professional or other qualifications
o the person’s history of working with children
o references that address suitability for the job and working with children.

Staff induction
All newly appointed staff will be expected to participate in our child safety and wellbeing induction
program. The program will include a focus on:
•
•
•
•

the Child Safety Policy (this document)
the Child Safety Code of Conduct
the Child Safety Responding and Reporting Obligations Policy and Procedures and
any other child safety and wellbeing information that school leadership considers appropriate to
the nature of the role.

Ongoing supervision and management of staff
All staff engaged in child-connected work will be supervised appropriately to ensure that their behaviour
towards children is safe and appropriate.
Staff will be monitored and assessed to ensure their continuing suitability for child-connected work. This
will be done via regular performance reviews
Inappropriate behaviour towards children and young people will be managed swiftly and in accordance
with our school and department policies and our legal obligations. Child safety and wellbeing will be
paramount.

Suitability of volunteers
All volunteers are required to comply with our Volunteers Policy Alfredton PS Child Safe Policies, which
describes how we assess the suitability of prospective volunteers and outlines expectations in relation to
child safety and wellbeing induction and training, and supervision and management.

Child safety knowledge, skills and awareness
Ongoing training and education are essential to ensuring that staff understand their roles and
responsibilities and develop their capacity to effectively address child safety and wellbeing matters.
In addition to the child safety and wellbeing induction, our staff will participate in a range of training and
professional learning to equip them with the skills and knowledge necessary to maintain a child safe
environment.
Staff child safety and wellbeing training will be delivered at least annually and will include guidance on:
•
•
•
•
•
•
•

our school’s child safety and wellbeing policies, procedures, codes, and practices
completing the Protecting Children – Mandatory Reporting and Other Legal Obligations online
module annually
recognising indicators of child harm including harm caused by other children and students
responding effectively to issues of child safety and wellbeing and supporting colleagues who
disclose harm
how to build culturally safe environments for children and students
information sharing and recordkeeping obligations
how to identify and mitigate child safety and wellbeing risks in the school environment.

Other professional learning and training on child safety and wellbeing, for example, training for our
volunteers, will be tailored to specific roles and responsibilities and any identified or emerging needs or
issues.

School council training and education
To ensure our school council is equipped with the knowledge required to make decisions in the best
interests of student safety and wellbeing, and to identify and mitigate child safety and wellbeing risks in our
school environment, the council is trained at least annually. Training includes guidance on:
•
•
•

individual and collective obligations and responsibilities for implementing the Child Safe Standards
and managing the risk of child abuse
child safety and wellbeing risks in our school environment
Alfredton Primary School child safety and wellbeing policies, procedures, codes and practices

Complaints and reporting processes
Alfredton Primary School fosters a culture that encourages staff, volunteers, students, parents, and the
school community to raise concerns and complaints. This makes it more difficult for breaches of the code of
conduct, misconduct or abuse to occur and remain hidden.
We have clear pathways for raising complaints and concerns and responding and this is documented in our
school’s Complaint Policy. The Complaints Policy can be found at Alfredton PS Child Safe Policies.
If there is an incident, disclosure, allegation or suspicion of child abuse, all staff and volunteers (including
school council employees and must follow our Child Safety Responding and Reporting Obligations Policy
and Procedures Alfredton PS Child Safe Policies. Our policy and procedures address complaints and
concerns of child abuse made by or in relation to a child or student, school staff, volunteers, contractors,
service providers, visitors or any other person while connected to the school.
As soon as any immediate health and safety concerns are addressed, and relevant school staff have been
informed, we will ensure our school follows:
•
•

the Four Critical Actions for complaints and concerns relating to adult behaviour towards a child
the Four Critical Actions: Student Sexual Offending for complaints and concerns relating to student
sexual offending

Our Student Wellbeing and Engagement Policy and Bullying Prevention Policy Alfredton PS Child Safe
Policies cover complaints and concerns relating to student physical violence or other harmful behaviours.

Communications
Alfredton Primary School is committed to communicating our child safety strategies to the school
community through:
•

•
•
•

ensuring that key child safety and wellbeing policies are available on our website including the Child
Safety Policy (this document), Child Safety Code of Conduct, and the Child Safety Responding and
Reporting Obligations (including Mandatory Reporting) Policy and Procedure
displaying PROTECT posters and Values Banners around the school
updates in our school newsletter and Flexischools
ensuring that child safety is a regular agenda item at school leadership meetings, staff meetings
and school council meetings.

Privacy and information sharing
Alfredton Primary School collects, uses, and discloses information about children and their families in
accordance with Victorian privacy laws, and other relevant laws. For information on how our school
collects, uses and discloses information refer to: Schools’ Privacy Policy.

Records management
We acknowledge that good records management practices are a critical element of child safety and
wellbeing and manage our records in accordance with the Department of Education and Training’s policy:
Records Management – School Records

Review of child safety practices
At Alfredton Primary School we have established processes for the review and ongoing improvement of our
child safe policies, procedures, and practices.
We will:
•
•
•

review and improve our policy every 2 years or after any significant child safety incident
analyse any complaints, concerns, and safety incidents to improve policy and practice
act with transparency and share pertinent learnings and review outcomes with school staff and our
school community.

Related policies and procedures
This Child Safety Policy is to be read in conjunction with other related school policies, procedures, and
codes. These include our:
•
•
•
•
•
•
•
•
•

Bullying Prevention Policy
Child Safety Responding and Reporting Obligations Policy and Procedures
Child Safety Code of Conduct
Complaints Policy
Digital Learning Policy
Inclusion and Diversity Policy
Student Wellbeing and Engagement Policy
Visitors Policy
Volunteers Policy

Related Department of Education and Training policies
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Bullying Prevention and Response Policy
Child and Family Violence Information Sharing Schemes
Complaints Policy
Contractor OHS Management Policy
Digital Learning in Schools Policy
Family Violence Support
Protecting Children: Reporting Obligations Policy
Policy and Guidelines for Recruitment in Schools
Reportable Conduct Policy
Student Wellbeing and Engagement Policy
Supervision of Students Policy
Visitors in Schools Policy
Volunteers in Schools Policy
Working with Children and other Suitability Checks for School Volunteers and Visitors

Other related documents
•
•
•
•
•

Identifying and Responding to All Forms of Abuse in Victorian Schools
Four Critical Actions for Schools
Identifying and Responding to Student Sexual Offending
Four Critical Actions for Schools: Responding to Student Sexual Offending
Recording your actions: Responding to suspected child abuse – A template for Victorian schools

Policy status and review
The principal is responsible for reviewing and updating the Child Safety Policy at least every two years. The
review will include input from students, parents/carers and the Alfredton Primary School community.

Approval
Created date

June 2022

Consultation

School Council

Endorsed by

Principal

Endorsed on

June 2022

Next review date

2024

ALFREDTON PRIMARY SCHOOL
STUDENT WELLBEING AND ENGAGEMENT POLICY
Help for non-English speakers
If you need help to understand the information in this policy, please contact Alfredton
Primary School on 5334 1572.

PURPOSE
The purpose of this policy is to ensure that all students and members of our school community understand:
(a)
(b)
(c)
(d)

our commitment to providing a safe and supportive learning environment for students
expectations for positive student behaviour
support available to students and families
our school’s policies and procedures for responding to inappropriate student behaviour.

Alfredton Primary School is committed to providing a safe, secure and stimulating learning environment for
all students. We understand that students reach their full potential only when they are happy, healthy and
safe, and that a positive school culture, where student participation is encouraged and valued, helps to
engage students and support them in their learning. Our school acknowledges that student wellbeing and
student learning outcomes are closely linked.
The objective of this policy is to support our school to create and maintain a safe, supportive and inclusive
school environment consistent with our school’s values.

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

CONTENTS
1.
2.
3.
4.
5.
6.
7.
8.

School profile
School values, philosophy and vision
Wellbeing and engagement strategies
Identifying students in need of support
Student rights and responsibilities
Student behavioural expectations and management
Engaging with families
Evaluation

POLICY
1. School profile
Alfredton Primary School is 5 kms west of the Ballarat CBD.
489 students are enrolled and supported by 42.18 effective full time staff comprising: - 1 Principal, 1 Assistant
Principal, 1 Leading Teacher, 2 Learning specialists, 23 Classroom teachers, 3 specialists (LOTE, ART and PE) and 2
Tutors.
17 Educational support staff including admin and integration, 1 School Chaplain, 1 technician and 1 grounds person.
In 1987 Alfredton Primary School was relocated from Gillies Street, where it was originally known as Ballarat West Public
School, to its current site and facilities. The school adjoins the Alfredton Reserve. has full use of the netball courts and
ovals for sports competitions.
The area has experienced large growth and development and a decrease in enrolments due to the opening of a new
school and re zoning. Enrolments are expected to increase in the next few years.

At Alfredton Primary School we value the individual child, recognising the strengths and diversity each
brings to their learning. We seek to develop independent and motivated lifelong learners who are equipped
for the 21st century.
We believe positive relationships within the school community, are central to developing effective learning
partnerships.
We support our students to set and achieve academic and social goals. We are committed to developing
our skills in order to activate a passion for learning.
Teacher excellence focuses on the aspects of high expectations and students' accountability. Excellent
teachers present curriculum content to children that they retain and is purposeful.

2. School values, philosophy and vision
Alfredton Primary School’s Statement of Values and School Philosophy is integral to the work that we do
and is the foundation of our school community. Students, staff and members of our school community are
encouraged to live and demonstrate our core values of Respect, Responsibility and Relationships and their
aligned behaviours to ensure our vision of ‘Every Child will Flourish with Time, Effort and Support’ is
achieved at every opportunity.
Our Statement of Values is available online at: Alfredton PS Vision and Values

3. Wellbeing and engagement strategies
Universal
•
•
•
•
•
•

•

high and consistent expectations of all staff, students and parents and carers
prioritise positive relationships between staff and students, recognising the fundamental role this
plays in building and sustaining student wellbeing
creating a culture that is inclusive, engaging and supportive and that embraces and celebrates
diversity and empowers all students to participate and feel valued
welcoming all parents/carers and being responsive to them as partners in learning
analysing and being responsive to a range of school data such as attendance, Attitudes to School
Survey, parent survey data, student management data and school level assessment data
teachers at Alfredton Primary School use the Workshop model instructional framework to ensure an
explicit, common and shared model of instruction to ensure that evidenced-based, high yield teaching
practices are incorporated into all lessons
teachers at Alfredton Primary School adopt a broad range of teaching and assessment approaches to
effectively respond to the diverse learning styles, strengths and needs of our students and follow the
standards set by the Victorian Institute of Teaching

•

•
•
•
•

•
•

•

•
•
•
•

our school’s Values, Vision and School Philosophy are incorporated into our curriculum and promoted
to students, staff and parents so that they are shared and celebrated as the foundation of our school
community
carefully planned transition programs to support students moving into different stages of their
schooling
positive behaviour and student achievement is acknowledged in the classroom, and formally in school
assemblies and communication to parents
monitor student attendance and implement attendance improvement strategies at a whole-school,
cohort and individual level
students have the opportunity to contribute to and provide feedback on decisions about school
operations through the Student Representative Council and other forums including year group
meetings and Peer Support Groups. Students are also encouraged to speak with their teachers,
Assistant Principal and Principal whenever they have any questions or concerns.
create opportunities for cross—age connections amongst students
all students may be supported by the Chaplain, Assistant Principal and Principal if they would like
to discuss a particular issue or feel as though they may need support of any kind. We are proud to
have an ‘open door’ policy where students and staff are partners in learning
we engage in school wide positive behaviour support with our staff and students, which includes
programs such as:
o Respectful Relationships
o Zones of Regulation
o Restorative Practices
o Classroom Conferences and Circle Time
programs, incursions and excursions developed to address issue specific needs or behaviour
opportunities for student inclusion (i.e. sports teams, clubs, recess and lunchtime activities)
buddy programs, peers support programs, Structured Clubs
measures are in place to empower our school community to identify, report and address
inappropriate and harmful behaviours such as racism, homophobia and other forms of discrimination
or harassment.

Targeted
•
•

•
•

•

•
•
•

each class teacher monitors the health and wellbeing of students in their year, and acts as a point of
contact for students who may need additional support
Koorie students are supported to engage fully in their education, in a positive learning environment
that understands and appreciates the strength of Aboriginal and Torres Strait Islander culture. The
School has a Koorie Champion.
we provide a positive and respectful learning environment for our students who identify as LGBTIQ+
and follow the Department’s policy on LGBTIQ Student Support.
all students in Out of Home Care are supported in accordance with the Department’s policy on
Supporting Students in Out-of-Home Care including being appointed a Learning Mentor, having an
Individual Learning Plan and a Student Support Group (SSG) and being referred to Student Support
Services for an Educational Needs Assessment
students with a disability are supported to be able to engage fully in their learning and school activities
in accordance with the Department’s policy on Students with Disability, such as through reasonable
adjustments to support access to learning programs, consultation with families and where required,
student support groups and individual education plans
wellbeing staff will undertake health promotion and social skills development in response to needs
identified by student wellbeing data, classroom teachers or other school staff each year
staff will apply a trauma-informed approach to working with students who have experienced trauma
students enrolled under the Department’s international student program are supported in accordance
with our legal obligations and Department policy and guidelines at: International Student Program

Individual
•
•
•
•
•

Student Support Groups
Individual Education Plans
Behaviour - Students
Behaviour Support Plans
Student Support Services

as well as to other Department programs and services such as:
•
•
•
•

Program for Students with Disabilities
Mental health toolkit
headspace
LOOKOUT

Alfredton Primary School implements a range of strategies that support and promote individual engagement.
These can include:
•
•
•
•
•

building constructive relationships with students at risk or students who are vulnerable due to
complex individual circumstances
meeting with student and their parent/carer to talk about how best to help the student engage with
school
developing an Individual Learning Plan and/or a Behaviour Support Plan
considering if any environmental changes need to be made, for example changing the classroom set
up
referring the student to:
o school-based wellbeing supports
o Student Support Services
o Appropriate external supports such as council based youth and family services, other allied
health professionals, headspace, child and adolescent mental health services or
ChildFirst/Orange Door

Where necessary the school will support the student’s family to engage by:
•
•
•
•
•

being responsive and sensitive to changes in the student’s circumstances and health and wellbeing
collaborating, where appropriate and with the support of the student and their family, with any
external allied health professionals, services or agencies that are supporting the student
monitoring individual student attendance and developing an Attendance Improvement Plans in
collaboration with the student and their family
engaging with our regional Koorie Education Support Officers
running regular Student Support Group meetings for all students:
o with a disability
o in Out of Home Care
o with other complex needs that require ongoing support and monitoring.

4. Identifying students in need of support
Alfredton Primary School is committed to providing the necessary support to ensure our students are
supported intellectually, emotionally and socially. The Student Wellbeing team plays a significant role in
developing and implementing strategies to help identify students in need of support and enhance student
wellbeing. Alfredton Primary School will utilise the following information and tools to identify students in need
of extra emotional, social or educational support:
•
•

personal, health and learning information gathered upon enrolment and while the student is enrolled
attendance records

•
•
•
•

academic performance
observations by school staff such as changes in engagement, behaviour, self-care, social
connectedness and motivation
attendance, detention and suspension data
engagement with families

5. Student rights and responsibilities
All members of our school community have a right to experience a safe and supportive school
environment. We expect that all students, staff, parents and carers treat each other with respect and
dignity. Our school’s Statement of Values and Code of Conduct highlights the rights and responsibilities of
members of our community.
Students have the right to:
•
•
•
•

participate fully in their education
feel safe, secure and happy at school
learn in an environment free from bullying, harassment, violence, racism, discrimination or
intimidation
express their ideas, feelings and concerns.

Students have the responsibility to:
•
•
•

participate fully in their educational program
display positive behaviours that demonstrate respect for themselves, their peers, their teachers and
members of the school community
respect the right of others to learn.

Students who may have a complaint or concern about something that has happened at school are
encouraged to speak to their parents or carers and approach a trusted teacher or a member of the school
leadership team. Further information about raising a complaint or concern is available in our Complaints
Policy.

6. Student behavioural expectations and management
Behavioural expectations of students are grounded in our School’s Values and Student Code of Conduct.
Violence, bullying, and other offensive and harmful behaviours such as racism, harassment and
discrimination will not be tolerated and will be managed in accordance with this policy. Bullying will be
managed in accordance with our Bullying Prevention Policy.
When a student acts in breach of the behaviour standards of our school community, Alfredton Primary School
will institute a staged response, consistent with the Department’s policies on behaviour, discipline and student
wellbeing and engagement. Where appropriate, parents will be informed about the inappropriate behaviour
and the disciplinary action taken by teachers and other school staff.
Our school considers, explores and implement positive and non-punitive interventions including Restorative
Practices to support student behaviour before considering disciplinary measures such as detention,
withdrawal of privileges or withdrawal from class.
Disciplinary measures may be used as part of a staged response to inappropriate behaviour in combination
with other engagement and support strategies to ensure that factors that may have contributed to the
student’s behaviour are identified and addressed. Disciplinary measures at our school will be applied fairly
and consistently. Students will always be provided with an opportunity to be heard.

Disciplinary measures that may be applied include:
•
•
•
•
•
•
•
•
•

warning a student that their behaviour is inappropriate
teacher controlled consequences such as moving a student in a classroom or other reasonable and
proportionate responses to misbehaviour
withdrawal of privileges
referral to the Assistant Principal
restorative practices
detentions
behaviour support and intervention meetings
suspension
expulsion

Suspension, expulsion and restrictive interventions are measures of last resort and may only be used in
situations consistent with Department policy, available at:
•
•
•

https://www2.education.vic.gov.au/pal/suspensions/policy
https://www2.education.vic.gov.au/pal/expulsions/policy
https://www2.education.vic.gov.au/pal/restraint-seclusion/policy

In line with Ministerial Order 1125, no student aged 8 or younger will be expelled without the approval of
the Secretary of the Department of Education and Training.
The Principal of Alfredton Primary School is responsible for ensuring all suspensions and expulsions are
recorded on CASES21.
Corporal punishment is prohibited by law and will not be used in any circumstance at our school.

7. Engaging with families
Alfredton Primary School values the input of parents and carers, and we will strive to support families to
engage in their child’s learning and build their capacity as active learners. We aim to be partners in learning
with parents and carers in our school community.
We work hard to create successful partnerships with parents and carers by:
•
•
•
•
•
•
•

ensuring that all parents have access to our school policies and procedures, available on our school
website
maintaining an open, respectful line of communication between parents and staff
providing parent volunteer opportunities so that families can contribute to school activities
involving families with homework and other curriculum-related activities
involving families in school decision making
coordinating resources and services from the community for families
including families in Student Support Groups and developing individual plans for students.

8. Evaluation
Alfredton Primary School will collect data each year to understand the frequency and types of wellbeing
issues that are experienced by our students so that we can measure the success or otherwise of our schoolbased strategies and identify emerging trends or needs.
Sources of data that will be assessed on an annual basis include:
•
•
•
•

student survey data
incidents data on GradeXpert
school reports
parent survey

•
•
•

case management
CASES21, including attendance and absence data
SOCS

Alfredton Primary School will also regularly monitor available data dashboards including GradeXpert, to
ensure any wellbeing or engagement issues are acted upon in a timely manner and any intervention occurs
as soon as possible.

COMMUNICATION
This policy will be communicated to our school community in the following ways:
•
•

Available publicly on our school’s website Included in staff induction processes
Made available in hard copy from school administration upon request

Our school will also ensure it follows the mandatory parent/carer notification requirements with respect to
suspensions and expulsions outlined in the Department’s policies at:
•
•

Suspension process
Expulsions - Decision

FURTHER INFORMATION AND RESOURCES
The following Department of Education and Training policies are relevant to this Student Engagement and
Wellbeing Policy:
•
•
•
•
•
•
•
•
•
•

Attendance
Student Engagement
Child Safe Standards
Supporting Students in Out-of-Home Care
Students with Disability
LGBTIQ Student Support
Behaviour - Students
Suspensions
Expulsions
Restraint and Seclusion

The following school policies are also relevant to this Student Wellbeing and Engagement Policy:
•
•
•
•

Child Safety Policy
Bullying Prevention Policy
Inclusion and Diversity Policy
Statement of Values and School Philosophy
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Alfredton Primary School
Child Safety Code of Conduct
Help for non-English speakers
If you need help to understand this policy, please contact the Alfredton Primary School on
5334 1572

Purpose
Our Child Safety Code of Conduct sets out the expected behaviour of adults with children and young people
in our school.
All Alfredton Primary School staff, volunteers, contractors, service providers, school council members and
any other adult involved in child-connected work must follow the Child Safety Code of Conduct.
The Child Safety Code of Conduct applies to all physical and online environments used by students. It also
applies during or outside of school hours and in other locations provided by the school for student use (for
example, a school camp).

Acceptable behaviours
As Alfredton Primary School staff, volunteers, contractors, and any other member of our school community
involved in child-connected work, we are responsible for supporting and promoting the safety of children
by:
•
•
•
•

•
•
•
•

upholding our Alfredton Primary School commitment to child safety at all times and adhering to
our Child Safety and Wellbeing Policy.
treating students and families in our school community with respect in our school environment and
outside our school environment as part of normal social and community activities
listening and responding to the views and concerns of students, particularly if they disclose that
they or another child or student has been abused or are worried about their safety or the safety of
another child or student
promoting the cultural safety, participation and empowerment of Aboriginal students, students
with culturally and/or linguistically diverse backgrounds, students with a disability, international
students, students who are unable to live at home and lesbian, gay, bisexual, transgender and
intersex (LQBTIQ+) students
ensuring, as far as practicable, that adults are not alone with a student – one-to-one interactions
between an adult and a student are to be in an open space or in line of sight of another adult.
reporting any allegations of child abuse or other child safety concerns to the Principal or Assistant
Principal.
understanding and complying with all reporting and disclosure obligations (including mandatory
reporting) in line with our Child Safety Responding And Reporting Policy and procedures Alfredton
PS Child Safe Policies and the PROTECT Four Critical Actions.
if child abuse is suspected, ensuring as quickly as possible that the student(s) are safe and
protected from harm.

Unacceptable behaviours
As Alfredton Primary School staff, volunteers, contractors and member of our school community involved
in child-connected work we must not:
•
•
•

ignore or disregard any concerns, suspicions or disclosures of child abuse or harm
develop a relationship with any student that could be seen as favouritism or amount to ‘grooming’
behaviour (for example, by offering gifts)
display behaviours or engage with students in ways that are not justified by the educational or
professional context

•
•
•
•

•
•
•

ignore an adult’s overly familiar or inappropriate behaviour towards a student
discuss intimate topics or use sexualised language, except when needed to deliver the school
curriculum or professional guidance
treat a child or student unfavourably because of their disability, age, gender, race, culture,
vulnerability, sexuality or ethnicity
communicate directly with a student through personal or private contact channels (including by
social media, email, instant messaging, texting etc) except where that communication is reasonable
in all the circumstances, related to schoolwork or extra-curricular activities or where there is a
safety concern or other urgent matter
photograph or video a child or student in a school environment except in accordance with the
Photographing, Filming and Recording Students policy or where required for duty of care purposes
consume alcohol against school policy or take illicit drugs in the school environment or at school
events where students are present
have contact with any student outside of school hours except when needed to deliver the school
curriculum or professional guidance and parental permission has been sought.

Breaches to the Child Safety Code of Conduct
All Alfredton Primary School staff, volunteers, contractors and any other member of the school community
involved in child-connected work who breach this Child Safety Code of Conduct may be subject to
disciplinary procedures in accordance with their employment agreement or relevant industrial instrument,
professional code or terms of engagement.
In instances where a reportable allegation has been made, the matter will be managed in accordance with
the Department of Education and Training Reportable Conduct Scheme Policy and may be subject to
referral to Victoria Police.
All breaches and suspected breaches of the Alfredton Primary School Child Safety Code of Conduct must be
reported to the principal and assistant principal.
If the breach or suspected breach relates to the principal, contact the Area Executive Director or SEIL. The
contact details for regional offices is here, under the heading Regional Contact List:
https://www.vic.gov.au/contact-us-department-education-and-training#regional-office-contact-list.
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ALFREDTON PRIMARY SCHOOL
CHILD SAFETY RESPONDING AND REPORTING
OBLIGATIONS POLICY AND PROCEDURES
Help for non-English speakers
If you need help to understand the information in this policy please contact:- Alfredton
Primary School on 5334 1572.

PURPOSE
The purpose of this policy is to outline the procedures our school has in place to respond to complaints or
concerns relating to child abuse and to ensure that all staff and members of our school community
understand and follow the various legal obligations that apply to the reporting of child abuse to relevant
authorities.

SCOPE
This policy applies to complaints and concerns relating to child abuse made by or in relation to a child or
student, school staff, volunteers, contractors, service providers, visitors or any other person while connected
to the school (physical and online).

DEFINITIONS
Child abuse
Child abuse includes:
•
•
•
•
•
•

physical violence inflicted on a child
sexual offences committed against a child
grooming of a child by an adult
family violence committed against or in the presence of a child
serious emotional or psychological harm to a child
serious neglect of a child.

The definition of child abuse is broad and can include student to student incidents and concerns, as well as
behaviour committed by an adult.
Grooming
Grooming is a criminal offence under the Crimes Act 1958 (Vic) and is a form of child abuse and sexual
misconduct. This offence targets predatory conduct undertaken by an adult to prepare a child, under the age
of 16, to engage in sexual activity at a later time. Grooming can include communicating (including electronic
communications) and/or attempting to befriend or establish a relationship or other emotional connection
with the child or their parent or carer.

School staff member
For the purpose of this policy a school staff member includes a contractor engaged by the school or school
council to perform child-related work.

POLICY
Alfredton Primary School understands the important role our school plays in protecting children from abuse.
We have a range of policies and measures in place to prevent child abuse from occurring at our school or
during school activities.

Information for students
•
•

All students should feel safe to speak to any staff member to raise any concerns about their safety
or any other concerns that they have.
If a student does not know who to approach at Alfredton Primary School they should start with
Principal, Assistant Principal or Chaplain.

Identifying child abuse
To ensure we can respond in the best interests of students and children when complaints or concerns relating
to child abuse are raised, all staff and relevant volunteers must:
•

•
•

understand how to identify signs of child abuse and behavioural indicators of perpetrators - for
detailed information on identifying child abuse and behavioural indicators of perpetrators refer to
Identify child abuse.
understand their various legal obligations in relation to reporting child abuse to relevant authorities
- for detailed information on the various legal obligations refer to Appendix A
follow the below procedures for responding to complaints or concerns relating to child abuse, which
ensure our school acts in the best interests of students and children and complies with both our legal
and Department policy obligations.

At Alfredton Primary School we recognise the diversity of the children, young people, and families at our
school and take account of their individual needs and backgrounds when considering and responding to child
safety incidents or concerns.

Procedures for responding to an incident, disclosure, allegation or suspicion of child
abuse
In responding to a child safety incident, disclosure, allegation or suspicion, Alfredton Primary School will
follow:
•
•
•

the Four Critical Actions for Schools for complaints and concerns relating to all forms of child abuse
the Four Critical Actions: Student Sexual Offending for complaints and concerns relating to student
sexual offending
our Student Wellbeing and Engagement Policy and Bullying Prevention Policy for complaints and
concerns relating to student physical violence or other harmful student behaviours.

School staff and volunteer responsibilities
1. Immediate action
If a school staff member or volunteer witnesses an incident of child abuse, or reasonably believes,
suspects or receives a disclosure or allegation that a child has been, or is at risk of being abused, they
must:

•

If a child is at immediate risk of harm, separate alleged victims and others involved, administer first
aid (appropriate to their level of training) and call 000 for urgent medical or police assistance where
required to respond to immediate health or safety concerns.

•

Notify the principal, or a member of the leadership team or wellbeing team as soon as possible, who
will ensure our school follows the steps in these procedures.

NOTE for staff and volunteers:
•

if you are uncertain if an incident, disclosure, allegation or suspicion gives rise to a concern about
child abuse you must always err on the side of caution and report the concern to Principal or Assistant
Principal.

•

If the Principal or Assistant Principal is unavailable, or a member of the leadership team or wellbeing
team will take on this role.

•

If the concerns relates to the conduct the principal, or a member of the leadership team or wellbeing
team notify the Principal or the relevant regional office where the person nominated above is the
principal] who must then take on responsibility for ensuring our school follows these procedures.

Refer to Appendix B for guidance on how to respond to a disclosure of child abuse.
2. Reporting to authorities and referring to services
As soon as immediate health and safety concerns are addressed, and relevant school staff have been
informed, the Principal must report all incidents, suspicions and disclosures of child abuse as soon as
possible.
The following steps will ensure our school complies with the four critical actions as well as additional
actions required under the Child Safe Standards.
The Principal must ensure:
•
•

•

all relevant information is reported to the Department of Families, Fairness and Housing (DFFH) Child
Protection, Victoria Police or relevant services where required
the incident is reported to the Department’s eduSafe Plus portal or the Incident Support and
Operations Centre (1800 126 126) in accordance with the severity rating outlined in the Managing
and Reporting School Incidents Policy
all reportable conduct allegations or incidents are reported by the Principal to the Department’s
Employee Conduct Branch (03 7022 0005) – where a reportable conduct allegation is made against
the Principal, the Regional Director must be informed who will then make a report to Employee
Conduct Branch

NOTE: In circumstances where staff members are legally required to report child abuse to DFFH Child
Protection or Victoria Police and they are unable to confirm that the information has been reported by
another person at the school or the designated member of school staff does not agree that a report
needs to be made, the staff member who has formed the reasonable belief must still contact DFFH Child
Protection and Victoria Police to make the report.
If you believe that a child is not subject to abuse, but you still hold significant concerns for their wellbeing
you must still act. This may include making a referral or seeking advice from Child FIRST or The Orange
Door (in circumstances where the family are open to receiving support) DFFH Child Protection or Victoria
Police.
3. Contacting parents or carers
The principal, or a member of the leadership team or wellbeing team must ensure parents and carers are
notified unless advised otherwise by DFFH Child Protection or Victoria Police, or there are other safety
and wellbeing concerns in relation to informing parents/carers.

Principals may contact the Department of Education and Training Legal Division for advice on notifying
parents and carers, and where relevant, the wider school community.
For further guidance, refer to PROTECT Contacting parents and carers
4. Ongoing protection and support
The principal, or a member of the leadership team or wellbeing team must ensure appropriate steps are
taken by the school to protect the child and other children from any continued risk of abuse. These steps
must be taken in consultation with any relevant external agency or Department staff such as DFFH Child
Protection, Victoria Police, Legal Division or Employee Conduct Branch. Ongoing protection will also
include further reports to authorities if new information comes to light or further incidents occur.
Appropriate, culturally sensitive and ongoing support must be offered and provided to all affected
students. Ongoing support will be based on any available advice from the Department, parents and
carers, health practitioners, and other authorities (such as DFFH or Victoria Police) and may include
referral to wellbeing professionals, development of a safety plan, student support group meetings, and,
for student to student incidents, behaviour management and support measures.
5. Recordkeeping
The Principal or Assistant Principal will ensure that:
•
•
•

detailed notes of the incident, disclosure, allegation, or suspicion are taken including, where possible,
by the staff member or volunteer who reported the incident, disclosure, or suspicion to them
detailed notes are taken of any immediate or ongoing action taken by the school to respond to the
incident, disclosure, allegation or suspicion
all notes and other records relating to the incident, disclosure, allegation or suspicion, including the
schools immediate and ongoing actions, are stored securely in the student’s file in the locked office
filing cabinet, secure admin folder].

For school visitors and school community members
All community members aged 18 years or over have legal obligations relating to reporting child abuse – refer
to Appendix A for detailed information.
Any person can make a report to DFFH Child Protection or Victoria Police if they believe on reasonable
grounds that a child is in need of protection. For contact details, refer to the Four Critical Actions.
Members of the community do not have to inform the school if they are making a disclosure to DFFH Child
Protection or the Victoria Police. However, where a community member is concerned about the safety of a
child or children at the school, the community member should report this concern to the principal so that
appropriate steps to support the student can be taken

Additional requirements for all staff
All staff play an important role in supporting student safety and wellbeing and have a duty of care to take
reasonable steps to prevent reasonably foreseeable harm to students.
Fulfilling the roles and responsibilities in the above procedure does not displace or discharge any other
obligations that arise if a person reasonably believes that a child is at risk of child abuse. This means that if,
after following the actions outlined in the procedure, a staff member reasonably believes that a child remains
at risk of abuse, they must take the following steps:
•
•

if they are concerned that the school has not taken reasonable steps to prevent or reduce the risk,
raise these concerns with the principal in the first instance, and escalate to the regional office if they
remain unsatisfied.
report the matter to the relevant authorities where they are unable to confirm that the information
has been reported by another staff member

Staff must refer to Appendix A for further information on their obligations relating to reporting to authorities.

COMMUNICATION
This policy will be communicated to our school community in the following ways:
•
•

Available publicly on our school’s website.
Included in staff induction processes and annual staff training

FURTHER INFORMATION AND RESOURCES
The following Department of Education and Training policies and guidance are relevant to this policy:
•
•
•
•
•
•
•
•

Child Safe Standards
Protecting Children — Reporting and Other Legal Obligations
Managing and Reporting School Incidents
Reportable Conduct
Restraint and Seclusion
Identify child abuse
Report child abuse in schools (including four critical actions)
Identify and respond to student sexual offending

The following school policies are also relevant to this policy:
•
•
•
•
•
•
•

Child Safety and Wellbeing Policy
Child Safety Code of Conduct
Statement of Values and School Philosophy
Student Wellbeing and Engagement Policy
Volunteer Policy
Duty of Care Policy
Inclusion and Diversity Policy
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APPENDIX A
LEGAL OBLIGATONS RELATING TO REPORTING CHILD ABUSE
The following information outlines the various legal obligations relating to the reporting of child abuse to
relevant authorities.
It is important to note that the procedures outlined in the above policy ensure compliance with the below
reporting obligations, and also include additional steps to ensure compliance with Department policy and
our school’s duty of care obligations.
Mandatory reporting to Department of Families, Fairness and Housing (DFFH) Child Protection
The following individuals are mandatory reporters under the Children, Youth and Families Act 2005 (Vic):
•
•

•
•
•
•
•
•
•
•
•

registered teachers and early childhood teachers (including principals and school staff who have
been granted permission to teach by the VIT)
school counsellors including staff who provide direct support to students for mental, emotional or
psychological wellbeing, including (but not limited to) school health and wellbeing staff, primary
welfare coordinators, student wellbeing coordinators, mental health practitioners, chaplains, and
Student Support Services staff
nurses
registered psychologists
police officers
registered medical practitioners
out of home care workers (excluding voluntary foster and kinship carers)
early childhood workers
youth justice workers
people in religious ministry
midwives

All mandatory reporters must make a report to the Department of Families, Fairness and Housing (DFFH)
Child Protection as soon as practicable if, during the course of carrying out their professional roles and
responsibilities, they form a belief on reasonable grounds that:
•

a child has suffered, or is likely to suffer, significant harm as a result of physical abuse and/ or sexual
abuse; and

•

the child’s parents or carers have not protected, or are unlikely to protect, the child from harm of
that type.

A mandatory reporter who fails to comply with this legal obligation may be committing a criminal offence. It
is important for all staff at Alfredton Primary School to be aware that they are legally obliged to make a
mandatory report on each occasion that they form a reasonable belief that a child is in need of protection
and they must make a mandatory report even if the principal or any other mandatory reporter does not share
their belief that a report is necessary.
If charged with not making a mandatory report, it may be a defence for the person charged to prove that
they honestly and reasonably believed that all of the reasonable grounds for their belief had been the subject
of a report to child protection made by another person.
The identity of a person who reports any protective concerns to DFFH Child Protection is protected by law.
It is an offence for a person, other than the person who made the report, to disclose the name of the
person who made a report or any information that is likely to lead to their identification.
At our school, all mandated school staff must undertake the Mandatory Reporting and Other Obligations
eLearning Module annually.

The policy of the Department of Education and Training (DET) requires all staff who form a reasonable belief
that a child is in need of protection to discuss their concerns with the school leadership team and to report
their concerns to DFFH and in some circumstances to Victoria Police, or to ensure that all the information
relevant to the report has been made by another school staff member.
Any person can make a report to DFFH Child Protection (131 278 – 24 hour service) if they believe on
reasonable grounds that a child is in need of protection even if they are not a mandatory reporter listed
above.

Reporting student wellbeing concerns to Orange Door
At Alfredton Primary School we also encourage staff to make a referral to Orange Door when they have
significant concern for a child’s wellbeing. For more information about making a referral to Child FIRST/Child
FIRST see the Policy and Advisory Library: Protecting Children – Reporting and Other Legal Obligations.

Reportable Conduct
The Reportable Conduct Scheme is focussed on worker and volunteer conduct and how organisations
investigate and respond to suspected child abuse. The scheme aims to improve organisational responses to
suspected child abuse and to facilitate the identification of individuals who pose a risk of harm to children.
There are five types of ‘reportable conduct’ listed in the Child Wellbeing and Safety Act 2005:
•
•
•
•
•

sexual offences against, with or in the presence of, a child
sexual misconduct (which includes grooming) against, with or in the presence of, a child
physical violence against, with or in the presence of, a child
behaviour that causes significant emotional or psychological harm to a child
significant neglect of a child.

A reportable conduct allegation is made where a person makes an allegation, based on a reasonable belief,
that a worker or volunteer has committed reportable conduct or misconduct that may involve reportable
conduct.
If school staff or volunteers become aware of reportable conduct by any current or former employee,
contractor or volunteer, they must notify the school principal immediately. If the allegation relates to the
principal, they must notify the Regional Director.
The principal or regional director must notify the Department’s Employee Conduct Branch of any reportable
conduct allegations involving current or former employees of the school (including Department, allied health,
casual and school council employees), contractors and volunteers (including parent volunteers).
•

Employee Conduct Branch: 03 7022 0005 or employee.conduct@education.vic.gov.au

The Department’s Secretary, through the Manager, Employee Conduct Branch, has a legal obligation to
inform the Commission for Children and Young People when an allegation of reportable conduct is made.
For more information about reportable conduct see the Department’s Policy and Advisory Library:
Reportable Conduct and the Commission for Children and Young People’s website.

Failure to disclose offence
Reporting child sexual abuse is a community-wide responsibility. All adults (ie persons aged 18 years and
over), not just professionals who work with children, have a legal obligation to report to Victoria Police, as
soon as practicable, where they form a ‘reasonable belief’ that a sexual offence has been committed by an
adult against a child under the age of 16 in Victoria.
Failure to disclose information to Victoria Police (by calling 000, local police station or the Police Assistance
Line 131 444) as soon as practicable may amount to a criminal offence unless a person has a ‘reasonable
excuse’ or exemption from doing so.

“Reasonable belief” is not the same as having proof. A ‘reasonable belief’ is formed if a reasonable person in
the same position would have formed the belief on the same grounds.
For example, a ‘reasonable belief’ might be formed when:
•
•
•
•
•

a child states that they have been sexually abused
a child states that they know someone who has been sexually abused (sometimes the child may be
talking about themselves)
someone who knows a child states that the child has been sexually abused
professional observations of the child’s behaviour or development leads a mandated professional to
form a belief that the child has been sexually abused
signs of sexual abuse leads to a belief that the child has been sexually abused.

“Reasonable excuse” is defined by law and includes:
•
•

fear for the safety of any person including yourself or the potential victim (but not including the
alleged perpetrator or an organisation)
where the information has already been disclosed to Victoria Police and you have no further
information to add (for example, through a mandatory report to DFFH Child Protection or a report
to Victoria Police from another member of school staff).

Failure to protect offence
This reporting obligation applies to school staff in a position of authority. This can include principals, assistant
principals and campus principals. Any staff member in a position of authority who becomes aware that an
adult associated with their school (such as an employee, contractor, volunteer or visitor) poses a risk of sexual
abuse to a child under the age of 16 under their care, authority or supervision, must take all reasonable steps
to remove or reduce that risk.
This may include removing the adult (ie persons aged 18 years and over) from working with children pending
an investigation and reporting your concerns to Victoria Police.
If a school staff member in a position of authority fails to take reasonable steps in these circumstances, this
may amount to a criminal offence.
Further information
For more information about the offences and reporting obligations outlined in this fact sheet refer to:
Protecting Children — Reporting and Other Legal Obligations.

APPENDIX B: MANAGING DISCLOSURES OF CHILD ABUSE

Important information for staff
When managing a disclosure relating to child abuse you should:
•
•
•
•
•
•
•
•

•
•

•

•

listen to the student and allow them to speak
stay calm and use a neutral tone with no urgency and where possible use the child’s language and
vocabulary (you do not want to frighten the child or interrupt the child)
be gentle, patient and non-judgmental throughout
highlight to the student it was important for them to tell you about what has happened
assure them that they are not to blame for what has occurred
do not ask leading questions, for example gently ask, “What happened next?” rather than “Why?”
be patient and allow the child to talk at their own pace and in their own words
do not pressure the child into telling you more than they want to, they will be asked a lot of questions
by other professionals, and it is important not to force them to retell what has occurred multiple
times
reassure the child that you believe them and that disclosing the matter was important for them to
do
use verbal facilitators such as, “I see”, restate the child’s previous statement, and use non-suggestive
words of encouragement, designed to keep the child talking in an open-ended way (“what happened
next?”)
tell the child in age appropriate language you are required to report to the relevant authority to help
stop the abuse, and explain the role of these authorities if appropriate (for a young child this may be
as simple as saying “I will need to talk to people to work out what to do next to help you”)
Take prompt action in relation to following the procedures outlined below.

When managing a disclosure you should AVOID:
•
•
•
•
•
•

displaying expressions of panic or shock
asking questions that are investigative and potentially invasive (this may make the child feel
uncomfortable and may cause the child to withdraw)
going over the information repeatedly (you are only gathering information to help you form a belief
on reasonable grounds that you need to make a report to the relevant authority)
making any comments that would lead the student to believe that what has happened is their fault
making any promises you will keep the information the student provided confidential
making promises to the child about what will occur next or that things will be different given the
process can be unpredictable and different for each child depending on their circumstances (instead
reassure them that you and others will do your best to help).

ALFREDTON PRIMARY SCHOOL
BULLYING PREVENTION POLICY
Help for non-English speakers
If you need help to understand the information in this policy, please contact:
Alfredton Primary School on 5332 1572.

PURPOSE
Alfredton Primary School is committed to providing a safe and respectful learning environment where
bullying will not be tolerated.
The purpose of this policy is to:
•
•
•
•
•
•
•

explain the definition of bullying so that there is shared understanding amongst all members of the
Alfredton Primary School community
make clear that no form of bullying at Alfredton Primary School will be tolerated
outline the strategies and programs in place at Alfredton Primary School to build a positive school
culture and prevent bullying behaviour
ask that everyone in our school community be alert to signs and evidence of bullying behaviour, and
understands the importance of reporting bullying behaviour to school staff
ensure that all reported incidents of bullying are appropriately investigated and addressed
ensure that support is provided to students who may be affected by bullying behaviour (including
targets, bystanders, witnesses and students engaging in bullying behaviour)
seek parental and peer group support in addressing and preventing bullying behaviour at Alfredton
Primary School.

When responding to bullying behaviour, Alfredton Primary School aims to:
•
•
•
•

be proportionate, consistent and responsive
find a constructive solution for everyone
stop the bullying from happening again
restore the relationships between the students involved.

Alfredton Primary School acknowledges that school staff owe a duty of care to students to take reasonable
steps to reduce the risk of reasonably foreseeable harm, which can include harm that may be caused by
bullying behaviour.

SCOPE
This policy addresses how Alfredton Primary School aims to prevent, address and respond to student bullying
behaviour. Alfredton Primary School recognises that there are many other types of inappropriate student
behaviours that do not meet the definition of bullying which are also unacceptable at our school. These other
inappropriate behaviours will be managed in accordance with our Student Code of Conduct and Student
Wellbeing and Engagement Policy and Inclusion and Diversity Policy. Alfredton Primary School Policies can
be found by the following link Alfredton PS Child Safe Policies

This policy applies to all school activities, including camps and excursions. It also applies to bullying behaviour
between students that occurs outside of school hours, where the behaviour impacts on student wellbeing
and safety at school.

POLICY
Definitions
Bullying
In 2018 the Education Council of the Council of Australian Governments endorsed the following definition
of bullying for use by all Australian schools:
Bullying is an ongoing and deliberate misuse of power in relationships through repeated verbal,
physical and/or social behaviour that intends to cause physical, social and/or psychological harm. It
can involve an individual or a group misusing their power, or perceived power, over one or more
persons who feel unable to stop it from happening.
Bullying can happen in person or online, via various digital platforms and devices and it can be obvious
(overt) or hidden (covert). Bullying behaviour is repeated, or has the potential to be repeated, over
time (for example, through sharing of digital records)
Bullying of any form or for any reason can have immediate, medium and long-term effects on those
involved, including bystanders. Single incidents and conflict or fights between equals, whether in
person or online, are not defined as bullying.
Bullying has three main features:
•
•
•

It involves a misuse of power in a relationship
It is ongoing and repeated, and
It involves behaviours that can cause harm.

There are four main types of bullying behaviour:
•
•
•

•

Physical – examples include hitting, pushing, shoving or intimidating or otherwise physically hurting
another person, damaging or stealing their belongings. It includes threats of violence.
Verbal/written – examples include name-calling or insulting someone about an attribute, quality or
personal characteristic.
Social (sometimes called relational or emotional bullying) – examples include deliberately excluding
someone, spreading rumours, sharing information that will have a harmful effect on the other person
and/or damaging a person’s social reputation or social acceptance.
Cyberbullying – any form of bullying behaviour that occurs online or via a mobile device. It can be
verbal or written, and can include threats of violence as well as images, videos and/or audio.

Bullying can be a form of racism, sexism, homophobia, transphobia or other type of social prejudice when
the behaviour is targeted at an individual or group because of a personal characteristic, such as race, religion,
sex, sexual orientation, gender identity or disability.
For further information about bullying, refer to: Bully Stoppers (education.vic.gov.au) and the Department’s
Bullying Prevention and Response policy on the Policy and Advisory Library.

Other distressing and inappropriate behaviours
Many distressing and inappropriate behaviours may not constitute bullying even though they are unpleasant.
Students who are involved in or who witness any distressing and inappropriate behaviours should report
their concerns to school staff and our school will follow our Student Wellbeing and Engagement Policy and/or
this Bullying Prevention Policy where the behaviour constitutes bullying. Alfredton PS Child Safe Policies

Mutual conflict involves an argument or disagreement between people with no imbalance of power. In
incidents of mutual conflict, generally, both parties are upset and usually both want a resolution to the issue.
Unresolved mutual conflict can develop into bullying if one of the parties targets the other repeatedly in
retaliation.
Social rejection or dislike is not bullying unless it involves deliberate and repeated attempts to cause distress,
exclude or create dislike by others.
Single-episode acts of nastiness or physical aggression are not the same as bullying. However, single episodes
of nastiness or physical aggression are not acceptable behaviours at our school and may have serious
consequences for students engaging in this behaviour. Alfredton Primary School will use its Student
Wellbeing and Engagement Policy to guide a response to single episodes of nastiness or physical aggression.
Harassment is language or actions that are demeaning, offensive or intimidating to a person. It can take many
forms, including sexual harassment and disability harassment.
Discrimination is behaviour that treats someone unfavourably because of a personal characteristic (for
example, race, religious belief or activity, disability, sex or intersex status, gender identity or sexual
orientation).
Discrimination, harassment, and any other inappropriate behaviour is not tolerated at our school and there
may be serious consequences for students engaging in this behaviour. This includes any form of racism,
religious or disability discrimination, sexism, homophobia, transphobia, or any other behaviour that targets
an individual or group. Further information about discrimination and harassment, including definitions, is
set out in our Inclusion and Diversity Policy. Alfredton PS Child Safe Policies

Bullying Prevention
Alfredton Primary School has a number of programs and strategies in place to build a positive and inclusive
school culture and relationships to promote wellbeing. We strive to foster a school culture that prevents
bullying behaviour by modelling, encouraging and teaching behaviour that demonstrates acceptance,
kindness and respect.
Bullying prevention at Alfredton Primary School is proactive and is supported by research that indicates that
a whole school, multifaceted approach is the most effect way to prevent and address bullying. At our school:
•

•
•
•
•
•
•

•
•

We identify and implement evidence-based programs and initiatives from the Schools Mental Health
Menu that are relevant to preventing and addressing bullying and help us to build a positive and
inclusive school climate.
We strive to build strong partnerships between the school, families and the broader community that
means all members work together to ensure the safety of students.
We participate in as a lead school in the Respectful Relationships initiative, which aims to embed a
culture of respect and equality across our school.
We celebrate the diverse backgrounds of members of our school community and teach multicultural
education, including Aboriginal History, to promote mutual respect and social cohesion.
Teachers are encouraged to incorporate classroom management strategies that discourage bullying
and promote positive behaviour.
A range of year level incursions and programs are planned for each year to raise awareness about
bullying and its impacts.
In the classroom, our social and emotional learning curriculum teaches students what constitutes
bullying and how to respond to bullying behaviour assertively. This promotes resilience,
assertiveness, conflict resolution and problem-solving.
We promote upstander behaviour as a way of empowering our students to positively and safely take
appropriate action when they see or hear of a peer being bullied.
Students are encouraged to look out for each other and to talk to teachers about any bullying they
have experienced or witnessed.

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

Incident Response
Reporting concerns to Alfredton Primary School
Bullying is not tolerated at our school. We ensure bullying behaviour is identified and addressed with
appropriate and proportionate consequences. All bullying complaints will be taken seriously and responded
to sensitively.
Students who may be experiencing bullying behaviour, or students who have witnessed bullying behaviour,
are encouraged to report their concerns to school staff or another trusted adult as soon as possible.
Our ability to effectively reduce and eliminate bullying behaviour is greatly affected by students and/or
parents and carers reporting concerning behaviour as soon as possible, so that the responses implemented
by Alfredton Primary School are timely and appropriate in the circumstances.
We encourage students to speak to their teacher/Year Level Coordinator. However, students are welcome
to discuss their concerns with any trusted member of staff including the Principal, Assistant Principal,
Wellbeing coordinator and teachers.
Parents or carers who develop concerns that their child is involved in, or has witnessed bullying behaviour at
Alfredton Primary School should contact Travis Faulkhead, Assistant Principal, by phone 53 341 572 or by
direct email at travis.faulkhead@education.vic.gov.au.

Investigations
When notified of alleged bullying behaviour, school staff are required to:
1. record the details of the allegations in our GradeXpert reporting system and
2. inform the students teacher, Principal, Assistant Principal and other relevant staff pertaining to the
incident.
The Assistant Principal is responsible for investigating allegations of bullying in a timely and sensitive manner.
To appropriately investigate an allegation of bullying, the Assistant Principal may:
•
•
•
•
•

speak to the those involved in the allegations, including the target/s, the students allegedly engaging
in bullying behaviour/s and any witnesses to the incidents
speak to the parent/carer(s) of the students involved
speak to the teachers of the students involved
take detailed notes of all discussions for future reference
obtain written statements from all or any of the above.

All communications with the Assistant Principal in the course of investigating an allegation of bullying will be
managed sensitively. Investigations will be completed as quickly as possible to allow for the behaviours to be
addressed in a timely manner.
The objective of completing a thorough investigation into the circumstances of alleged bullying behaviour is
to determine the nature of the conduct and the students involved. A thorough understanding of the alleged
bullying will inform staff about how to most effectively implement an appropriate response to that
behaviour.
Serious bullying, including serious cyberbullying, is a criminal offence and may be referred to Victoria Police.
For more information, see: Brodie’s Law.

Responses to bullying behaviours
When the Assistant Principal has sufficient information to understand the circumstances of the alleged
bullying and the students involved, a number of strategies may be implemented to address the behaviour
and support affected students in consultation with the Student Wellbeing Coordinator, teachers, SSS, leading
teacher, Principal, Department of Education and Training specialist staff etc.
There are a number of factors that will be considered when determining the most appropriate response to
the behaviour. When making a decision about how to respond to bullying behaviour, Alfredton Primary
School will consider:
•
•
•
•
•
•

the age, maturity and individual circumstances of the students involved
the severity and frequency of the bullying, and the impact it has had on the target student
whether the student/s engaging in bullying behaviour have displayed similar behaviour before
whether the bullying took place in a group or one-to-one context
whether the students engaging in bullying behaviour demonstrates insight or remorse for their
behaviour
the alleged motive of the behaviour.

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

•

•

•

•
•
•
•

•
•
•

Offer wellbeing support, including referral to School Chaplain, Student Wellbeing Team, SSS, or
where relevant external provider to:
o the target student or students
o the students engaging in the bullying behaviour
o affected students, including witnesses and/or friends of the target student.
Facilitate a restorative practice meeting with all or some of the students involved. The objective of
restorative practice is to repair relationships that have been damaged by bringing about a sense of
remorse and restorative action on the part of the person who has bullied someone and forgiveness
by the person who has been bullied.
Facilitate a mediation between some or all of the students involved to help to encourage students to
take responsibility for their behaviour and explore underlying reasons for conflict or grievance.
Mediation is only suitable if all students are involved voluntarily and demonstrate a willingness to
engage in the mediation process.
Facilitate a process using the Support Group Method, involving the target student(s), the students
engaging in bullying behaviour and a group of students who are likely to be supportive of the
target(s).
Implement a Method of Shared Concern process with all students involved in the bullying.
Facilitate a Student Support Group meeting and/or Behaviour Support Plan for affected students.
Prepare a [Safety Plan or Individual Management Plan] restricting contact between target and
students engaging in bullying behaviour.
Provide discussion and/or mentoring for different social and emotional learning competencies of the
students involved, including i.e. connect affected students with an older Student Mentor, and
restorative practice reflections.
Monitor the behaviour of the students involved for an appropriate time and take follow up action if
necessary.
Implement cohort, year group, or whole school targeted strategies to reinforce positive behaviours,
by actively participating in the RRRR program and Social-Emotional Learning Support.
Implement proportionate disciplinary consequences for the students engaging in bullying behaviour,
which may include removal of privileges, detention, suspension and/or expulsion consistent with our
Student Wellbeing and Engagement policy, the Ministerial Order on Suspensions and Expulsions and
any other relevant Department policy.

Alfredton Primary School understands the importance of monitoring and following up on the progress of
students who have been involved in or affected by bullying behaviour. Where appropriate, school staff will
also endeavour to provide parents and carers with updates on the management of bullying incidents.
The Assistant Principal is responsible for maintaining up to date records of the investigation of and responses
to bullying behaviour.

COMMUNICATION
This policy will be communicated to our school community in the following ways;
•

•
•
•
•

Available publicly on our school’s website
Included in staff induction processes
Included in our staff handbook/manual
Discussed at staff briefings/meetings as required
Made available in hard copy from school administration upon request

FURTHER INFORMATION AND RESOURCES
This policy should be read in conjunction with the following school policies:
•
•
•
•
•

Statement of Values and School Philosophy
Student Wellbeing and Engagement Policy
Parent Complaints policy
Duty of Care Policy
Inclusion and Diversity Policy

Our school also follows Department of Education and Training policy relating to bullying including:
•
•
•
•

Bullying Prevention and Response
Cybersafety and Responsible Use of Digital Technologies
Equal Opportunity and Human Rights - Students
LGBTIQ Student Support Policy

The following websites and resources provide useful information on prevention and responding to bullying,
as well as supporting students who have been the target of bullying behaviours:
•
•
•
•
•
•
•
•
•

Bully Stoppers
Report racism or religious discrimination in schools
Kids Helpline
ReachOut Australia
Lifeline
Bullying. No way!
Student Wellbeing Hub
eSafety Commissioner
Australian Student Wellbeing Framework

EVALUATION
This policy will be reviewed every 2 years, or earlier as required following an incident or analysis of new
research or school data relating to bullying, to ensure that the policy remains up to date, practical and
effective.
Data to inform this review will be collected through:
• discussion and consultation with students and parent/carers
• regular student bullying surveys
• regular staff surveys
• Bully Stoppers Data Collection tool
• assessment of other school-based data, including the number of reported incidents of bullying in
each year group and the effectiveness of the responses implemented
• Attitudes to School Survey
• Parent Opinion Survey
Proposed amendments to this policy will be discussed in consultation with School Council.

POLICY REVIEW AND APPROVAL
Policy last reviewed
Consultation
Approved by
Next scheduled review date

June 2022
School Council
Principal
June 2024

ALFREDTON PRIMARY SCHOOL
INCLUSION AND DIVERSITY POLICY
(includes Equal Opportunity and Sexual Harassment)
Help for non-English speakers
If you need help to understand the information in this policy please contact Alfredton
Primary School on 5334 1572.

PURPOSE
The purpose of this policy is to explain Alfredton Primary School’s commitment to making sure every member
of our school community, regardless of their background or personal attributes, is treated with respect and
dignity. This policy should be read alongside the following Department of Education and Training policies:
•
•

Equal Opportunity and Human Rights - Students
For staff, the Respectful Workplaces policies (including Equal Opportunity and Anti-Discrimination,
Sexual Harassment and Workplace Bullying) as these whole of Department policies apply to all staff
at Alfredton Primary School.

POLICY
Definitions
Personal attribute: a personal characteristic that is protected by State or Commonwealth anti-discrimination
legislation. These include: race, disability, sex, sexual orientation, gender identity, religious belief or activity,
political belief or activity, age, intersex status, physical features, pregnancy, carer and parental status,
breastfeeding, marital or relationship status, lawful sexual activity, employment activity, industrial activity,
expunged homosexual conviction or personal association with anyone who is identified with reference to
any protected attribute.
Direct discrimination: unfavourable treatment because of a person’s protected attribute.
Indirect discrimination: imposing an unreasonable requirement, condition or practice that disadvantages a
person or group of people with a protected attribute.
Sexual harassment: unwelcome conduct of a sexual nature towards another person which could reasonably
be expected to make that other person feel offended, humiliated or intimidated. It may be physical, verbal,
visual or written.
Disability harassment: an action taken in relation to the person’s disability that is reasonably likely, in all the
circumstances, to humiliate, offend, intimidate or distress the person.
Vilification: conduct that incites hatred towards or revulsion or severe ridicule of a person or group of people
on the basis of their race or religion.

Victimisation: subjecting a person or threatening to subject them to detrimental treatment because they (or
their associate) has made an allegation of discrimination or harassment on the basis of a protected attribute
(or asserted their rights under relevant policies or law).

Inclusion and diversity
Alfredton Primary School strives to provide a safe, inclusive and supportive school environment which values
the human rights of all students and staff.
Alfredton Primary School is committed to creating a school community where all members of our school
community are welcomed, accepted and treated equitably and with respect regardless of their backgrounds
or personal attributes such as race, language, religious beliefs, gender identity, disability or sexual orientation
so that they can participate, achieve and thrive at school.
Alfredton Primary School acknowledges and celebrates the diversity of backgrounds and experiences in our
school community and we will not tolerate behaviours, language or practices that label, stereotype or
demean others. At Alfredton Primary School we value the human rights of every student and we take our
obligations under anti-discrimination laws and the Charter of Human Rights and Responsibilities seriously.
Alfredton Primary School will:
•
•

•
•
•
•
•

Actively nurture and promote a culture where everyone is treated with respect and dignity
ensure that students are not discriminated against (directly or indirectly) and where necessary, are
reasonably accommodated to participate in their education and school activities (eg schools sports,
concerts, excursions, incursions, special days and community events) on the same basis as their peers
acknowledge and respond to the diverse needs, identities and strengths of all students
encourage empathy and fairness towards others
challenge stereotypes that promote prejudicial and biased behaviours and practices
contribute to positive learning, engagement and wellbeing outcomes for students
respond to complaints and allegations appropriately and ensure that students are not victimised.

Bullying, unlawful discrimination, harassment, vilification and other forms of inappropriate behaviour
targeting individuals or groups because of their personal attributes will not be tolerated at Alfredton Primary
School. We will take appropriate measures, consistent with our Student Wellbeing and Engagement and
Bullying policies to respond to students who demonstrate these behaviours at our school.
Students who may have experienced or witnessed this type of behaviour are encouraged to speak up and to
let their teachers, parents or carers know about those behaviours to ensure that inappropriate behaviour
can be addressed.
Reasonable adjustments for students with disabilities
Alfredton Primary School also understands that it has a legal obligation to make reasonable adjustments to
accommodate students with disabilities. A reasonable adjustment is a measure or action taken to assist
students with disabilities to participate in their education on the same basis as their peers. Reasonable
adjustments will be made for students with disabilities in consultation with the student, their parents or
carers, their teachers and if appropriate, their treating practitioners. Our school may consult through Student
Support Group processes and in other less formal ways. For more information about support available for
students with disabilities, and communicating with us in relation to a student’s disability, please refer to our
school’s Student Wellbeing and Engagement policy or contact the Assistant Principal for further information.

RELATED POLICIES AND RESOURCES
Other relevant policies at Alfredton Primary School can be accessed via the following link Alfredton PS Child
Safe Policies
For staff, please see the Department’s Equal Opportunity and Anti-Discrimination Policy, Sexual Harassment
Policy and Workplace Bullying Policy which apply to all staff working at our school.
Other relevant Department policies and resources on the Department’s Policy and Advisory Library are:
o
o
o
o
o
o
o

Equal Opportunity and Human Rights - Students
Students with Disability
Koorie Education
Teaching Aboriginal and Torres Strait Islander Culture
Safe Schools
Supports and Services
Program for Students with Disabilities

POLICY REVIEW AND APPROVAL
Policy last reviewed
Approved by
Next scheduled review date

June 2022
Principal
June 2026

Alfredton Primary School
VOLUNTEERS POLICY
Help for non-English speakers
If you need help to understand the information in this policy, please contact:
Alfredton Primary School on 5332 1572.

PURPOSE
To outline the processes that Alfredton Primary School will follow to recruit, screen, supervise and manage
volunteers to provide a child safe environment, and to explain the legal rights of volunteers.

SCOPE
This policy applies to the recruitment, screening, supervision and management of all people who volunteer
at our school.

DEFINITIONS
Child-connected work: work authorised by the school governing authority/provider of a school boarding
services and performed by an adult in a school or school boarding premises environment while children are
present or reasonably expected to be present.
Child-related work: work that usually involves direct contact (including in person, over the phone, written
and online communication) with a child that is a central part of that person’s duties. It does not include work
that involves occasional contact with children that is incidental to the work.
Closely related family member: parent, carer, parent/carer’s spouse or domestic partner, stepparent,
parent/carer’s mother or father in-law, grandparent, uncle or aunt, brother or sister, including step or half
siblings.
Volunteer worker: A volunteer school worker is a person who voluntarily engages in school work or approved
community work without payment or reward.
School work: School work means:
•

Carrying out the functions of a school council

•

Any activity carried out for the welfare of a school, by the school council, any parents’ club or
association or any other body organised to promote the welfare of the school

•

Any activity carried out for the welfare of the school at the request of the principal or school council

•

Providing assistance in the work of any school or kindergarten

•

Attending meetings in relation to government schools convened by any organisation which receives
government financial support

This is a broad definition and means that volunteers who participate in school community activities, such as
fundraising and assisting with excursions, are legally protected (ie indemnified) from action by others in the
event of an injury or accident whilst they are performing volunteer school work in good faith.

POLICY
1. Alfredton Primary School is committed to implementing and following practices which protect the
safety and wellbeing of children and our staff and volunteers. Alfredton Primary School recognises
the valuable contribution that volunteers provide to our school community and the work that we do.
The procedures set out below are designed to ensure that Alfredton Primary School’s volunteers are suitable
to work with children and are well-placed to make a positive contribution to our school community.

Becoming a volunteer
Members of our school community who would like to volunteer are encouraged to contact the school to
discuss the area in which they wish to volunteer.
COVID-19 vaccination information
Our school follows Department of Education and Training policy with respect to the requirements relating to
attendance on school sites and COVID-19 vaccinations.
For further information, refer to:
•

COVID-19 Vaccinations – Visitors and Volunteers on School Sites

Suitability checks including Working with Children Clearances
Working with students
Alfredton Primary School values the many volunteers that assist in our classrooms/with sports
events/excursions/school concerts/community and special events and programs. To ensure that we are
meeting our legal obligations under the Worker Screening Act and the Child Safe Standards, Alfredton Primary
School is required to undertake suitability checks which in most cases will involve asking for evidence of a
Working with Children (WWC) Clearance. Additional suitability checks may also be required depending on
the volunteer role, such as reference, proof of identity, qualification and work history involving children
checks.
Considering our legal obligations, and our commitment to ensuring that Alfredton Primary School is a child
safe environment, we will require volunteers to obtain a WWC Clearance and produce their valid card to
the administration staff for verification in the following circumstances:
•

Volunteers who are not parent/family members of any student at the school if they are engaged in
child-related work regardless of whether they are being supervised.

•

Parent/family volunteers who are assisting with any classroom or school activities involving direct
contact with children in circumstances where the volunteer’s child is not participating, or does not
ordinarily participate in, the activity

•

Parent/family volunteers who assist with excursions (including swimming), camps and
similar events, regardless of whether their own child is participating or not.

•

Parent/family volunteers who regularly assist in school activities, regardless of whether their own
child is participating or not

In addition, depending on the nature of the volunteer work, our school may ask the volunteer to provide
other suitability checks at its discretion (for example, references, work history involving children and/or
qualifications). Proof of identity may also be required in some circumstances.
Non child-related work
On some occasions, parents and other members of the school community may volunteer to do work that is
not child-related. For example, volunteering on the weekend for gardening, maintenance, working bees,
parents and friends club coordination, school council, participating in sub-committees of school council,
fundraising coordination, other fundraising groups that meet in the evenings during which children will not
be, or would not reasonably be expected to be, present.
Volunteers for this type of work are not required to have WWC Clearances or other suitability checks as they
are not engaged in child-related work and children are not generally present during these activities. However,
Alfredton Primary School reserves the right to undertake suitability checks, including requiring proof of
identity and WWC Clearance, at its discretion if considered necessary for any particular activities or
circumstances.

Training and induction
Under the Child Safe Standards volunteers must have an appropriate induction and training in child safety
and wellbeing.
To support us to maintain a child safe environment, before engaging in any work where children are
present or reasonable likely to be present, volunteers must familiarise themselves with the policies,
procedures and code of conduct referred to in our Child Safety and Wellbeing Policy and our Child Safety
Code of Conduct and ensure the actions and requirements in these documents are followed when
volunteering for our school.
Depending on the nature and responsibilities of their role, Alfredton Primary School may also require
volunteers to complete additional child safety training.

Management and supervision
Volunteer workers will be expected to comply with any reasonable direction of the principal (or their
nominee). This will include the requirement to follow our school’s policies, including, but not limited to our
Child Safety and Wellbeing Policy, our Child Safety Code of Conduct.
Volunteer workers will also be expected to act consistently with Department of Education and Training
policies, to the extent that they apply to volunteer workers, including the Department’s policies relating to
Equal Opportunity and Anti-Discrimination, Sexual Harassment and Workplace Bullying.
The principal (or their nominee) will determine the level of school staff supervision required for volunteers,
depending on the type of work being performed, and with a focus on ensuring the safety and wellbeing of
students.
The principal has the discretion to make a decision about the ongoing suitability of a volunteer worker and
may determine at any time whether or not a person is suitable to volunteer at Alfredton Primary School.

Privacy and information-sharing
Volunteers must ensure that any student information they become aware of because of their volunteer work
is managed sensitively and in accordance with the Schools’ Privacy Policy and the Department’s policy on
Privacy and Information Sharing.

Under these policies, student information can and should be shared with relevant school staff to:
-

support the student’s education, wellbeing and health;
reduce the risk of reasonably foreseeable harm to the student, other students, staff or visitors;
make reasonable adjustments to accommodate the student’s disability; or
provide a safe and secure workplace.

Volunteers must immediately report any child safety concerns that they become aware of to a member of
staff to ensure appropriate action. There are some circumstances where volunteers may also be obliged to
disclose information to authorities outside of the school such as to Victoria Police. For further information
on child safety responding and reporting obligations refer to: Child Safety Responding and Reporting
Obligations (including Mandatory Reporting) Policy and Procedures.

Records management
While it is unlikely volunteers will be responsible for any school records during their volunteer work, any
school records that volunteers are responsible for must be provided to the Business Manager to ensure
they are managed in accordance with the Department’s policy: Records Management – Schools.

Compensation
Personal injury
Volunteer workers are covered by the Department of Education and Training’s Workers’ Compensation Policy
if they suffer personal injury in the course of engaging in school work.
Property damage
If a volunteer worker suffers damage to their property in the course of carrying out school work, the Minister
(or delegate) may authorise such compensation as they consider reasonable in the circumstances. Claims of
this nature should be directed to the principal who will direct them to the Department’s Legal Division.
Public liability insurance
The Department of Education and Training’s public liability insurance policy applies when a volunteer
worker engaged in school work is legally liable for:
•
•

a claim for bodily injury to a third party
damage to or the destruction of a third party’s property.

COMMUNICATION
This policy will be communicated to our school community in the following ways:
•

•
•

Available publicly on our school’s website
Included in induction processes for relevant staff
Made available in hard copy from school administration upon request.

RELATED POLICIES AND RESOURCES
School policies and resources relevant to this policy include:
•

Statement of Values and School Philosophy, Visitors Policy, Child Safety and Wellbeing Policy,
Child Safety Code of Conduct, Child Safety Responding and Reporting Obligations Policy and
Procedures, Inclusion and Diversity Policy.

Department policies:
•
•
•
•
•
•
•
•
•

Equal Opportunity and Anti-Discrimination
Child Safe Standards
Privacy and Information Sharing
Records Management – School Records
Sexual Harassment
Volunteers in Schools
Volunteer OHS Management
Working with Children and Other Suitability Checks for School Volunteers and Visitors
Workplace Bullying

POLICY REVIEW AND APPROVAL
Policy last reviewed
Consultation
Approved by
Next scheduled review date
(minimum 2 years)

June 2022
June 14th 2022
Principal and School Council
June 2024

ALFREDTON PRIMARY SCHOOL
COMPLAINTS & CONCERNS POLICY
Help for non-English speakers
If you need help to understand the information in this policy please contact Alfredton
Primary School on 5334 1572.

PURPOSE
The purpose of this policy is to:
•

provide an outline of the concerns and complaints process at Alfredton Primary School so that
students, parents, and members of the community are informed of how they can raise complaints
or concerns about issues arising at our school
ensure that all complaints and concerns regarding Alfredton Primary School are managed in a timely,
effective, fair and respectful manner.

•

SCOPE
This policy relates to concerns and complaints brought by students, parents, carers, or members of our school
community and applies to all matters relating to our school.
In some limited instances, we may need to refer a complainant to another policy or area if there are different
processes in place to:
•

Complaints and concerns relating to fraud and corruption will be managed in accordance with the
department’s Fraud and Corruption Policy
Criminal matters will be referred to Victorian Police
Legal claims will be referred to the Department’s Legal Division
Complaints and concerns relating to child abuse will be managed in accordance with our Child
Safety Responding and Reporting Obligations Policy and Procedures Alfredton PS Child Safe Policies

•
•
•

POLICY
Alfredton Primary School welcomes feedback, both positive and negative, and is committed to continuous
improvement. We value open communication with our families and are committed to understanding
concerns and complaints and addressing them appropriately. We recognise that the concerns and complaints
process provides an important opportunity for reflection and learning.
We value and encourage open and positive relationships with our school community. We understand that it
is in the best interests of students for there to be a trusting relationship between families and our school.
When addressing a concern or complaint, it is expected that all parties will:
•

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

•

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

•

act in good faith and cooperation

•

behave with respect and courtesy

•

adhere to our school values and agreed behaviours

•

respect the privacy and confidentiality of those involved, as appropriate

•

operate within and seek reasonable resolutions that comply with any applicable legislation and
Department policy.

•

recognise that schools and the Department may be subject to legal constraints on their ability to act
or disclose information in some circumstances.

Complaints and concerns process for students
Alfredton Primary School acknowledges that issues or concerns can cause stress or worry for students and
impact their wellbeing and learning. Alfredton Primary School encourages our students to raise issues or
concerns as they arise so that we can work together to resolve them.
Students with a concern or complaint can raise them with a trusted adult at school, for example, with their
classroom teacher, members of the leadership team, Wellbeing staff, School Chaplain. This person will take
your concern or complaint seriously and will explain to you what steps we can take to try to resolve the issue
and support you.
You can also ask your parent, carer or another trusted adult outside of the school, to talk to us about the
issue instead. Information about our parent/carer complaints and concerns process is outlined further below.
The parent/carer process also applies to students who are mature minors, refer to: Mature Minors and
Decision Making.
Other ways you can raise a concern or complaint with us include:
•
•
•

participating in our Attitudes to School Survey (for Grades 4-6)
participating in our student forums held every term
writing a note for our anonymous student

Further information and resources to support students to raise issues or concerns are available at:
•
•
•
•
•

Report Racism Hotline (call 1800 722 476) – this hotline enables students to report concerns relating
to racism or religious discrimination
Reach Out
Headspace
Kids Helpline (call 1800 55 1800)
Victorian Aboriginal Education Association (VAEAI)

Complaints and concerns process for parents, carers and community members
Preparation for raising a concern or complaint
Alfredton Primary School encourages parents, carers or members of the community who may wish to raise
a concern or submit a complaint to:
•
•
•
•

carefully consider the issues you would like to discuss
remember you may not have all the facts relating to the issues that you want to raise
think about how the matter could be resolved
be informed by checking the policies and guidelines set by the Department and Alfredton Primary
School (see “Further Information and Resources” section below).

Support person
You are welcome to have a support person to assist you in raising a complaint or concern with our school.
Please advise us if you wish to have a support person to assist you, and provide their name, contact details,
and their relationship to you.

Raising a concern
Alfredton Primary School is always happy to discuss with parents/carers and community members any
concerns that they may have. Concerns in the first instance should be directed to your child’s teacher,
Assistant Principal or Principal. Where possible, school staff will work with you to ensure that your concerns
are appropriately addressed.

Making a complaint
Where concerns cannot be resolved in this way, parents or community members may wish to raise a concern
or make a formal complaint to the Principal or Assistant Principal, noting that formal complaints should be
directed to a member of the school’s leadership team.
If you would like to make a formal complaint, in most cases, depending on the nature of the complaint raised,
our school will first seek to understand the issues and will then convene a resolution meeting with the aim
of resolving the complaint together. The following process will apply:
1. Complaint received: Please either email, telephone or arrange a meeting through the front office
with the Assistant Principal or Principal, to outline your complaint so that we can fully understand
what the issues are. We can discuss your complaint in a way that is convenient for you, whether in
writing, in person or over the phone.
2. Information gathering: Depending on the issues raised in the complaint, the Principal, Assistant
Principal or nominee may need to gather further information to properly understand the situation.
This process may also involve speaking to others to obtain details about the situation or the concerns
raised.
3. Response: Where possible, a resolution meeting will be arranged with either the Assistant Principal
or Principal to discuss the complaint with the objective of reaching a resolution satisfactory to all
parties. If after the resolution meeting we are unable to resolve the complaint together, we will work
with you to produce a written summary of the complaint in the event you would like to take further
action about it. In some circumstances, the Principal may determine that a resolution meeting would
not appropriate. In this situation, a response to the complaint will be provided in writing.
4. Timelines: Alfredton Primary School will acknowledge receipt of your complaint as soon as possible
and will seek to resolve complaints in a timely manner. Depending on the complexity of the
complaint, Alfredton Primary School may need some time to gather enough information to fully
understand the circumstances of your complaint. We will endeavour to complete any necessary
information gathering and hold a resolution meeting where appropriate within 10 working days of
the complaint being raised. In situations where further time is required, Alfredton Primary School
will consult with you and discuss any interim solutions to the dispute that can be put in place.

Please note that unreasonable conduct (e.g. vexatious complaints) may need to be managed differently to
the procedures in this policy.

Resolution
Where appropriate, Alfredton Primary School may seek to resolve a complaint by:
•
•
•
•
•

an apology or expression of regret
a change of decision
a change of policy, procedure or practice
offering the opportunity for student counselling or other support
other actions consistent with school values that are intended to support the student, parent and
school relationship, engagement, and participation in the school community.

In some circumstances, Alfredton Primary School may also ask you to attend a meeting with an independent
third party, or participate in a mediation with an accredited mediator to assist in the resolution of the dispute.

Escalation
If you are not satisfied that your complaint has been resolved by the school, or if your complaint is about the
Principal and you do not want to raise it directly with them, then the complaint should be referred to the
South West Victoria Region Community Liaison Officer.
Alfredton Primary School may also refer a complaint to the South West Victoria Region or the Independent
Office for Disputes if we believe that we have done all we can to address the complaint.
For more information about the Department’s parent complaints process, including the role of the Regional
Office, please see: Raise a complaint or concern about your school.

Record keeping and other requirements
To meet Department and legal requirements, our school must keep written records of:
•

Serious, substantial or unusual complaints

•

Complaints relating to the Child Information Sharing Scheme and Family Violence Information
Sharing Scheme, to meet regulatory requirements - refer to Child and Family Violence Information
Sharing Schemes for further information

Our school also follows Department policy to ensure that record-keeping, reporting, privacy and employment
law obligations are met when responding to complaints or concerns.

COMMUNICATION
This policy will be communicated to our school community in the following ways:
•
•

Available publicly on school website
Included in staff induction processes

FURTHER INFORMATION AND RESOURCES
The Department’s Policy and Advisory Library (PAL):
•

Complaints - Parents

The Department’s parents’ website:
•
•
•

Raise a complaint or concern about your school
Report racism or religious discrimination in schools
Alfredton Primary School Vision and Values
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ALFREDTON PRIMARY SCHOOL
DIGITAL LEARNING POLICY
(INTERNET, SOCIAL MEDIA AND DIGITAL DEVICES)
Help for non-English speakers
If you need help to understand the information in this policy please contact Alfredton
Primary School on 5334 1572

PURPOSE
To ensure that all students and members of our school community understand:
(e) our commitment to providing students with the opportunity to benefit from digital technologies to
support and enhance learning and development at school including our Bring Your Own Device
(BYOD) program
(f) expected student behaviour when using digital technologies including the internet, social media, and
digital devices (including computers, laptops, tablets)
(g) the school’s commitment to promoting safe, responsible and discerning use of digital technologies,
and educating students on appropriate responses to any dangers or threats to wellbeing that they
may encounter when using the internet and digital technologies
(h) our school’s policies and procedures for responding to inappropriate student behaviour on digital
technologies and the internet
(i) the various Department policies on digital learning, including social media, that our school follows
and implements when using digital technology
(j) our school prioritises the safety of students whilst they are using digital technologies

SCOPE
This policy applies to all students and staff at Alfredton Primary School.
Staff use of technology is also governed by the following Department policies:
•
•
•
•

Acceptable Use Policy for ICT Resources
Cybersafety and Responsible Use of Digital Technologies
Digital Learning in Schools and
Social Media Use to Support Student Learning.

Staff, volunteers and school councillors also need to adhere to codes of conduct relevant to their respective
roles. These codes include:
•
•
•
•

Alfredton Primary School’s Child Safety Code of Conduct
The Victorian Teaching Profession Code of Conduct (teaching staff)
Code of Conduct for Victorian Sector Employees (staff)
Code of Conduct for Directors of Victorian Public Entities (school councillors)

DEFINITIONS
For the purpose of this policy, “digital technologies” are defined as digital devices, tools, applications and
systems that students and teachers use for learning and teaching; this includes Department-provided
software and locally sourced devices, tools and systems.

POLICY
Vision for digital learning at our school
[The purpose of this section is to explain to the community the role that you would like digital technologies
to play within the school environment. The text below is included as a sample only and should be amended
to reflect your school community.]
The use of digital technologies is a mandated component of the Victorian Curriculum F-10.
Safe and appropriate use of digital technologies, including the internet, apps, computers and tablets, can
provide students with rich opportunities to support learning and development in a range of ways.
Through increased access to digital technologies, students can benefit from learning that is interactive,
collaborative, personalised, engaging and transformative. Digital technologies enable our students to interact
with and create high quality content, resources and tools. It also enables personalised learning tailored to
students’ particular needs and interests and transforms assessment, reporting and feedback, driving new
forms of collaboration and communication.
Alfredton Primary School believes that the use of digital technologies at school allows the development of
valuable skills and knowledge and prepares students to thrive in our globalised and inter-connected world.
Our school’s vision is to empower students to use digital technologies safely and appropriately to reach their
personal best and fully equip them to contribute positively to society as happy, healthy young adults.

Personal Devices at Alfredton Primary School
Alfredton Primary School operates a Bring Your Own Device (BYOD) program from Year 4 to 6. Classes at our
school are delivered with the use of tablets and notebook computers.
Parents/carers are invited to purchase or lease a device for their child to bring to school. Alfredton Primary
School has made special arrangements with Learning with Technology who offer an online purchasing portal
and onsite repair support for our students.
Students from Year 4 to 6 are invited to bring their own device to school each day to be used during class
time for different learning activities. When bringing their own device to school, students should ensure that
it:
•
•
•
•

Is fully charged each morning
Is brought to school in a protective case
has at least 64GB of storage
operates on Windows 10 or later

Please note that our school does not have insurance to cover accidental damage to students’ devices, and
parents/carers are encouraged to consider obtaining their own insurance for their child’s device and this
available if the device is purchased through the Learning with Technology Portal.
Students, parents and carers who would like more information or assistance regarding our BYOD program
are encouraged to contact Alfredton Primary School on 5334 1572

Safe and appropriate use of digital technologies
Digital technologies, if not used appropriately, may present risks to users’ safety or wellbeing. At Alfredton
Primary School, we are committed to educating all students to use digital technologies safely, equipping
students with the skills and knowledge to navigate the digital world.
At Alfredton Primary School, we:
•
•
•
•
•
•
•
•
•

•
•
•

use online sites and digital tools that support students’ learning, and focus our use of digital
technologies on being learning-centred
use digital technologies in the classroom for specific purpose with targeted educational or
developmental aims
supervise and support students using digital technologies for their schoolwork
effectively and responsively address any issues or incidents that have the potential to impact on the
wellbeing of our students
have programs in place to educate our students to be safe, responsible and discerning users of digital
technologies
educate our students about digital issues such as privacy, intellectual property and copyright, and
the importance of maintaining their own privacy and security online
actively educate and remind students of our Student Engagement policy that outlines our School’s
values and expected student behaviour, including online behaviours
have an Acceptable Use Agreement outlining the expectations of students when using digital
technologies for their schoolwork
use clear protocols and procedures to protect students working in online spaces, which includes
reviewing the safety and appropriateness of online tools and communities and removing offensive
content at the earliest opportunity
educate our students on appropriate responses to any dangers or threats to wellbeing that they may
encounter when using the internet and other digital technologies
provide a filtered internet service at school to block access to inappropriate content
refer suspected illegal online acts to the relevant law enforcement authority for investigation.

Distribution of school owned devices to students and personal student use of digital technologies at school
will only be permitted where students and their parents/carers have completed a signed Acceptable Use
Agreement.
It is the responsibility of all students to protect their own password and not divulge it to another person. If
a student or staff member knows or suspects an account has been used by another person, the account
holder must notify the classroom teacher immediately.
All messages created, sent or retrieved on the school’s network are the property of the school. The school
reserves the right to access and monitor all messages and files on the computer system, as necessary and
appropriate. Communications including text and images may be required to be disclosed to law
enforcement and other third parties without the consent of the sender.
Information on supervision arrangements for students engaging in digital learning activities is available in our
Yard Duty and Supervision Policy.

Social media use
Our school follows the Department’s policy on Social Media Use to Support Learning to ensure social media
is used safely and appropriately in student learning and to ensure appropriate parent notification occurs or,
where required, consent is sought. Where the student activity is visible to the public, it requires consent.

Facebook
Our school has established a Facebook page to showcase events and student learning. The Facebook Policy
outlines the guidelines for our Facebook page.
In accordance with the Department’s policy on social media, staff will not ‘friend’ or ‘follow’ a student on a
personal social media account, or accept a ‘friend’ request from a student using a personal social media
account unless it is objectively appropriate, for example where the student is also a family member of the
staff.
If a staff member of our school becomes aware that a student at the school is ‘following’ them on a
personal social media account, Department policy requires the staff member to ask the student to
‘unfollow’ them, and to notify the school and/or parent or carer if the student does not do so.

Student behavioural expectations
When using digital technologies, students are expected to behave in a way that is consistent with Alfredton
Primary School’s Statement of Values, Student Wellbeing and Engagement policy, and Bullying Prevention
policy.
When a student acts in breach of the behaviour standards of our school community (including cyberbullying,
using digital technologies to harass, threaten or intimidate, or viewing/posting/sharing of inappropriate or
unlawful content), Alfredton Primary School will institute a staged response, consistent with our student
Code of Conduct and behaviour policies.
Breaches of this policy by students can result in a number of consequences which will depend on the severity
of the breach and the context of the situation. This is included in the student acceptable Use Agreement.

COMMUNICATION
This policy will be communicated to our school community in the following ways:•

•
•
•

Available publicly on our school’s website
Included in staff induction and child safety training processes
Discussed at staff briefings/meetings as required
Discussed at parent information nights/sessions ie BYOD information sessions
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ANNEXURE A: ACCEPTABLE USE AGREEMENT
Acceptable Use Agreement

ALFREDTON PRIMARY SCHOOL
CAMPS AND EXCURSIONS POLICY
Help for non-English speakers
If you need help to understand the information in this policy please contact Alfredton
Primary School on 5334 1572

PURPOSE
To explain to our school community the processes and procedures Alfredton Primary School will use when
planning and conducting camps, excursions and adventure activities for students.

SCOPE
This policy applies to all camps and excursions organised by Alfredton Primary School. This policy also applies
to adventure activities organised by Alfredton Primary School, regardless of whether or not they take place
on or off school grounds.
This policy is intended to complement the Department’s policy and guidelines on excursions, camps and
adventure activities which all Victorian government schools are required to follow. Alfredton Primary School
will follow both this policy, as well as the Department’s policy and guidelines when planning for and
conducting camps and excursions.
This policy does not apply to student workplace learning or intercampus travel.

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

are taken out of the school grounds (for example, a camp, day excursion, school sports);
undertake adventure activities, regardless of whether or not they occur outside the school grounds;

Camps are excursions involving at least one night’s accommodation.
Local excursions are excursions to locations within walking distance of the school and do not involve
‘Adventure Activities’.
Adventure activities are activities that involve a greater than normal risk. Further information and examples
of adventure activities are available on the Department’s Policy and Advisory Library, at the following link:
https://www2.education.vic.gov.au/pal/excursions/guidance/adventure-activities

POLICY
Camps and excursions can provide a valuable educational experience for our students which are
complementary to their learning, as they provide access to resources, environments and expertise that may
not be available in the classroom

For all camps and excursions, including adventure activities, our school will follow the Department’s Policy
and Advisory Library: Excursions. [NOTE: ensure your final policy maintains the hyperlinks provided to the
Department’s policy]
Planning process for camps and excursions
All camps and excursions will comply with Department planning requirements.
Part of this planning process includes conducting risk assessments, to ensure that reasonable steps are taken
to minimise the risks associated with each proposed camp or excursion. Alfredton Primary School’s risk
assessment will include consideration of arrangements for supervision of students and consideration of the
risk of bushfire activity in the excursion location. In the event of a Code Red Day being announced, excursions
or camp activities in effected locations will be cancelled or rescheduled. Planning will also cover
arrangements for cancelling, recalling or altering the camp or excursion for any other reason.
Alfredton Primary School is committed to ensuring students with additional needs are provided with an
inclusive camps and excursions program and will work with families during the planning stage, as needed, to
support all students’ attendance and participation in camp and excursion activities.
In cases where a camp or excursion involves a particular class or year level group, the Organising Teacher will
ensure that there is an alternative educational program available and appropriate supervision for those
students not attending the camp or excursion.
Supervision
Alfredton Primary School follows the Department’s guidelines in relation to supervision of students during
excursions and camps.
All excursion staff (including parent volunteers) will be familiar with supervision requirements and the
specific procedures for dealing with emergencies on each camp and excursion.
All school staff will be aware that they retain overall responsibility for the supervision and care of students
throughout all camps and excursions (including adventure activities), regardless of whether or not external
providers are managing the activity.
Parent volunteers
Parents may be invited to assist with excursions. School staff will notify parents/carers of any costs associated
with attending. School staff are in charge of excursions and parent/carer volunteers are expected to follow
teachers' instructions. When deciding which parents/carers will attend, the Organising Teacher will take into
account: any valuable skills the parents/carers have to offer (e.g. first aid etc.) and the special needs of
particular students.
Volunteer and external provider checks
Alfredton Primary School requires all parent or carer excursion volunteers and all external providers working
directly with our students to have a current Working with Children Check card.
Parent/carer consent
For all camps and excursions, other than local excursions, Alfredton Primary School will provide
parents/carers with a specific consent form outlining the details of the proposed activity. Alfredton Primary
School informs parents about school camps and excursions by placing a note in student bags and asking
parents/carers to return the part of the note that asks for parents/carers signature confirming they consent
to their child’s participation. Parents/carers are encouraged to contact the school to discuss any questions
or concerns that they or their child may have with a proposed camp or excursion.

For local excursions, Alfredton Primary School will provide parents and carers with an annual Local Excursions
consent form at the start of each school year or upon enrolment if students enrol during the school year.
Alfredton Primary School will also provide advance notice to parents/carers of an upcoming local excursion
through Flexischools or email/online parent communication. For local excursions that occur on a recurring
basis (for example weekly outings to the local oval for sports lessons), Alfredton Primary School will notify
parents once only prior to the commencement of the recurring event.
Parent Payments for camps and excursions
Most camps and excursions provided by Alfredton Primary School enhance and broaden the schooling
experience of our students but are not a mandatory component of our curriculum. These activities are
provided on a user-pays basis in accordance with the Department’s Parent Payments Policy.
Consent forms will have clearly stated payment amounts and finalisations dates, and families will be given
sufficient time to make payments.
Students who have not finalised payment by the required date for camps and excursions provided on a user
pays basis will not be able to attend unless the Principal determines exceptional circumstances apply.
Where a camp or excursion is provided as part of the standard curriculum requirements, parents may be
invited to make a voluntary contribution but all students will be able to attend regardless of whether their
parents contribute.
Financial Help for Families
Alfredton Primary School will make all efforts to ensure that students are not excluded for financial reasons.
Families experiencing financial difficulty are invited to discuss alternative payment arrangements with the
Principal and Business Manager. The Office Manager can also discuss family eligibility for the Department’s
Camps, Sports and Excursions Fund (CSEF), which provides payments for eligible students to attend school
activities, including camps and excursions. Applications for the CSEF are open to families holding a valid
means-tested concession card or temporary foster parents and are facilitated by the school. Further
information about the CSEF and the application form are available at Camps, Sports and Excursions Fund.
Refunds
If a camp or excursion is cancelled or altered by the school, or a student is no longer able to attend part or
all of the camp or excursion, our school will consider requests for partial or full refunds of payments made
by parents/carers on a case-by-case basis taking into account the individual circumstances. Generally, we will
not be able to refund payments made for costs that have already been paid where those funds have already
been transferred or committed to a third party and no refund is available to the school. Where possible, we
will provide information about refunds to parents/carers at the time of payment.
Student health
Parents and carers need to ensure the school has up-to-date student health information prior to camps and
excursions. A member of staff will be appointed with responsibility for the health needs of the students for
each camp/excursion. Teachers will administer any medication provided according to our Medication policy
and the student’s signed Medication Authority Form. To meet the school’s obligations relating to safety, a
first aid kit and mobile phone will be taken by teachers on all camps and excursions.
It is the responsibility of parents and carers to ensure their child/children are in good health when attending
excursions and camps. If a student becomes ill during a camp and is not able to continue at camp it is the
parent/carer’s responsibility to collect them and cover any associated costs. If the Principal approves a
student joining a camp late, transport to the camp is the parent/carer’s responsibility.

Behaviour expectations
Students participating in camps and excursions are required to cooperate and display appropriate behaviour
to ensure the camp or excursion is a safe, positive and educational experience for all students involved.
Parents/carers will be notified if their child is in danger of losing the privilege to participate in an excursion
or camp due to behaviour that does not meet the standards of behaviour set out in the school’s Student
Wellbeing and Engagement, the Student Code of Conduct and Bullying Prevention Policy. The decision to
exclude a student will be made by the Principal or Assistant Principal, in consultation with the Organising
Teacher. Both the parent/carer and the student will be informed of this decision prior to the camp or
excursion.
If on a camp or excursion the Teacher in Charge considers an individual student's behaviour does not meet
required standards, then the Principal or their nominee may determine that a student should return home
during the camp or excursion. In these circumstances the parent/carer is responsible for the collection of the
student and any costs associated with this.
Disciplinary measures apply to students on camps and excursions consistent with our school’s Student
Wellbeing and Engagement Policy, Student Code of Conduct and Bullying Prevention Policy.
Electronic Devices
Students will not be permitted to bring electronic devices to camps or excursions.
Food
Students are not permitted to bring their own supply of food items to camps and excursions unless the item
is medically indicated and discussed with the Organising Teacher, or included as an item on the clothing and
equipment list for that camp or excursion.
Accident and Ambulance Cover
Any costs associated with student injury rest with parents/carers unless the Department is liable in
negligence (liability is not automatic).
Unless otherwise indicated, Alfredton Primary School and the Department do not provide student accident
or ambulance cover. Parents/carers may wish to obtain student accident insurance cover and/or ambulance
cover, depending on their health insurance arrangements and any other personal considerations

COMMUNICATION
This policy will be communicated to our school community in the following way:
•
•
•
•
•
•

Included in staff induction processes and staff training
Available publicly on our school’s website
Included in the staff intranet on T-Drive in the’ Policies’ and ‘Camps and Excursions’ Folders
Discussed at staff briefings/meetings as required
Discussed at parent Camp and Excursion information nights/sessions
Hard copy available from school administration upon request

FURTHER INFORMATION AND RESOURCES
This policy should be read in conjunction with the following Department polices and guidelines:
•
•
•

Excursions
Camps, Sports and Excursions Fund
Parent Payments Policy

The following school policies are also relevant to this Camps and Excursions Policy:
• Statement of Values and School Philosophy
• Student Wellbeing and Engagement Policy
• Volunteer Policy
• Duty of Care Policy
• Inclusion and Diversity Policy

POLICY REVIEW AND APPROVAL
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ALFREDTON PRIMARY SCHOOL
YARD DUTY AND SUPERVISION POLICY
Help for non-English speakers
If you need help to understand the information in this policy please contact Alfredton
Primary School on 5334 1572.

PURPOSE
To ensure school staff understand their supervision and yard duty responsibilities.

SCOPE
This policy applies to all teaching and non-teaching staff at Alfredton Primary School, including education
support staff, casual relief teachers and visiting teachers.

POLICY
Appropriate supervision is an important strategy to monitor student behaviour and enables staff to identify
and respond to possible risks at school as they arise. It also plays a vital role in helping schools to discharge
their duty of care to students.
The Principal is responsible for ensuring that there is a well organised and responsive system of supervision
and yard duty in place during school hours, before and after school, and on school excursions and camps and
other school activities.
School staff are responsible for following reasonable and lawful instructions from the Principal, including
instructions to provide supervision to students at specific dates, times and places. Supervision should be
undertaken in a way that identifies and mitigates risks to child safety.

Before and after school
Alfredton Primary School’s grounds are supervised by school staff from 8:45 a.m until 3:45 pm. Outside of
these hours, school staff will not be available to supervise students.
Before and after school, school staff will supervise the Cuthberts Road entrance and the Alfredton Reserve
entrance.
If a student arrives at school before supervision commences at the beginning of the day, the netball court
gates are open at 8:30 to provide a safe and sheltered area. For children arriving before this time or later
than 3:45 the Principal or nominee staff member will, as soon as practicable, follow up with the parent/carer
to:
•
•

advise of the supervision arrangements before school
request that the parent/carer make alternate arrangements.

If a student is not collected before supervision finishes at the end of the day, the Principal or nominee staff
member will consider whether it is appropriate to:
•
•
•
•

attempt to contact the parents/carers
attempt to contact the emergency contacts
place the student in an out of school hours care program (if available and the parent consents)
contact Victoria Police and/or Child Protection to arrange for the supervision, care and protection of
the student.

Yard duty
All staff at Alfredton Primary School are expected to assist with yard duty supervision and will be included in
the weekly roster.
The Assistant Principal is responsible for preparing and communicating the yard duty roster on a regular
basis. At Alfredton Primary School, school staff will be designated a specific yard duty area to supervise.
Yard duty Areas
The designated yard duty areas for our school are:-

AREA 1

Years four, five, six.

AREA 2

NETBALL COURTS- 4.5.6.
TENNIS COURTS- F.1.2

AREA 3

PLAYGROUND:- Foundation, Year One.
GROUNDS:- Foundation, Years One, two, three.
BASKETBALL COURT:- ALL students.

COURTYARD:- All students F-6.
AREA 4

PLAYGROUND:- Years two and three.

PIRATE SHIP AREA:- all students
AREA 5

The OVAL Is for All Children to share.

Yard
duty

equipment
School staff must be provided with their own equipment and:
•
•
•
•

wear a provided safety/hi-vis vest whilst on yard duty. Safety/Hi-Vis Vests will be stored in their
classroom
carry the yard duty first aid bag at all times during supervision. The yard duty first aid bag will be
stored in their classroom
Be familiar with the yard duty information pack containing student health and safety information
stored in their classroom
All staff are recommended to carry their mobile phone.

Yard duty responsibilities
Staff who are rostered for yard duty must remain in the designated area until they are replaced by a relieving
staff member.
During yard duty, supervising school staff must:
•
•
•
•
•
•
•

methodically move around the designated area ensuring active supervision of all students Staff are
required to rove to ensure that all areas are within line of sight to at least one yard duty teacher at a
time.
where safe to do so, approach any unknown visitor who is observed on school grounds without a
clear legitimate purpose, and ensure they have a visitor pass/lanyard and have signed in (excluding
drop off and collection periods)
ensure students remain in their designated year level areas
be alert and vigilant
intervene immediately if potentially dangerous or inappropriate behaviour is observed in the yard
enforce behavioural standards and implement appropriate consequences for breaches of safety
rules, in accordance with any relevant disciplinary measures set out in the school’s Student Code of
Conduct.
ensure that students who require first aid assistance receive it as soon as practicable or send a
student with the coloured student card to the office.

•
•

log any incidents or near misses as appropriate on GradeXpert or Edu safe.
If being relieved of their yard duty shift by another staff member (for example, where the shift is
‘split’ into 2 consecutive time periods), the staff member must ensure that a brief, but adequate
verbal ‘handover’ is given to the relieving staff member in relation to any issues which may have
arisen during the first shift.

If the supervising staff member is unable to conduct yard duty at the designated time, they should contact
the Assistant Principal with as much notice as possible prior to the relevant yard duty shift to ensure that
alternative arrangements are made.
If the supervising staff member needs to leave yard duty during the allocated time, they should contact the
Assistant Principal but should not leave the designated area until the relieving staff member has arrived in
the designated area.
If the relieving staff member does not arrive for yard duty, the staff member currently on duty should send
a message to the office/call Assistant Principal, and not leave the designated area until a relieving staff
member has arrived.
Students will be encouraged to speak to the supervising yard duty staff member if they require assistance
during recess or lunchtime.

Classroom
The classroom teacher is responsible for the supervision of all students in their care during class.
If a teacher needs to leave the classroom unattended at any time during a lesson, they should first contact
the front office or school leadership for assistance. The teacher should then wait until a replacement staff
member has arrived at the classroom before leaving.

School activities, camps and excursions
The Principal and leadership team are responsible for ensuring that students are appropriately supervised
during all school activities, camps and excursions, including when external providers are engaged to conduct
part or all of the activity. Appropriate supervision will be planned for school activities, camps and excursions
on an individual basis, depending on the activities to be undertaken and the level of potential risk involved
(Risk assessments must be completed prior to the event) and will follow the supervision requirements in the
Department of Education and Training Excursions Policy.

Digital devices and virtual classroom
Alfredton Primary School follows the Department’s Cybersafety and Responsible Use of Technologies Policy
with respect to supervision of students using digital devices.

Alfredton Primary School will also ensure appropriate supervision of students participating in
remote and flexible learning environments while on school site. In these cases, students will be
supervised in the library/music room, hall or other classrooms.

Students requiring additional supervision support
Sometimes students will require additional supervision, such as students with disability or other additional
needs. In these cases, the Principal or delegate will ensure arrangements are made to roster additional staff
as required. This may include on yard duty, in the classroom or during school activities.

Supervision of student in emergency operating environments
In emergency circumstances our school will follow our Emergency Management Plan, including with respect
to supervision.

In the event of any mandatory period of remote or flexible learning our School will follow the operations
guidance issued by the Department.

COMMUNICATION
This policy will be communicated to our school community in the following ways:•
•
•
•
•
•

Included in staff induction processes
Discussed at staff briefings or meetings, as required
Included in our staff handbook
Included as a reference in our school newsletter each term
Included in our Flexischools application
Made available in hard copy from school administration upon request
Information for parents and students on supervision before and after school is available on our school
website and parent reminders are sent at the beginning of each term in our school newsletter.

FURTHER INFORMATION AND RESOURCES
•

the Department’s Policy and Advisory Library (PAL):
• Child Safe Standards
• Cybersafety and Responsible Use of Technologies
• Duty of Care
• Excursions
• Supervision of Students
• Visitors in Schools
• Work Experience
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This policy will also be updated if significant changes are made to school grounds that require a revision of
Alfredton Primary School’s yard duty and supervision arrangements.

