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Policy Development, Evaluation and Review Policy 
 

Purpose (why) 

Policy development, evaluation and review ensures our school has current and appropriate 

policies. 

The process of policy development and review occurs in a timely and efficient manner 

Guidelines 

The documentation reflecting school policies will be consistent in terms of written style, type of 

information supplied, support material and layout.  Policies are short statements that allow 

members of the school community to be informed about school issues.  These are used as 

guidelines for planning and implementation of our curriculum. It sets out procedures and processes 

for dealing with issues. 

 

Reviewing policy is an ongoing process. Current policies are revised and updated in conjunction 

with departmental requirements and school decisions and new policies are created as required. 

 

Policy evaluation is a process that establishes whether the purpose of a policy has been achieved.   

Policy support documents such as procedures, rules or guidelines are likely to be updated and 

modified much more frequently than policies are evaluated or reviewed. 

 

Procedures, guidelines and reference documentation form the collection of policy support material. 

Implementation (what and how) 
The general steps for policy development and review are:  

 

 the need for a new policy is identified 

 a consultation process is undertaken 

 ratification procedures are specified and the policy becomes operational 

 policies are reviewed as required 

 

Review Process 

Curriculum Coordinator in conjunction with Principal Team advises which policies are due for 

review or required by Departmental guidelines to be formulated or modified. 

Curriculum Coordinator distributes policy to staff for review, comment and feedback. 

Policy is then taken to the Education Committee of School Council. 

Education Committee discusses makes changes and suggestions. 

Policy goes to School Council for acceptance. If School Council rejects the changes the policy 

returns to the Education Committee for further discussion and change. 
 

 

Date Effective From:  February 2018 

Revision Due:              February 2021 

 



 

 

 

 

Anti-Bullying Policy 
 

 

Purpose (why) 
To ensure that Ballan Primary School is organised and administered in such a way that it 

provides the optimum support for the teaching - learning program. 

 

Guidelines 

To implement effectively policies as formulated by staff, School Council sub-committees and 

Parent Committee members and approved by School Council. 

To employ collaborative, participatory decision making procedures when appropriate to the 

situation. 

To ensure effective communication among staff, children, parent bodies, and the wider school 

community. 

To administer the school efficiently, using clear organisational procedures so that a 

stimulating learning environment and high staff morale can be maintained. 

 

Implementation (what and how) 

The Principal will assume overall responsibility for all areas of school administration. 

Roles & Responsibility Statements will be published and updated annually. 

School organisation will be based on a departmental model (see “School Organisation”) 

The Curriculum Co-ordinator, in conjunction with Team Leaders, will ensure school wide 

implementation and resourcing of programs in the Key Learning Areas. 

Adequate supplies of office requisites will be maintained. 

School administration will monitor the supply of services to the school. 

 

Support Documents 

 

Application (who) 

Staff 

Members of School Council 

 

 

 

 

Date Effective From:  March 2018 

Revision Due:              March 2021 

 

 

 

 

 

 



 

 

 

 

Assets Policy 
 

 

Purpose (why) 

To ensure the assets of the school are safely kept and are able to be used for their proper purpose. 

To maintain accountability for all assets. 

 

Guidelines: 

Access to assets is only permitted in compliance with school policy, and proper authorisation is 

obtained for their use. 

Student access to specific assets is under staff supervision. 

Accounting records of the school’s assets are compared with physical assets at regular intervals 

(once each term), to enable appropriate action to be taken in a timely manner in case of 

discrepancies.  A stocktake will be conducted annually. 

Implementation (what and how) 

Keys loaned to staff and others are recorded in a key register and monitored for both long and 

short term loan.  

Keys borrowed for short term use will be registered in the “Borrowing Book” located in the office. 

Assets taken off school premises by staff or others, will be entered in “Borrowing Book”. 

Staff will ensure that all attractive and accountable assets are securely housed (i.e. away from 

windows) and windows and doors are kept locked.  

Office to be informed immediately when assets are transferred within the school. 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 



 

 

 

Buildings and Grounds Policy 
 

Purpose (why) 
To provide and maintain the workplace of Ballan Primary School  in such a way that it is a safe environment for staff, students, 

parents and visitors to the school. 

Guidelines: 

School Council will appoint a Facilities Sub-committee comprising of: 

 a Principal Class representative 

 the staff selected O.H. S. representative 

 staff and parent representatives 

The Facilities committee will meet twice per term with a minimum of eight meetings during the year. 

The minutes of the meetings will form the basis of a report to School Council meetings. 

Buildings will be maintained in a good order according to the P.R.M.S. Schedule of works. 

Implementation (what and how) 
The Facilities Committee will carry out the following inspections at the start of each term: 

 external buildings  

 internal buildings 

 playground equipment   

 grounds 

 

All will be maintained in good order.  Workplace inspection checklists are to be used. Risks identified and minimised. 

The Facilities committee will oversee the letting of the following Annual Contracts, according to Department guidelines: 

 security lighting 

 emergency evacuation system 

 chemical and water based fire extinguishers 

 smoke detection system and fire doors 

 heating  and cooling systems 

 sanitary bins 

The Facilities Committee will oversee the following security routines: 

 external doors to be locked when rooms are 

unoccupied 

 external doors and windows to be locked at the end of 

day 

 cleaners to lock rooms that they are not working in 

 students who leave school before the end of a school 

day are to be signed out by parent or guardian 

 staff attending school outside of normal hours are to 

sign in the appropriate book 

 all visitors to the school must call at the office before 

visiting classrooms or the school grounds 

Other requirements pertaining to buildings and grounds: 

Storms - electrical / wind: 

Students / staff to remain in buildings to avoid lightning, 

injury caused by falling branches etc. 

Electrical Equipment: 

To be regularly checked. 

Power points not to be over-loaded. 

Power cords not to be left lying on floors. 

Faulty equipment to be reported immediately. 

Smoke Free Work Place: 

In accordance with Health Regulations, smoking in school 

buildings and grounds is prohibited. 

Vehicles in the School Grounds: 

Only permitted when clear of students or when grounds are 

supervised by staff. 

Access to Roofs: 

Only to personnel approved by Management. 

Prohibited when there is excessive wind or the roof is wet. 

Manual Handling of Goods Equipment: 

Training in correct manual handling procedures to be 

organised by Management. 

Movement of TV’s / computers by staff only. 

Working Environment: 

Buildings - Standards of cleanliness regarding tables, 

chairs, floors, windows, bins, toilets, sick bays and staff-

room to be regularly monitored by Management, in 

consultation with cleaning contractors. 

Adequate heating and lighting to be provided to all rooms. 

Each room to be equipped with a fan during hot weather. 

Floor coverings to be maintained in a safe condition. 

Exit signs to be erected at all exit points of buildings. 

 

 

Date Effective From:  February 2018 

Revision Due:              February 2021 

 

 

 



 

 

 

Canteen Policy 
 

Purpose (why) 
Ballan Primary School Canteen has been set up to provide a service to the school community, by 

offering students a nutritious range of food which is reasonably priced. 

 

Guidelines: 

The canteen will provide a wide variety of food with good nutritional balance. 

The canteen will offer a range of green and amber foods. 

The canteen will be aware of students with food allergies and other dietary requirements. 

The canteen will, where possible, supply and reinforce the classroom programs relating to food, 

nutrition and health. 

The canteen will endeavour to promote sound, long-term nutritional habits for all students. 

The canteen will encourage students to take responsibility for their own nutrition. 

The canteen will implement the hygiene guidelines as devised by the Canteen Committee and 

posed in the Canteen in accordance with current Government Health regulations. 

The canteen will give consideration to the use of environmentally sound food packaging. 

The canteen will operate financially to recover all expenses and make a small profit for the 

school. 

The Canteen Committee will make recommendations as to the allocation of profits within School 

Council guidelines. 

 

Implementation (what and how) 

The Canteen will be managed according to good management principles and operated by parent 

volunteers. 

The Canteen Committee / Manager and the Principal will meet regularly for decision making 

relating to routine management of the Canteen. 

The Canteen Sub-Committee will oversee operations and will organise meetings involving 

interested members of the school community when needed. 

The canteen will occasionally promote products / specials as ratified by the School Council. 

 

 

Date Effective From:  February 2018 

Revision Due:              February 2021 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Cash Handling Policy 
 

 

Purpose (why) 
The purpose of this policy is to ensure that cash is not kept at the school for unreasonable periods 

of time thus creating a security risk and, additionally, that the school is receiving a maximum 

return on funds through interest paid following deposit in the bank. 

  

Implementation (what and how) 

Our school encourages banking of cash in a timely fashion but at a minimum, weekly. 

 

No cash is to be kept in classrooms after 9.30am each day. 

 

No cash is to be kept in the till beyond the end of the day when all cash is transferred to either the 

safe/strong room or the bank. 

 

Staff with access to cash must hand over the cash should they be involved in an attempted robbery. 

 

Aspects of this policy will not be made public. 

 

 
 

 

Date Effective From:  February 2018 

Revision Due:              February 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Communication Policy 
 

 

Rationale: 

It is essential that staff members of the school communicate information in agreeance with 

established protocols so as to preserve the professionalism of the school, to protect the rights of 

individuals, to uphold our duty of care to students, and comply with departmental and legal 

requirements. 

 

Aims: 

To ensure that the communication of information is carried out correctly and in a manner that 

complies with school, departmental and legal requirements. 

 

Implementation: 

•Our school has a policy of open and cooperative communication.  The primary source of 

communicating with parents is through the fortnightly Newsletter.  This contains information 

concerning school events including assemblies. 

The school will also communicate with parents via FlexiBuzz and Seesaw as required.  

Information is also available on the school’s website.  

•This practice however recognises that staff members have legal, departmental, local, 

professional and social obligations with regards the communication of information. 

•Department of Education employees are free to make public comment on issues relating to 

education, but in doing so, must be wary not to make comments that can be construed as negative 

criticism of our school, School Council, our community, staff or community members. 

•As a matter of professional courtesy, and as a requirement of Section 3.6 of the Teaching 

Services (Conduct of Duties) Order 1998 staff will communicate with the principal before 

making public comment or formal statement on educational issues or that bears on the 

organisation or program of the school or place of work.  The principal and School Council 

president will ensure that each other are informed. 

•The Information Privacy Act and the Health Records Act require that schools protect the 

interests of individuals with regard to their personal information and respect the individual’s 

right to control how their personal information is used, and for what purpose. 

•The school will only collect consensual information that it requires about individuals, and will 

only communicate and disclose information for the purposes for which it was collected. 

•Any person seeking information from the school that falls outside the school’s previous 

practices must be directed to the principal who may require that a formal written Freedom of 

Information request be made.   

•All such Freedom of Information requests will be referred to the Department of Education’s 

Freedom of Information Unit. 

•Information sought by police, including interviews of students must be directed to the principal.   

•Requests form Department of Human Services child protection unit personnel regarding 

students or families will be complied with at all times. 



 

 

•The school will comply with court subpoenas to provide information at all times, but will not 

respond to requests from lawyers seeking information without Education Department approval. 

•Action may be taken by individuals, the department or organisations against staff members who 

choose to communicate information improperly. 

•We will provide a minimum of two written reports, two parent-teacher interviews for students, 

additional interviews upon agreement. 

 

 
 

Date effective from: June 2018  

Revision date:  June 2020 

 

Controversial Issues (PR and Media Management) 
Policy 

 

Purpose (why) 
The purpose of this policy is to ensure that controversial issues, that involve our school, are dealt 

with in a manner that does not cause an escalation of the controversy. 

  

 

Implementation (what and how) 
Our school will seek advice and support of media and public relations professionals (available 

through the DET) should a controversial issue, involving the school, arise.  The school will also 

follow the DET policies on media contact.  The principal or his/her delegate shall be the only 

school spokesperson.  The Principal will notify the regional office and other necessary personnel 

of the issue. 

 
 

 

 

Date Effective From:  February 2018 

Revision Due:              February 2022 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

Copyright Policy 
 

 

 

Purpose (why) 
The purpose of this policy is to ensure that those who create original work are legally compensated 

for the use of their work in our school. 

 

 

Implementation (what and how) 
Our school will not reproduce others’ work outside the license agreements purchased by DET.  We 

will make available summaries of these license agreements to staff and students, through display 

near photocopiers, scanners, CD burners and in other relevant locations. 

 

 

 

 
 

 

Date Effective From:  June 2017 

Revision Due:              June 2020 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

EFTPOS Payments Policy 
 

PURPOSE 

To provide an alternative payment option for parents at Ballan Primary school. 

 

GUIDELINES 

 The terminal will be connected via a phone line not the internet. 

 The terminal will be located in a secure position in the General Office. 

 The school will have only one terminal. 

 No phone or email EFTPOS transactions will be used at Ballan Primary School. 

 The school will only process transactions to accept school invoice payments (family 

charges, trading operations etc.). 

 No “cash out” facility will be available. 

 Ballan Primary School will use a separate receipt batch for EFTPOS which will be updated 

at the end of each day.  The settlement on the terminal is done at the same time and the 

daily total will be reconciled. 

 

IMPLEMENTATION 

 The minimum EFTPOS transaction will be set at $10.00. 

 The school will hold an EFTPOS user register indicating the name of each approved user 

and the EFTPOS functions they can perform. 

 Ballan Primary School will keep a register of all void and refunded transactions. 

 The monthly EFTPOS statement received from the bank will be reconciled with CASES21 

transaction records. 

 The daily EFTPOS settlement statements will be reconciled with transactions entered into 

CASES21. 

 Documentation confirming all transactions, such as merchant copies of EFTPOS receipts, 

voided receipts, refunds, daily EFTPOS reconciliation reports, authorisation details and 

relevant CASES21 reports will be kept at the school for seven years. 

 When a signature is required on the merchant copy, it should match the signature on the 

payer’s card used for the transaction. 

 The card number that is embossed on the card should be free from alteration. 

 Receipts will be entered onto CASES21 at the time the EFTPOS transaction is processed 

and both the original receipts (EFTPOS and CASES21) issued. 

 The merchant and customer copies of the receipt for both debit and credit card transactions 

need to be printed and the merchant copy retained for audit purposes. 

 The school will retain the following information: 

o Minutes of School Council approving the use of EFTPOS. 

o EFTPOS Policy approved by School council. 

o Register of approved school users. 

o Register of voided/refunded transactions. 

o Proforma/documents containing transaction details. 



 

 

o Merchant copies of EFTPOS terminal receipts, voided/cancelled receipts and 

settlement documents. 

o Applicable CASES21 reports. 

o Daily EFTPOS reconciliation reports and documentation in support of refunds 

and/or adjustments. 

Refunds 

 The original receipt is to be produced or the receipt number identified and approved by an 

authorised officer. 

 A proforma will be used each time an EFTPOS refund is requested that includes – name 

of cardholder, card number, transaction details, date, name of staff member processing the 

transaction and the signatures of the card holder and Principal.  This will be filed in the 

school safe with limited access. 

 If the refund is not performed on the same day as the receipt, the school will not process 

the refund until it is confirmed the funds have been credited to the school’s Official 

Account by the settling bank. 

 Refunds can only be made to the account of the card holder that made the original payment.  

EFTPOS refunds will not be made by cash, but can be made by cheque. 

 Cardholders will be notified that it could be 2-3 business days before the refund may reach 

their account. 

 The EFTPOS refund will be processed on the terminal and CASES21 on the same day. 

 The refund will be recorded in the EFTPOS register. 
 

 

Date Effective From:  October 2017 

Revision Due:              October 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Finance Policy 
Purpose (why) 

To maintain the financial security of the school by ensuring the safe collection and banking of 

money, and ensuring that effective controls are in place. 

 

Guidelines: 

School Council will appoint a Finance Committee who will oversee the management of money in 

the school. 

 

Implementation (what and how) 

Investments:  Investments will be made in accordance with the school investment policy. 

Accounts Receivable:  The following procedures are to be followed: 

 student monies will be placed in named 

envelopes and sent to office in grade box, 

with receipts returned the same way; 

 uncrossed cheques to be crossed “not 

negotiable” immediately;   

 duplicate receipt dockets, including 

cancelled receipts, to be filed in 

numerical order;  

 wherever practical, a clerical officer, 

other than the Office Manager, is to total 

the accounts receivable each day, and 

compare the total collections recorded 

with the cash on hand; 

 any keys which enable the accounts 

receivable memory to be changed are to 

be kept secure and under the 

responsibility of the school Principal, or a 

person delegated by the Principal who is 

not involved in operating the accounts 

receivable. 

 Individual receipts issued to students for 

all amounts exceeding $5.00. 

Cancelled Receipts:  Any receipts which are spoilt or cancelled will be endorsed “cancelled”, 

together with a brief reason for the cancellation.  The cancelled originals will then be attached to 

the duplicates. 

Alterations will not be made on duplicate copies.  Documents will then be filed. 

Duplicate Receipts:  Duplicate receipts will not be issued.  If a receipt is lost and a request is 

made for a duplicate, the payer can be provided with a letter giving details of the original receipt, 

including the receipt number.  This will enable it to be traced to the original receipt of the cash. 

Personal Cheques:  Personal cheques are not to be cashed for any member of staff or parents.  

Consequently, the cheques and cash banked will always agree with the breakdown on the duplicate 

receipts.  No change to be given on cheques. 

Cash Payments - Approved: As per page 4 of guidelines. 

Purchase Order Forms:  All purchases will be made using a purchase order form.  Authority to 

sign purchase orders is confined to the Principal or, in his / her absence, the Assistant Principal or 

delegate. 

Order forms should incorporate the school’s name, address and telephone number, and any other 

desired information.  As purchase order forms are accountable documents, they should be recorded 

in an Accountable Documents Register. 



 

 

Purchase order forms will be prepared in triplicate, so that:-   the original can be sent to the supplier; 

a copy can be kept in the order book;  and one copy can be attached to the payment voucher when 

the account is passed for payment. Copies of the order forms are cancelled when payment is made 

so that the order cannot be re-submitted and an account paid twice.  (Orders to be stamped paid.) 

All cheques are to be made out to the payee, never to cash (except for petty cash) and at no time 

should a blank cheque be signed. 

Petty Cash: Maximum amount for petty cash is $20.00. 

Petty cash items should match a numbered petty cash docket, completed and signed by the 

Principal or delegate and entered into a Petty Cash book. Programs affected by petty cash 

expenditure need to be updated to reflect this. 

Bank Reconciliation Statement: The cash balance for all School Council operated bank accounts 

will be reconciled with the bank statement/s each month, and verified by an independent person 

(usually the Principal). 

Some cash receipts, such as interest from the bank, may have been credited directly to the school’s 

bank account and recorded as miscellaneous credits.  These will have to be entered into the cash 

book before the cash receipts for the month are totalled.  The same will apply to direct debits on 

the bank statements, known as miscellaneous debits, in respect of totalling the cash payments. 

To perform a bank reconciliation, the total cash receipts and total cash payments recorded as 

banked, must be compared with the amounts displayed on the bank statement.  Any discrepancies 

between the two records will be either deposits by the school not credited at the bank (often the 

case on the last day of each month’s banking) and unpresented cheques (cheques paid out by the 

school but not yet presented for payment by the receiver of the cheque). Once these identified 

deposits not credited and unpresented cheques are added / subtracted to the bank statement balance, 

the result should equal the school bank balance record/s. 

Cash Control: 

Banking: All money collected is to be counted before being banked, and the total must agree with 

the total of receipts issued.  All money is to be banked in the form collected, i.e. cash, cheques, 

bankcard vouchers, etc.  It is not acceptable to substitute cheques for cash.  If cash is required by 

the school, for example for petty cash, then a separate cheque is to be cashed at the bank, after all 

cash collections have been banked intact.  Money should be banked as soon as possible.  No money 

to be left over holidays.  Vary time of day banking is done. 

Commitment Control: Commitment details, from purchase orders and outstanding invoices will 

be presented at monthly School Council Meetings. 
 

 

Date Effective From:  June 2016 

Revision Due:              June 2020 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Food Handling Policy 
 

 

 

Purpose (why) 
The purpose of this policy is to ensure that people consuming food prepared (for sale) in the school 

do not eat contaminated food. 

  

 

Implementation (what and how) 
Our school will also ensure that our food premises maintain appropriate local government 

registration and are maintained at appropriate standards.  Volunteer managers of the Canteen will 

be required to attend a Food Handlers Safety Supervisor’s Course and complete a Food Handling 

program. 

 

 
 

 

Date Effective From:  March 2017 

Revision Due:              March 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Furniture Policy 
 

Purpose (why) 
To provide sufficient furniture to cater for student and staff needs. 

To maintain and repair furniture as required. 

To upgrade old furniture as required. 

To provide additional furniture to upgrade existing resources. 

To provide outdoor furniture in keeping with the school’s pleasant, functional environment. 

 

Guidelines: 

All furniture should be of a suitable size for the children using it. 

Furniture purchased should conform to relevant design standards. 

Furniture should be inspected regularly to ensure that it is in a safe condition. 

 

Implementation (what and how) 

Furniture will be purchased to meet school’s needs. 

 

 

 

Application (who) 

Staff 

Members of School Council 

Students 
 

 

Date Effective From:  May 2016 

Revision Due:              May 2020 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Gifts, Benefits and Hospitality Policy 
 

 

Rational:  

The community expects high standards of integrity and impartiality from Victorian public sector 

employees and school councillors.  These individuals must not accept or make offers of gifts, 

benefits or hospitality that influence, or give the impression to influence, any decision unfairly.  

Whenever Department employees, school council employees or school councillors accept or offer 

gifts and hospitality they must always act fairly and objectively and maintain public trust by being 

honest, open and transparent.  

 

Receiving gifts: 

Gifts of any value must never be accepted if: 

 the donor or reasonable observer would perceive that acceptance would create an 

obligation to the donor, particularly if the value of the gift is disproportionate to the 

circumstances in which it is offered. 

 the gift is likely to influence an employee or school councillor in the course of their 

duties or where acceptance could cause a conflict of interest. 

 the gift is an offer of money or anything readily convertible into money (e.g. shares), or 

 the organisation or individual has a connection with a tender process or a decision over 

which the Department or the school could be perceived to have influence. 

 Gifts received will be entered into the Gift Benefits & Hospitality book kept in the office. 

 Employees and school councillors may keep token gifts (under $100) such as a box of 

chocolates, for the work they have done. 

 In limited circumstances, employees and school councillors may be able to keep a gift 

worth $100 or more, but less than $500, subject to the documented approval of their 

Deputy Secretary or school council.  The Secretary, Deputy Secretary or school principal 

may also consider offering the employee or school councillor the option of purchasing 

the gift at market value. 

 Gifts worth $500 or more must be surrendered to the State or school under all 

circumstances.  Employees and school councillors may purchase a gift worth more than 

$500 from the State or school, with the Secretary’s or school council’s written approval, 

provided that no other public entity (e.g. Museums Victoria) has expressed interest in 

retaining the gift 

 Official gifts, namely gifts intended for the Department, school or the Victorian 

Government rather than the individual recipient(s), remain the property of the 

Department, school or State. 

 

Providing gifts to staff or volunteers 

On occasions, the Department or school may wish to recognise significant staff achievements and 

provide token gifts as part of: 

 

 a reward and recognition event; and 



 

 

 celebrating length of service milestones and/or retirements. 

 

A token, such as a card and/or flowers, may also be sent to family members to acknowledge an 

employees’ contribution to the workplace in the event of their death. Doing so can also assist their 

colleagues with their bereavement. 

 

To uphold the principles of accountability and transparency, all schools are required to seek 

approval from the school council when issuing gifts to staff (regardless of value) which is funded 

by public monies. 

 

Gifts given in celebrations of events such as birthdays, marriages or the birth of children should 

not be funded using public monies. 

 

All purchases need to be made in accordance with the Department's Purchasing Card Policy and 

Guidelines (corporate).  
 

 

 

Date Effective From:  June 2018 

Revision Due:             June 2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://edugate.eduweb.vic.gov.au/Services/Finance/Documents/Purchasing%20Card%20Policy%20and%20Guidelines.docx
https://edugate.eduweb.vic.gov.au/Services/Finance/Documents/Purchasing%20Card%20Policy%20and%20Guidelines.docx


 

 

 

Insurance Policy 
 

 

Purpose (why) 
The purpose of this policy is to ensure that our school is adequately insured against losses. 

  

 

Implementation (what and how) 
Our school acknowledges the insurance arrangements put in place by the Department.   

 

We seek evidence of adequate public liability insurance from all venues that we attend for 

excursions or camps. 

 

We advise those hiring our facilities that they need their own public liability insurance. 

 

Policy Outputs/Support Documents 
 

Application (who) 

Staff 

 

Date Effective From:  February 2017 

Revision Due:             February 2020 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Investment Policy 
 

 

Purpose (why) 
The purpose of this investment policy is to monitor school funds and to invest funds according to 

DEECD guidelines to generate interest revenue for the school.  

 

Implementation (what and how) 

All grants from DEECD are paid into the school’s “at call” High Yield Investment Account. 

School Council can leave monies in the High Yield account or invest in banks, building societies 

or credit unions. It can invest in bank accepted or endorsed bills of exchange or in negotiable, 

convertible or transferable certificate of deposit issued by the bank. 

Funds that are surplus to the school’s operational requirements will be invested to generate the 

best possible interest revenue. There must be sufficient flexibility in the investment chosen to 

ensure the ongoing, efficient operation of the school. School Council will monitor investments for 

compliance with this policy and DEECD guidelines. 

All investment or changes to investments will be approved by School Council and authorized by 

the Principal and a School Council delegate. 

 

Advice will be sought as to how surplus funds should be invested and, in general, more than one 

opinion will be sought.  Generally, this advice will form the basis of a short and long term 

investment strategy. 

School Council will be responsible for endorsing investment decisions and strategies. School 

Council will formally minute and review an investment policy which details the: 

 Level of funds to be invested 

 Term of the investments 

 Types of investments with reference to the school’s required cash flow throughout the year 

 

Treatment of Investments 

All investment accounts will be included on CASES21 Finance and except for the High Yield 

Investment Account will be in the name of the School Council. 

The school will not deposit money directly to or make payments directly from an investment 

account. All receipts and payments will go through the official account 

Exception to these procedures are: 

 Interest earned and paid directly into an investment account 

 Funds deposited by the Department directly to the High Yield Investment Account 

 The School Library Fund as endorsed by the Australian Taxation Office to operate as a gift 

deductible fund 

 

Investment Register 

Where the school chooses not to use the High Yield Investment Account as the sole investment 

instrument, details of all other investments will be recorded in a manual investment register using 

headings such as: 



 

 

Bank Account and Bank Title 

Account balance and Account Type 

Interest Rate, Investment Date, Maturity Date, Interest Earned 

Deposits and Withdrawals 

 

Support Documents 

CASES21 Finance Module 

Schools Investment Policy and Guidelines - DET 

Application (who) 

Staff 

Members of School Council 

Finance Sub-Committee 

References 

Schools Investment Policy and Guidelines – DET 
 

 

Date Effective From:  February 2019 

Revision Due:              February 2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Outside School Hours Care Policy 
 

 

 

Rationale: 

Ballan Primary School Council has a responsibility to manage the Out of Hours School 

Care (OHSC) Program situated on the school site for students attending our school. 

 

Purpose: 

The aim of the School Council is to provide safe, professional and responsible care to all 

students attending the program, both before school and after school. 

 

Implementation: 

The responsible management of the OHSC Program will be achieved through the 

implementation of the following strategies: 
 

 All funds received and paid will be processed through the school’s CASES program. 

 A Profit & Loss report will be issued annually at the end of each school year. 

 Profit from the program will be used to provide additional equipment for the program and 

school facilities and equipment used by the OHSC program.. 

 Appropriately qualified staff will be employed on local payroll and paid fortnightly. 

 Staff will be paid at the current ES 1-1 casual rate except for the co-ordinator who will be 

paid at a 52/52 ES 1-2 rate. 

 When the co-ordinator is on leave for 5 or more consecutive days, higher duties will be 

paid to the replacement at the co-ordinator’s current rate. 

 All staff will qualify for pro-rata long service leave after 7 years of service. 

 Staff will be provided with professional development opportunities where possible. 

 The co-ordinator will be responsible for the management of the program and the 

engagement of staff. 

 Staff who allow their own children to attend the program will be required to pay 50% of 

the scheduled fee. 

 The Principal will meet with the co-ordinator at least twice a term to determine needs and 

other issues that may arise. 
 

 

 

 

Date Effective From:  August 2019 
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Parent Complaints Policy 
Purpose 
The purpose of this policy is to: 

 provide an outline of the complaints process at Ballan Primary School so that 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 regarding Ballan Primary School are managed in a timely, effective, fair and 

respectful manner.  

Scope 
This policy relates to complaints brought by parents, carers, students or members of our school community and 

applies to all matters relating to our school. In some limited instances, we may need to refer the complainant to 

another Department of Education and Training process where there are different mechanisms in place to review 

certain decisions, for example, expulsion appeals.  

Policy 
Ballan 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 complaints 

and addressing them appropriately. We recognise that the 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 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 

 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.  

 

Preparation for raising a concern or complaint 
Ballan Primary School encourages parents, carers or members of the community who may wish to 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 Ballan Primary School. 

Complaints process 



 

 

Ballan 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 the classroom teacher for classroom related 

matters and to the Principal for matters concerning the wider school. Where possible, school staff will work with 

you to ensure that your concerns are appropriately addressed.  

Where concerns cannot be resolved in this way, parents or community members may wish to make a formal 

complaint to the Principal. 

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 

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 the Assistant Principal and/or the 

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: Ballan Primary School will acknowledge receipt of your complaint as soon as possible (usually 

within two school days) and will seek to resolve complaints in a timely manner. Depending on the 

complexity of the complaint, Ballan 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, Ballan Primary School will consult 

with you and discuss any interim solutions to the dispute that can be put in place.  

 

A written record of serious, substantial or unusual complaints will be kept that require resolution actions 

and document all steps taken to achieve agreement.  

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

 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, Ballan 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 

Region by contacting 1300333232 or by email swvr@edumail.vic.gov.au. 

mailto:swvr@edumail.vic.gov.au


 

 

Ballan Primary School may also refer a complaint to South West Region if we believe that we have done all we 

can to address the complaint.  

For more information about the Department’s Parent Complaints policy, including the role of the Regional Office, 

please see:  Parent complaints policy.  

FURTHER INFORMATION AND RESOURCES  
For further information refer to the school’s website. 

 

 

Date Effective From:  June 2019 
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http://www.education.vic.gov.au/Documents/school/principals/spag/community/policyparentsconcerns.pdf


 

 

Parent Code of Conduct Policy 
 

Rationale:  
A Parent Code of Conduct helps to maintain an environment of respect throughout the school.  

All members of the school community have a right to an environment free from harassment and 

to converse comfortably in a positive and co-operative manner.  

 

Implementation  

As a Parent and Guardian we ask that you:  

 Support your child/ren in all educational endeavours by giving praise and showing 

interest in school activities.  

 Help your child/ren to understand that giving your best effort is important  

 Demonstrate that both parents and teachers work together for the benefit of the child/ren.  

 Listen to your child/ren, but remember that a different ‘reality’ may possibly exist 

elsewhere.  

 Understand the importance of a healthy parent/teacher/child triangle and communicate 

any concerns to your child’s teacher in a constructive manner.  

 Adhere to the school’s policies, as outlined on the school website.  

 Work in co-operation with the school to address any unacceptable behaviour shown by 

your child/ren.  

 Support the school in its efforts to maintain a positive teaching and learning environment.  

 Maintain a positive and co-operative attitude.  

 Inform the school of any issues that impact on your child’s wellbeing.  

 

Parent/Guardian Rights  

 To be treated with respect and courtesy by other parents  

 To be treated in a polite manner  

 To be respected by staff and students  

 To have a timely response to concerns raised  

 To be treated with professionalism from all staff members  

 To be listened to and clearly communicated with, in regard to their child’s education.  

 

Parent/Guardian Responsibilities  

 Use respectful language towards all staff and other members of the school community  

 Remain calm and polite when communicating with staff and other members of the school 

community  

 Under no circumstances approach another child whilst in the care of the school to discuss 

or chastise them because of actions towards their own child/ren  

 Be aware that events have many sides, be prepared to listen to them and seek to verify 

facts before stating a concern  

 Be mindful of what you say in order to respect the reputation of teachers  

 Respect teachers’ preparation time before or after school to make an appointment at a 

mutually convenient time if you wish to speak to a teacher  

 Do not discuss any grievances in front of your child/ren regarding the school  

 On excursions, helping in class or on camps, parents must follow the instructions and 

wishes of the teacher  

 



 

 

Concerns  
If a parent/guardian has a complaint, criticism or concern, it is expected the following steps be 

followed in the first instance:  

1. Speak to the person involved first and try to resolve the concern with mutual respect and clear 

communication  

2. If for some reason this is not possible, then make an appointment to see the Principal/Leading 

Teacher  

3. The Principal/Leading Teacher will arrange a meeting between the two parties involved in an 

attempt to mediate and find resolution.  

 

It is important to note that criticism regarding a staff member will only be heard if it is related to 

their professional conduct.  

 

Family Name …………………………… 

Signed …………………………………..  

Date…………………………… 

 

 

Date Effective From:  October 2017 

Revision Due:              October 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Parent Payment Policy 
GUIDELINES 

To ensure appropriate requests to parents are made for payment of each child’s education in 

accordance with Government Policy.  There are three types of parent payments: 

1. Essential Student Learning items. 

2. Optional materials and services. 

3. Voluntary financial contributions – Library Trust Fund (Tax Deductible)  

 

PARENT PAYMENT CHARGES 

 The essential student learning items include activities or services that are deemed essential 

to student learning of the standard curriculum. These items are accurately costed and are 

outlined in the book lists. The school purchases in bulk so that costs are kept to a minimum.  

 The optional materials and services include fees for extracurricular programs or activities 

such as camps, excursions, graduation, instrumental music tuition, sports etc. 

 

PAYMENT ARRANGEMENTS AND METHODS 

 In full  

 Payments can be made in instalments during the school year.   

 Centre Pay payments - these funds will be held in credit in the family account.  

 Eftpos facilities available  

 

FAMILY SUPPORT OPTIONS 

 Camps, Sports and Excursions Fund (CSEF) for Health Care and Pension card holders. 

 States Schools Relief 

 Local Community Groups (Lionesses) 

 

CONSIDERATION OF HARDSHIP 

 Families are urged to contact the School Principal, Julie Ferguson or the Business Manager, 

Maxine Hutchings on 53681072 if they are experiencing financial difficulty in making 

payments or if they wish to raise any issues or have general inquiries. 

 For families experiencing hardship a discrete communication will involve information 

sharing on how to make payments through Centre Pay or pay by instalments.  Uniform 

support will be sought through State Schools Relief. Account updates available on parent 

request. 

 

IMPLEMENTATION 

 In regards to essential items parents and guardians will be provided with a minimum of six 

weeks’ notice prior to the end of the previous school year to allow families sufficient 

planning time for booklist (stationery) items. 

 Parent Payment Policy is communicated in the Parent Information Book in enrolment 

packs and published on the schools website in the Policy manual www.ballanps.vic.edu.au 

 All parent payments received by the school will be processed in accordance with 

Departmental requirements. 

 The school will not make parent payments a condition of enrolment or advancement to the 

next year level. 

 The school will retain the status and details of any payments or non-payments as 

confidential.  

 If parents choose not to purchase stationery through the school processes it is essential that 

parents provide their child with equivalent materials. Lists will be available from the 

Administration office. 

 The School Council will be responsible for monitoring the implementation of this policy. 

http://www.ballanps.vic.edu.au/


 

 

 

 

Date Effective From:  August 2016 
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Privacy and Confidentiality Policy 
 

Scope 

This policy applies to members of school staff and the School Council at Ballan Primary School.  

This policy will be made available on request. 

 

Background 

All staff of Ballan Primary School are required by law to protect the personal and health 

information the school collects and holds. 

 

The Victorian privacy laws, the Information Privacy Act 2000 and the Health Records Act 2001, 

provide for the protection of personal and health information. 

 

The privacy laws do not replace any existing obligations Ballan Primary School has under other 

laws. Essentially this policy will apply when other laws do not regulate the use of personal 

information. 

 

Definitions 

Personal information means information or opinion that is recorded in any form and whether 

true or not, about an individual whose identity is apparent, or can be reasonably determined from 

the information or opinion. For example, this includes all paper and electronic records, 

photographs and video recordings. 

 

Health information is defined as including information or opinion about a person’s physical, 

mental or psychological health, or disability, which is also classified as personal information. 

This includes information or opinion about a person’s health status and medical history, whether 

recorded or not.  

 

Sensitive information is defined as information relating to a person’s racial or ethnic origin, 

political opinions, religion, trade union, or other professional, or trade association membership, 

sexual preferences, or criminal record that is also classified as personal information about an 

individual.  

 

In this policy personal information refers to personal information, health information and 

sensitive information unless otherwise specified. 

 

Parent in this policy in relation to a child, includes step parent, an adoptive parent, a foster 

parent, guardian, or a person who has custody or daily care and control of the child. 

 

Staff in this policy is defined as someone who carries out a duty on behalf of the school, paid or 

unpaid, or who is contracted to, or directly employed by the school or the Department of 

Education and Training (DE&T). Information provided to a school through job applications is 

also considered staff information. 

 

Policy context 

Personal information is collected and used by (insert name of school) to: 

 provide services or to carry out the school’s statutory functions 

 assist the school services and its staff to fulfil its duty of care to students 

 plan, resource, monitor and evaluate school services and functions 

 comply with Department of Education and Training reporting requirements 

 comply with statutory and or other legal obligations in respect of staff 



 

 

 investigate incidents or defend any legal claims against the school, its services, or its staff, 

and 

 comply with laws that impose specific obligations regarding the handling of personal 

information.  

 

Collection of personal information 

The school collects and holds personal information about students, parents and staff. 

 

Use and disclosure of the personal information provided: 
Students and parents 

The purposes for which the school uses personal information of students and parents include: 

 keeping parents informed about matters related to their child’s schooling 

 looking after students’ educational, social and health needs 

 celebrating the efforts and achievements of students 

 day-to-day administration 

 satisfying the school’s legal obligations, and  

 allowing the school to discharge its duty of care. 

 

Staff 

The purposes for which the school uses personal information of job applicants, staff members 

and contractors include: 

 assessing suitability for employment 

 administering the individual’s employment or contract 

 for insurance purposes, such as public liability or WorkCover 

 satisfying the school’s legal requirements, and 

 investigating incidents or defending legal claims about the school, its services, or 

staff. 

 

The school will use and disclose personal information about a student, parent and staff when: 

 it is required for general administration duties and statutory functions 

 it relates to the purposes for which it was collected, and 

 for a purpose that is directly related to the reason the information was collected and 

the use would be reasonably expected by the individual and there is no reason to 

believe they would object to the disclosure. 

 

The school can disclose personal information for another purpose when: 

 the person consents, or 

 it is necessary to lessen or prevent a serious or imminent threat to life, health or 

safety, or 

 is required by law or for law enforcement purposes. 

 

Where consent for the use and disclosure of personal information is required, the school will 

seek consent from the appropriate person. In the case of a student’s personal information, the 

school will seek the consent from the student and/or parent depending on the circumstances and 

the student’s mental ability and maturity to understand the consequences of the proposed use 

and disclosure. 

 

Ballan Primary School will generally seek the consent of the student’s parents and will treat 

consent given by the parent as consent given on behalf of the student. 

 



 

 

 

Accessing personal information 

A parent, student or staff member may seek access to their personal information, provided by 

them, that is held by the school.  

 

Access to other information maybe restricted according to the requirements of laws that cover 

the management of school records. These include the Public Records Act and the Freedom of 

Information Act.  

 

Updating personal information 

The school aims to keep personal information it holds accurate, complete and up-to-date. A 

person may update their personal information by contacting the Principal or delegate. 

 

Security 

School staff and students have use of information and communications technologies (ICT) 

provided by the school. This use is directed by: 

 Department of Education and Training’s acceptable use policy for Internet, email 

and other electronic communications 

 Department of Education and Training IT security policy. 

 

Web sites 

Information collected 

Ballan Primary School web and web server makes a record of: (insert information that website 

makes a record of). This will be different for every school. Examples include a visit and the 

following information logged for statistical purposes: 

 the Internet protocol (IP) address of the machine from connecting to the website 

 the top level domain name (for example .com, .gov, .au, .uk etc). 

 

Complaints under privacy 

Should the school receive a complaint about personal information privacy this will be 

investigated in accordance with the Department of Education and Training’s privacy complaints 

handling policy. 
 

 

 

Date Effective From:  March 2017 

Revision Due:              March 2021 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Professional Development Policy 
 

Purpose (why) 
To improve the understandings, skills and performance of all sections of the school community 

for the enhancement of student learning outcomes. 

 

Guidelines: 

Professional Development will be related to Strategic Plan priorities and the Annual 

Implementation Plan (AIP). 

 

Professional Development will also provide opportunity for staff to develop their particular skills 

and interests. 

 

Staff will be allocated equal time, as far as possible, to access Professional Development. 

 

Implementation (what and how) 

Professional Development will include: 

 Use of curriculum days. 

 Planned, regular after school Professional Development sessions. 

 Involvement of parents, School Council where appropriate. 

 Use of internal and external expertise. 

 Peer observations 

 Feedback 

 Professional Practice Days 

The Professional Development Co-ordinator will: 

 Disseminate information to all staff regarding all in-service activities. 

 Keep a record of all staff / parent participation in Professional Development activities. 

 Prepare a Professional Development report for the School Council Annual Report. 

 

A report on Professional Development activities may be given a staff meeting. 

 

All staff will participate in Performance Review Program annually. 

 
 

 

Date Effective From:  July 2019 
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Purchasing Policy 
 

 

Purpose (why) 
The purpose of this policy is to ensure that school risk is not added to by purchasing inappropriate 

equipment, materials or substances and to ensure the timely and appropriate expenditure of annual 

budgets. 

 

 

Implementation (what and how) 
Our school expects that those purchasing equipment, materials or substances for the school will 

consider risks arising from financial losses, legal sanctions, injuries, organisational embarrassment 

or disruptions to students’ educations that may arise as a consequence of the purchase.  If in doubt, 

the person undertaking the purchase should discuss their concerns with the person responsible for 

this policy. 

 

If a material or substance has a Material Safety Data Sheet associated with it, this should be 

obtained and considered prior to purchase. 

 

For equipment generating noise, the noise level should be below the statutory minimum (see Noise 

Regulations). 

 

For equipment considered to be ‘plant’ (see Plant Regulations), it should have appropriate guards. 

 

Software and class material should be considered in light of the controversial materials policy. 

 

All purchase orders will be signed by the appropriate person. 

 

Expenditure will be monitored against budget by the Finance Committee. 

 

 

 

Date Effective From:  August 2018 
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Respect for School Staff Policy 
 

Purpose 

To ensure that members of our community understand Ballan Primary School’s expectations for 

appropriate interactions with school staff.  

Policy 

Staff at Ballan Primary, including teachers, education support staff, office staff and school leaders 

are committed to providing a supportive learning environment for all our students. Our staff take 

their work very seriously and feel privileged to be able to play an important role in each child’s 

education.  

All staff at Ballan Primary have a right to a safe and supportive work environment.  

Ballan Primary expects that all parents/carers and visitors to our school behave in an appropriate 

and respectful manner to school staff at all times.  

There will be a zero tolerance approach to any aggression, intimidation, threats or harassment of 

school staff, by any means (e.g. in person, by phone, by email, on social media etc). These 

behaviours may lead to exclusion from school grounds and school activities. 

The Principal may report aggressive, intimidating, threatening or otherwise inappropriate conduct 

to Victoria Police. The Department of Education and Training may also take legal or other 

appropriate action against community members or parents/carers who pose a threat to the safety 

and wellbeing of school staff.  

Ballan Primary expects all members of our community to act consistently with our Statement of 

Values. We are committed to ensuring that staff, parents/carers and students are able to work 

together in an appropriate and respectful way.  

 

 

Date Effective From:  March 2018 

Revision Due:              March 2020 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Risk Management Policy 
 

Purpose (why) 
The purpose of this risk management policy is to ensure that, as far as practicable, financial losses, 

legal sanctions, injuries, organisational embarrassment or disruptions to students’ educations, is 

avoided or minimized. 

 

Implementation (what and how) 
Risk is managed by a three-step process. 

 

First, risks are identified in terms of: 

 what could happen; and 

 what might be the consequence/s. 

 

Second, the identified risks are ranked according to their seriousness and then dealt with in priority 

order. 

 

Third, risks control strategies should implement best practices ie the higher the risk the most 

reliable form of control. 

  

 

In relation to some specific risks, there are separate policies outlined in the Ballan Policy Manual. 

Each specific risk management policy should, however, be considered in the context of the overall 

approach to risk management described in this policy. 
 

 

Date Effective From:  November 2017 

Revision Due:              November 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

School Uniform Policy 
 

Purpose (why) 

To ensure children wear the school uniform in order to create a sense of belonging, unity and 

identity and to add to the tone of the school. 

 

General Aims 

To develop in the children a sense of pride in their school. 

To remove competition between children in regard to fashion. 

To encourage uniformity, pride and identification of our children by the use of attractive and 

functional clothing, especially when on excursion away from school. 

To develop a school uniform that is affordable to all parents/guardians. 

 

Implementation (what and how) 

The wearing of school uniform is compulsory.  Parents / Guardians are expected to supply a 

written explanation on days when their children are not wearing school uniform.  The exception 

to this is those days which are designated and approved ‘uniform free days’.  On such days, 

students are expected to wear clothing that is non-offensive. 

A broad brimmed or legionnaires hat must be worn outdoors in Term 1 and from 1st September 

to the end of Term 4. 

Girls:     (Uniform options to include a choice of) 

Plain royal blue or navy skirt or shorts 

Blue and white check school dress 

Royal blue polo shirt  

Plain royal blue or navy pants. 

Royal blue school windcheater or bomber 

jacket 

White or navy socks or tights. 

Sport shoes, pull-on boots, black shoes or 

covered toe sandals 

Boys:     (Uniform options to include a choice of) 

Plain royal blue or navy shorts or pants. 

Royal blue polo shirt  

Royal blue or navy windcheater. 

 

Navy woollen jumper. 

White or navy socks. 

Sport shoes, pull-on boots, black shoes or 

covered toe sandals. 

Hats 

As we are a registered ‘Sun Smart’ school – all students must wear a broad brimmed school hat 

(which includes an emblem) between 1st September and 30th March each Spring/Summer. 

Sportswear: 

Navy or white shorts. 

Royal blue windcheater. 

Royal blue or navy track pants. 

Polo shirt or T shirt in student’s house 

colours. 

Sport shoes. 

White or navy socks. 

If children are competing in inter-school sporting events, the official school uniform with 

emblem is to be worn. 

Denim is not to be worn.  Baseball caps are not to be worn. 

 

 



 

 

Exemptions from Wearing School Uniform: 

The School Council may grant exemption from wearing school uniform where the parent / 

guardian of a student makes a written application to the Principal.  The application shall set out 

the grounds for the request for exemption.  The grounds shall include health, religious or cultural 

reasons.  The Principal shall, at the first available meeting of the School Council, present for 

approval all recommendations for exemptions. 

The Junior School Council may recommend to School Council up to four (4) uniform free days 

per year, i.e. - one (1) day per term.  Funds raised from Uniform Free Days will be used by the 

Junior School Council to provide equipment or facilities for pupils’ use. 

Procedures for Dealing with Pupils not Wearing School Uniform: 

In continual/habitual cases of a student being out of uniform,  the Principal will contact parents / 

guardians requesting a written explanation and an undertaking to comply with the School 

Uniform Policy. 

Availability of Uniform: 

May be purchased from the school, any retailer, chain store, market etc. May be made by parents 

/ guardians. 

School uniform bought through the school will have the school emblem screen printed on it.  

Sew on emblems will be available for garments purchased outside the school or homemade.  

Emblems are preferred. 
 

 

Date Effective From:  April 2018 

Revision Due:              April 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Security and Trespass Policy 
Purpose (why) 
The purpose of this policy is to ensure that, while on school premises, students and staff remain 

secure from harm by outsiders.  The additional purpose of the policy is to ensure that school 

property is not damaged or thieved.  

  

Implementation (what and how) 
Our school requires students to be identifiable through the wearing of school uniform.  It is 

expected that staff members will always be identified by their school badges. 

 

People who come to work in classrooms need to sign in and out of the Visitors’ Book located at 

the office. 

 

During recess periods unknown adults in the school grounds are, in the first instance, to be offered 

help be a member of staff.  They are then asked to vacate by a senior member of staff or the 

Principal if they are not legitimate. If trespassers do not leave the Principal will ring 000. 

 

The school buildings are secured out of hours through a controlled Fob system and an alarm 

system.  The school encourages the appropriate use of the school grounds out of hours as the 

perimeter of the school property is not secured.  

 

All families are encouraged to vacate the grounds by 3.30pm when yard supervision ceases. 

 

Application (who) 

Students 

Staff 

Members of School Council 

Parents 

Visitors 
 

 

 

Date Effective From:  August 2015 
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Staff Development Policy 
Rationale (Why) 

Ballan Primary School is striving to become a learning school through a Culture of Performance 

and Development with a focus on continuous improvement. Our core business is learning for both 

staff and students. 

Purpose 

Our staff development process will  

 Assist in the development and maintenance of a learning community at our school. 

 Contribute to improving and developing the overall effectiveness of the school, raising 

student achievement and meeting the needs of students, parents and the wider 

community.  

 Improve and develop skills, understandings and performance of all sections of the 

community for the enhancement of student learning outcomes. 

 Ensure that all staff are valued and recognised as the school’s most important asset 

through the Professional Review Process. 

Guidelines 

All staff development activities are planned in the context of Ballan Primary School’s Vision, 

Goals and Guiding Principles.  

Professional Development activities will be related to the school’s Strategic Plan and Annual 

Implementation Plan.  

Professional Learning will also provide the opportunity for all staff to develop their individual 

skills and understandings while pursuing their own interests.  

Implementation (what and how) 

Professional Development will include 

 Use of Curriculum Days 

 Use of internal and external expertise 

 Planned, regular after school Professional Development 

 Involvement of parents and School Council where appropriate 

 Professional Learning Teams 

 Professional practice Days 

The Professional Development Coordinator will: 

 Disseminate information to staff regarding Professional Development activities 

 Organise PD request and reflection forms 

 Keep a record of all staff/ parent participation in Professional Development activities 

 Prepare a Professional Development report for the School Council Annual Report 

 

All staff will participate in a Performance Review Process annually. 
 

 

 

Date Effective From:  July 2016 

Revision Due:              July 2019 



 

 

 

Staff Induction Policy 
Rationale (Why) 

Ballan Primary School is striving to become a learning school through a Culture of Performance 

and Development with a focus on continuous improvement. Our core business is learning and 

safety for all staff and students. The induction program acknowledges the importance of the teacher 

and the central role they play in student’s learning and in children’s safety.  

The induction program lays the foundation for a embedding an organisational culture of learning 

and child safety through our values, expectations and standards. 

 

Purpose 

Our Staff Induction process will:  

 Introduce new staff members to the culture, values, goals and expectations of the school, 

region and department. 

 Induct staff on relevant school policies. 

 Clearly outline responsibilities and appropriate behaviours and inappropriate behaviours 

of role. 

 Have staff  member sign the Child Safe Code of Conduct 

 Introduce Child Safe Standards Policy processes and Staff Code of Conduct.   

 Training in identifying inappropriate behaviours  

 Outline child safe reporting procedures – to the Principal 

 Scaffold the staff member to reduce anxiety, gain a sense of belonging, confidence and 

security. 

 Provide an opportunity for experienced educators to share best practice and learn with 

and from new staff members. 

 Continue to improve effective ongoing communication between staff member, principal, 

mentor and colleagues.  

 Provide an opportunity to clarify professional goals and discuss employment structures 

and conditions. 

 

Implementation (what and how) 

Staff Induction Program will: 

 Provide an opportunity to clarify professional goals and discuss employment structures 

and conditions. 

 Provide access to targeted professional learning opportunities.  

 Provide a mentoring program where experienced teachers are matched with new 

teachers to the school as required. 

 Provide staff with an Induction Package. 

 Schedule regular Induction meetings for newly appointed and returning staff 

 

Application (who) 

An induction program should respond to various needs depending on the situation: 

 The teacher employed on an ongoing basis 



 

 

 Graduate teacher 

 The teacher who received a promotion 

 The casual replacement teacher 

 The teacher employed for fixed term 

 The teacher who transferred into the school 

 The school services officer 

 The student support services officer 

 Volunteers 

 Contractors 

 

How is this Program Evaluated? 

Inducted staff provide both formal and informal feedback throughout the process.  
 

 

 

Date Effective From:  July 2018 

Revision Due:              July 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Staff Leave Policy 
 

Rationale:  

All staff have leave entitlements that are prescribed in their conditions of employment as 

set out in appropriate awards and agreement and one made in accordance with reference to 

Schools Advisory Guide. 

 

Aims:  

The purpose of this Leave Policy is to make known within the school the processes to be 

followed in dealing with staff leave applications. 

 

Implementation:  

 The Principal is responsible for determining local procedures relating to personnel and    

administrative matters, and approving leave for staff. 

 Staff at Ballan may apply for Long Service Leave, Leave Without Pay or Personal 

Leave (paid or unpaid), Accident Compensation Leave, Infectious Diseases Leave, 

Bereavement Leave, leave for Jury Service, leave for Parental Purposes, Spouse 

Leave and Sabbatical Leave  within DET guidelines according to this policy. 

 Leave Balances in Edupay are correct as at the end of the last pay period. Long 

Service Leave Balance is visible once you are eligible to take LSL 

 Staff applying for Personal Leave (sick leave) are required to apply for the leave using 

Employee Self Service (ESS) in EduPay on the day that they have returned to work 

and provide the Business Manager with a medical certificate (if available) on the same 

day to enable the leave request to be finalised. 

 Personal leave will be allocated on the anniversary date of the employee’s hire date.  

Employees who have worked full-time throughout the preceding year will be allocated 114 

hours (15 days) on the anniversary date.  An employee who has worked on a part-time 

basis or changed their time fraction during the last twelve months will receive a pro-rata 

amount based on the time fractions(s) worked during the preceding year. 

 Staff who do not comply with this requirement will have their leave entered as ‘Sick 

Leave Without Certificate’ which could result in the loss of pay. 

 Long Service Leave applications are to be submitted through Edupay no later than two 

terms prior to the requested commencement date, except in exceptional circumstances. 

Late applications may also make it difficult to find a replacement. Applicants will be 

notified as soon as practicable of the outcome of their leave application. 

 Long Service Leave is displayed in working hours on the Leave Balances page in ESS.  

The number of   hours displayed are the number of working hours you are eligible to take 

as LSL at your current time fraction. 



 

 

 As with the new 2013 Agreement, for any period of leave longer than 6 weeks the 

replacement will need to be advertised on Recruitment on Line. 

 Periods of short term Leave Without Pay including Private Business Leave need to be 

applied for through Edupay and must be approved by the Principal.  There is no entitlement 

to Leave Without Pay. 

 As part of the process in applying for Leave Without Pay for periods of 12 months there is 

an expectation that staff will notify the Principal in writing of their return to work intentions 

by 1st October 

 The Principal, in reaching a decision on leave applications, will take into account matters 

such as:  

o the capacity to secure the employment of a suitable replacement staff member 

o the extent to which school services and programs will be affected 

o the proposed purpose of the leave application 

o the applicant’s leave history 

o the period and timing of the leave 

o the number of staff applying for leave at a similar time, and the areas of responsibility 

involved. 

 Teachers taking leave in terms 2 and 4 will be responsible for the preparation and/or 

provision of detailed information for the completion of student reports and reporting to 

parents at the end of the term prior to leave being taken. Arrangements need to be 

discussed with the Principal or Assistant Principal. Generally, it would be more difficult 

to approve leave in term 4 for teachers of Grade 6 students. This would also apply for 

teachers in Grade Prep in term 1. 

 The approval of leave for all staff is dependent on securing a suitable replacement staff 

member. 

 In line with DET policy, staff on Family Leave are required to notify the Principal in 

writing of their return to work intentions by 1st October of each year. 

 If the school is in budget deficit, leave will only be granted if the arising vacancy can be 

filled from within the existing staffing profile of the school.  We are unable to advertise 

positions or employ staff locally when in deficit. 

 Once approved, leave will only be cancelled if a replacement staff member has not been 

booked. 

 All leave requests will be dealt with as outlined in the 2013 Victorian Government 

Schools Agreement.   

 Appeals in relation to leave applications are referred to the Merit Protection Board. 

 

 

Date Effective From:  June 2019 

Revision Due:              June 2022 

 

 

 

 

 

 

 

 

 



 

 

 

Staff Selection (Police Checks, VIT, Working With 
Children) Policy 

 

Purpose (why) 
The purpose of this policy is to ensure that practices are in place to assess and monitor any person 

who is involved in working with children.  To ensure that staff selection, supervision, assessment 

and management complies with the Child Safety Standards.  

  

Implementation (what) 

 All Education Support staff, disability workers, volunteers, parents present at school, on 

excursions, sports days, or camps, Kelly Sport staff, Student Teachers, School Bus Drivers, 

Volunteers, Outside Hours Child Care, Instrumental Music Teachers require a current 

WWC, a current VIT or a current Police Check.  A folder is kept in the office and regularly 

checked and updated.  

 If a history of inappropriate behavior is identified then that individual will not have access 

to the school or children. 

 If any documentation is out of date that person/s will no longer have access to any child 

until relevant documentation has been collected.   

 Prior to staff selection or the commencement of their role all persons are screened and 

documentation is collected.  Victorian Institute of Teachers Principals’ Page / WWC/Police 

checks.   

 Persons require proof of personal identity and professional qualifications 

 A person’s history of work involving children is checked 

 References are checked that address the person’s suitability for the job and working with 

children.  

 A clear statement of the requirements of their role including responsibilities and duties 

regarding child safety. This is clearly stated in the schools ‘Roles and Responsibilities’ 

book which is updated every 12 months.  

 All applicants are informed of the schools child safety practices and the Code of Conduct, 

including appropriate and inappropriate behaviors towards children. 

 Appropriate supervision and assessment is in place for all new/existing staff members 

including a designated mentor, team teaching processes, monitoring performance through 

the P&D process, regular assessing through observations, feedback from 

students/parents/staff surveys and a designated coordinator (Janette Richards) for 

volunteers and Education support staff.  

 All staff /workers/volunteers are inducted into the school’s policies, codes, practices and 

procedures that govern child safety and beyond.  

 A checklist for staff selection is attached. 

 If a person is found to act inappropriately or is unsuitable to work with children or does 

not follow the Code of Conduct in regard to Child Safety Standards then the relevant 

authorities will be contacted and immediate appropriate consequences will be enacted.  

 



 

 

Support Documents 
Roles and Responsibilities Book 

Staff Code of Conduct  

 

Application (who) 

Staff 

Volunteers 

Student Teachers 

Service Providers 

Others Regularly Working in the School with Students 

 

References 

Child Safety Standards VRQA 

Beaumont, B. 1996, Police Record Checks: Employment Categories, Department of Education. 

 

Date Effective From:  June 2019 

Revision Due:              June 2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Staff Welfare Policy 
 

Purpose (why) 
Professional health takes into account the relationship between “professional growth, job 

enrichment and morale”.  (Occupational Health and Safety article - Ed News 1997) 

Ballan Primary School will provide an environment, which is safe, stimulating and professionally 

enriching for all staff. 

Guidelines: 

 To provide opportunities for professional growth and interaction between staff. 

 To continue to maintain a high level of morale amongst staff. 

 To promote fitness and well-being among staff. 

 To provide the best working conditions and equipment as is practicable for staff. 

 To provide effective communication and decision making processes. 

 To develop positive, effective and co-operative relationships between staff. 

 To provide teachers with strategies and support to maintain an effective working environment. 

Implementation (what and how) 

Staff Professional Development and Annual Review  

Whole school Professional Development opportunities will provide a vehicle for professional 

growth and interaction. 

Individual Professional Development plans that reflect areas of desired skills and knowledge 

development will be reviewed annually. 

The review process will allow for goal setting and feedback on performance. 

Merit and Equity and Equal Opportunity 

Roles and Responsibilities will be reviewed and published each year for all positions in the school.   

Team Work, Team Planning and Workload 

Working as a team is supported at all levels.  Communication between teams is vital. 

All staff are to be fully conversant with charter goals priorities. 

Open and honest communication is always encouraged and administrative procedures are in place 

to ensure all staff are fully informed of meetings, absences etc.  Staff are informed of all events 

that will affect them. 

Staff workload is given due consideration and practices are established to reduce it where possible 

e.g. rationalisation of meetings, set duration of meetings with prepared agendas and CRT use 

during specific times such as report writing and planning times. 

Collegiate support is encouraged and modelled at all levels in the school, especially in regard to 

students with challenging behaviours. 

Staff are encouraged to be risk takers and new initiatives are supported. 

Social Interaction 

A range of activities are organised to enable staff interaction on an informal level eg morning teas 

for celebrations, social outings and the setting aside of the staff room as an area where staff can 

relax. 

Attractive Environment 

The grounds and internal areas are to be maintained in an attractive manner. 



 

 

Additional Support 

A Welfare Committee will operate with reps. from different levels of the school. 

Health promotion and educational programs will be included in staff meeting planning. 

Evaluation 

The staff opinion survey will be used on an annual basis and will be reviewed and analysed by the 

staff. 

 

Support Documents 
Staff Opinion Survey 

Application (who) 

Staff 

 

References 
 

 

Date Effective From:  July 2016 

Revision Due:              July 2020 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Teams (Leadership and Teaching Teams) Policy 
 

Purpose (why) 
The purpose of this policy is to ensure that staff working as a team is supported at all levels and 

communication between teams is promoted. 

 

Implementation (what and how) 

 

Ballan Primary School Leadership Team 

Role Statement 

The School Leadership Team is comprised of the Principal, and Teaching Team Leaders. Whilst 

members of the Leadership Team may represent specific Teaching Teams or interest areas, 

decisions, advice and implications is considered in terms of the whole school. After appropriate 

processes have been worked through, members will commit to support executive decisions. 

 

Purpose 

The following roles reflect the purpose of the Leadership Team: 

 Provision of advice to the Principal 

 Input into decision making affecting all 

school operations 

 Assistance in the development and 

implementation of policies 

 Input into decisions affecting staffing 

 Provide advice with regard to the 

allocation of school roles and 

responsibilities 

 Assist in the implementation of the 

School Charter 

 Assist in the development and 

implementation of whole school and 

workforce plans 

 Provide a support mechanism for the 

welfare of staff 

 Provide a conduit to enable all staff 

views to be aired and considered 

 Assist in the development of solutions to 

overcome problems 

 Develop a shared vision as to the future 

directions of the school 

 Assist in the implementation of 

Professional Development activities 

 

Guidelines 

The School Leadership Team will meet weekly 

Minutes of Leadership Team meetings will be kept by the Assistant Principal and will be located 

in the staffroom. Issues requiring input, discussion or resolution may also be included by any 

staff member using the whiteboard agenda space 

The School Leadership Team may request the attendance of any staff member to report on 

specific issues 

The School Leadership Team shall attempt to make all decisions by consensus. However, where 

decisions need to be made and consensus cannot be reached, a majority recommendation may be 

made 

All decisions will be in the form of recommendations to the Principal 



 

 

Teaching Team 

Purpose 

To maximize the learning opportunities and general wellbeing of all children at Ballan Primary 

School through the provision of a supportive learning environment 

To enable teachers to work in a supportive team to share and develop their skills and abilities 

Guidelines 

The teaching program will build on and extend the skills and knowledge of all students in a 

developmental learning process 

The team will be responsible to foster the development of students’ resilience and positive 

personal values 

The team leader will identify and utilize the talents of team members to provide the best learning 

opportunities for students 

Team members will be encouraged to become involved in school programs 

Team teachers will use moderation in the assessments of students 

The Team Leader or delegate will administer team budgets to resource programs in the Key 

Learning Areas of English, Mathematics and Integrated Curriculum 
 

 

Date Effective From:  April 2018 

Revision Due:              April 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Use of Facilities and Equipment Policy 
 

Purpose (why) 
The purpose of this policy is to ensure that third parties using school grounds, buildings or 

equipment have adequate public liability insurance and leave the equipment and facilities clean 

and functional. 

  

Implementation (what and how) 
Our school requires that the use of school grounds, buildings or equipment by third parties is 

always the subject of a signed, written agreement between those using the facilities and the school 

council. 

 

 

 

Application (who) 

Staff 

Members of School Council 

Buildings & Grounds Sub-Committee 

 

 
 

 

Date Effective From:  March 2017 

Revision Due:              March 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Complaints Resolution Policy 
 

PURPOSE 

To provide a harmonious, positive and productive school environment by resolving complaints 

fairly, efficiently, promptly and in accordance with relevant legislation. 

 

GUIDELINES 

Our school has both a desire and a responsibility to ensure that high standards of conduct are 

`maintained by staff and students at all times, and that complaints are managed and resolved 

courteously, efficiently, fairly, promptly and in accordance with DET policy and guidelines and 

the Departments regulatory framework. 

 Maintain confidentiality of all parties 

 Address complaints in a timely manner 

 Show respect and understanding of each other’s point of view and value differences 

 Recognise that all parties have rights and responsibilities 

 Communicate school values widely throughout the school 

 

IMPLEMENTATION 

 It is the principal’s responsibility to provide a healthy and positive school environment that 

is free from discrimination and harassment.  In doing so, the principal must ensure that all 

staff and parents are aware of their rights and responsibilities through the Code of Conduct 

document. 

 The principal is required to use local complaints resolution procedures, where appropriate, 

for resolving complaints in relation to issues that fall within the school’s area of 

responsibility.  All cases of serious misconduct – sexual offences, criminal charges, or other 

serious incidents – must instead be referred to the Police, Legal Unit, DET Emergency 

Management and Conduct and Ethics Branch. 

 A complainant may at any stage choose to take their complaint directly to an external 

agency such as Regional Office, Merit Protection Boards, Australian Education Union, 

Victorian Equal Opportunity Commission, the Human Rights and Equal Opportunity 

Commission or the Ombudsman. 

 It is important that all complaints, ensuing procedures and outcomes are fully documented 

and monitored. 

 The principal may choose to respond to a complaint through an informal process in cases 

where the complaint is minor, the complainant wishes the matter to be dealt with informally 

or the complaint has arisen from lack of or unclear communication.  

 Formal processes will be used when informal processes have not been successful, a 

complainant seeks a formal process, or the principal believes the complaint warrants formal 

investigation. 

 Full details regarding formal complaint resolution procedures are contained within the DET 

‘Local Complaints Resolution Procedures’ handbook, and contain the following steps. 

 

 



 

 

 The formal process involves: - 

1. Investigating the complaint including formal interviews, written statements, 

conveying the details of the complaint to the respondent in writing providing the 

opportunity for a written response. 

2. Dismissing or accepting the complaint.  Acceptance may involve the Complaints & 

Investigations Unit, verbal or written warnings, Law of Trespass, Sanctions, 

Restoration, or counselling etc. (refer to document Stage Response to managing 

Parent Behaviour) 

3. Preparation of a detailed confidential report. 

4. Monitoring of the situation. 

 

 Parties dissatisfied with the process can appeal to the previously mentioned external 

agencies. 

 The School Council President will be kept informed of all complaints. 
 

Complaints Resolution  

Concerns and complaints management process 
 

 
RESOURCES 

DET Local Complaints Resolution Procedures’ Handbook  

Addressing parents’’ concerns and complaints effectively policy and guidelines 

Victorian Government Schools Reference Guide Section 6.10 

 

Date Effective From:  March 2018 

Revision Due:              March 2021 

 


