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FOREWORD

Policies facilitate the fulfilment of the Mission of the College. They provide the
guidelines for making decisions on a day to day basis.

This Handbook has been compiled to provide the College community with a
comprehensive document of Irene McCormack Catholic College policies. They are
aligned with CECWA Policy Statements and will be amended each year as policies are
reviewed.

It is important that staff familiarise themselves with College policies. It is equally
important that policies are implemented consistently.

Catholic Education Policies are available at
http://www.cewa.edu.au/about-us/governance/policies

Every staff member is invited to contribute to the development of better policies.

Mr Robert Marshall
Principal


http://www.cewa.edu.au/about-us/governance/policies/pages/default.aspx
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POLICY REVIEW SCHEDULE
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1 Policies will normally be reviewed within a four-year period.

1 The review committee will be chaired by a member of the College Executive.

1 Staff will be invited to nominate for such committees.

i Review committees should normally be no larger than 5 members.

1 The reviews will be undertaken during Terms 2 and 3.

i Reviews will then be presented to the Academic Council.

i The review findings will be presented to the College Executive in Term 3.

1 Policies will then be ratified at a full staff meeting in Term 4.

1 Policies can then be incorporated into the relevant handbooks in Term 4 ready for publication for the

following year.
Section | Policy Title Review Last CEWA | Due for
Committee Reviewed | Review | Review
Convenor

2 Catholic Identity
Catholic Schools Retreat Francesca Christie 2018 2018 2021
| r e rbendice Learning Francesca Christie 2017 2019 2020
Justice Education Francesca Christie 2019 2018 2021
Religious Education Francesca Christie 2019 2018 2022
Sacramental Program Francesca Christie 2017 2019 2020

3 Staff, Student & Community Wellbeing
Absentees Andrew Donaldson 2018 2021
Anti-Bullying Andrew Billingsley 2018 2017 2021
Awards Policy Matthew Byrne 2018 2021
Canteen and Healthy Food/Drink Choices Matthew Byrne 2018 2021
Code of Conduct Rob Marshall 2019 2022
Crises Management Matthew Byrne 2019 2018 2022
Drug Policy Matthew Byrne 2017 2020
Evacuation and Lockdown procedures Matthew Byrne 2018 2021
Occupational Safety & Health Matthew Byrne 2012 2019 2020
Retreat Policy Matthew Byrne 2018 2021
Role of Teacher Andrew Billingsley 2017 2020
Role of Care Group Teacher Andrew Billingsley 2019 2022
Role of Head of Learning Area Rob Marshall 2017 2020
Role of Assistant Deputy Principal Rob Marshall 2018 2021
School Camps, Excursions and Tours Deb White 2016 2019 2020
Smoke Free Schools Matthew Byrne 2018 2016 2021
Staff Harassment Andrew Billingsley 2019 2018 2022
Staff Professional Dress Gill Pearce 2019 2022
Stewardship and Sustainability Matthew Byrne 2019 2021
Student Leadership Matthew Byrne 2018 2021
Student Management Andrew Billingsley 2019 2022
Student Code of Conduct Matthew Byrne 2020 2023
Child Protection Matthew Byrne 2020 2023
Student Uniform and Grooming Matthew Byrne 2017 2020

4 Teaching and Learning
Aboriginal Education Matthew Byrne 2019 2018 2022
Curriculum, Assessment and Reporting Andrew Billingsley 2019 2018 2022
External Learning Experience for Students Andrew Billingsley 2018 2015 2021
Professional Development Andrew Billingsley 2019 2022
Selection and use of Texts in Catholic Schools Andrew Billingsley 2018 2017 2021
Staff Professional Growth Andrew Billingsley 2018 2021
Student Teacher Practice Andrew Billingsley 2019 2022

5 College Organisation
Bursary and Scholarship Rob Marshall 2017 2020
Disputes and Complaint Resolution Andrew Mawby 2017 2019 2020
Enrolment Rob Marshall 2017 2014 2020
Fundraising Deb White 2017 2020
ICT Use by Staff Andrew Donaldson 2019 2022
ICT Use by Students Andrew Billingsley 2019 2014 2022
Privacy Andrew Mawby 2018 2017 2021
School Fees Andrew Mawby 2018 2022 2023
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SECTION 1 VISION AND MISSION

1.1 HISTORY

Irene McCormack Catholic College was established in 2000 by the Catholic Education Commission
of Western Australia in response to an increased demand for Catholic education in the rapidly
growing north western corridor of Perth, Western Australia.

The College is owned by the Archbishop of Perth who, together with the other WA Bishops
authorised the Catholic Education Commission to determine major policy and appoint a College
Board responsible for the financial administration. The Principal, appointed by the Archbishop, is
accountable to him through the Commission for the educational administration of the College. This
includes the employment of staff.

Early Days

The College was nhamed in honour of Sr Irene McCormack. The foundation Principal, Mr Paul Rafter,
started the school with 30 students in 2002, teaching them from small, temporary premises close to
the planned school site on Bradman Drive, Butler.

Stage One of the building program commenced in 2000, with the establishment of four general
purpose classrooms, an Art room, Science lab, Woods & Metals room, and a Home Economics
room. The staff were housed in a converted classroom, which included a reception area, sick bay
amenities, a small staff room and staff offices. The students and five staff moved into these new
premises with great excitement and anticipation in 2003.

Stage Two of the capital works began in 2003, extending the facilities to include additional general
learning areas, a dedicated Design & Technology centre, and additional Arts and Textiles rooms.
This stage also saw the College gain an additional home economics room, another science lab, and
the Library which housed IT labs and seminar rooms.

The Present

As the suburb of Butler and surrounds continued to develop, enrolments increased, with a new Year
group being introduced into the IMCC community each year. In 2015 the student enrolment was
approximately 980 students.

1.2 COLLEGE CREST AND MOTTO

IRENE McCORMACK
CATHOLIC COLLEGE

Prayer Service Justice

The crest uses the hands to signify prayer, nurturance and labour.

The rising sun portrays birth, hope, light and growth.

The stars form the shape of the cruci fi x, remi ndi
light of the Southern Cross.

OPrayeirrc&edwsticeo
The College motto 6 Pr ay er S e r isistcopgly éxemsptifiedcire the person and life of our
patron, Sr. Irene McCormack.
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To fulfil the Mission, staff shall strive -

To help each student become a moral person who:

1 Is honest, truthful and just.

1 Respects himself/herself and others.

1 Helps those in need within and outside the College community.

To help each student to know and love God, to live justly and spiritually at home, at school and in
the wider community.

To develop in each student the highest possible standard of:

1 Literacy and Numeracy.

1 Scientific and technological competencies.

1 Environmental, historical and economic understandings.

As preparation for the world of work, to enable each student:

1 To collect, analyse, evaluate and communicate information.

1 To work constructively as a team member.

1 To plan and organise projects.

1 To solve problems using mathematical, technological and other skills.
To enable students to develop their creative and artistic abilities:

1 Practical and technical skills.

1 Musical and dramatic talents.

1 Sporting and outdoor interests.

1.3 VISION AND MISSION

VISION
To liberate young people to live meaningful, selfless and spiritual lives.

MISSION
To provide a safe and secure environment where each student feels valued and respected and
learns respect for self, care for others and skills for life.

MISSION STATEMENT

Irene McCormack Catholic College advances the learning skills and develop the learning
experiences of each student through exposure to spiritual, cultural, academic, social and physical
education. We recognise each student as a unique creation of God, and we attempt to nurture
individual freedom guided by Gospel values. An education at Irene McCormack Catholic College is
about learning, discovery, relevance, resilience, organisation and achievement. The essential
consideration of all we do is the dignity of the individual.

Reflected in our mission are three vital ingredients:

Respect for Self

A spiritual understanding of individual worth as taught to us by Jesus Christ. Challenge for each
person to explore, recognise and share our strengths and talents. Developing resilience to the
setbacks and disappointments in life. Creating a culture which nurtures harmony and condemns and
resists harassment.

Care for Others

APersonal Care program which maps e aeabtively monitocsé s e (
his/her personal development. Each student will have a significant adult assigned for his/her life at
theCollege. The | reneds Ser vi cequirds eaahrstudem tp cogmmibtgtheasenvice of

others in his/her time at the College. Leadership opportunities for students include internal
organisation matters, lrene6 s Ser v i c,@eersepaartnremaging, tutoring, mediation, school
assemblies and public relations.
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Skills for Life

Focus on the person as a learner. Assisting students to reason, question, develop learning habits,
understanding the way they learn. Accommodate different rates of learning. Skill Mastery free from
time constraints. Organised and Creative learners. Emphasis on Planning, Design and Creation. At
Irene McCormack Catholic College, our objectives centre on nurturing young people to:

Develop their own sense of faith practice.

Seek social interaction and accept social responsibility.

Arrive at an appreciation of their own uniqueness and value.

Appreciate the beauty, goodness and optimism in their world.

Develop a sense of belonging to family, friends, community and society.

Become energetic and enterprising learners for life.

Become inquisitive, involved and independent learners.

Access technology as a productive tool in gaining and using knowledge.

=2 =8 =4 -4 -4 -8 -4 -9

1.4 OUR CHAPLAINCY
The College is supported by Fr. Dariusz Basiagaoft he Pari sh of St. Andr

1.5 VISION FOR LEARNING

Our Vision for Learning at Irene McCormack Catholic College is for our students to be creative,
collaborative, lifelong learners who enjoy the learning process. Through high quality, innovative and
passionate teaching, students will understand and be able to communicate what they are learning,
how they are progressing and where they can go to for assistance.

Teaching and Learning at Irene McCormack Catholic College is centred upon a Catholic ethos with

Jesus Christ and Irene McCormack herself as our educational models. Recognising Jesus as the

model teacher, teaching and learning at the College is characterised by:

1 The development of positive working relationships between staff, students, and parents.

1 Community-wide recognition that as a learning community, all members, staff, students, and
their families learn from one another.

1 A commitment to provide and engage in high quality staff professional development targeted
at continual improvement of teaching and learning.

1 The development and maintenance of a rich and diverse curriculum full of relevant, engaging
and challenging learning opportunities for students.

1 Varied teaching strategies to both challenge student and accommodate student learning
styles.

1 The promotion of innovation, particularly through digital transformation, to develop personal
and interpersonal skills.

1 Encouraging critical thinking, analysis and evaluation followed by reflective teaching and
learning.

1 The promotion of communication, creativity and entrepreneurial skills that prepare students for
21t century workplaces.

1 The promotion of individual pathways for student progression into post school destinations.

1 A culture of feedback where students are accustomed to, and skilled in utilising feedback to
inform and improve their learning.

1 Promotion of student responsibility to for their own learning and formation, thus fostering
individuality and motivation for personal excellence.
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SECTION 2 CATHOLIC IDENTITY

21 CATHOLI C SCHOOLOGS RETREAT

Rationale

School Retreats are an integral part of the life-long faith formation of young people. They promote
systematic, intentional primary proclamation, evangelisation and catechesis as part of the
comprehensive evangelisation of students at Irene McCormack Catholic College.

Catholic school Retreats are relational at heart. To be effective, Retreat programs acknowledge the

individual 6s unique reality and qualities, and

in a way that engages and empowers young people to mature and develop a first-hand faith.

Irene McCormack Catholic College Retreats take students away from their day to day normalcy and
pressures into an environment that fosters a calming, awareness and a listening of the heart and a
creation of space for communion and intimacy with Jesus Christ (GDC 80). Contemporary lifestyles
often dull religious awareness and sensitivity. Through the Retreat experience students are
encouraged to appreciate creation, reflect upon deeper questionings and yearnings of the human
heart and discover their own personal relationship with their loving creator (CEWA Mandate 46) as
experienced through sacraments, one another, creation or shared story.

Through Retreat experiences, students come to know Christian love and are exposed to a Gospel
centred way of life. Students are empowered to connect the Gospel message to their lives, and to
find ways of bringing their faith and values into action. They learn participation in the life of the
Christian community through Liturgies and activities, which emphasise growth in relationship with
one another and with God (our Christian faith).

Through the Years 7 to 12 Retreat program students are encouraged to encounter the spirit and life
of Irene McCormack, Mary MacKillop and, crucially, what it means to walk in the footsteps of Christ
through Prayer, Service and Justice. For all retreats, Irene McCormack Catholic College students
will be explicitly exposed to Ireneds words:

iThe inner voice to which | must | isten
T as woman, as Christian, as Josephite, as world citizen has been heard through
refl ect i on(lremenMcCaomaeky e r 0

Definitions

The term retreat refers to time away from the normal school program where participants have the
opportunity to reflect on their relationship with God, with others and with themselves. A retreat is
neither a holiday nor an excursion, it is an intentional stepping out of daily schedules to actively and
honestly reflect on our lives, the people around us and our God, share and pray.

Irene McCormack retreats have a spiritual focus and foster an awareness of the presence of God in
our lives. Our retreats will vary in style and duration. They include experiences such as prayer,
discussions, reflective silence, presentations, small group discussions and quiet time.

On Retreats, the Sacraments of Eucharist and/or Reconciliation will be celebrated where possible
and appropriate.

Scope
This policy applies to all staff and student Retreats at Irene McCormack Catholic College

br

and
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Principles

1 Retreats aim to provide experiences for students and staff to know, contemplate and celebrate
the gift of | ife and the promise and hope of

1 Retreats are an integral part of Catholic school life. They need to be inclusive, purposeful,
meaningful and take into account the school and broader cultural needs, developmental needs
and prior experiences of those involved in the retreats.

1 Retreats complement the catechesis experiences offered by the school and are supported by
the College Evangelisation Plan.

1 Retreat planning needs to take into consideration the unique charism, ethos, mission and vision
of the school.

I Retreats need to be planned in a way that engages students and staff in rich experiences of
Catholic symbol and ritual.

1 Retreat staff will be committed to the faith formation of young people and the adults that lead
them in their faith journey.

1  Where possible and appropriate senior students and past students of Irene McCormack may be
engaged to participate as assisting young adults in the running of retreats.

1 Wherever possible and appropriate our senior year group reflection days and retreats will
engage with the lessons and language of Year 9 Camino (building on the personal and
collective bonds, honesty, shared experience and responsibility called for from Camino).

J e

Procedures

1 The Irene McCormack Catholic College Retreat Planning Policy must be compatible with the
C.E. O. 6s Retreat -Aj)oOui ReyeatslarmihgePolieynshall folw the Catholic
Education Commission (CECWA) Policy statement2-B4 6 Sc h ool Camps and E;
the College School Camps and Excursion Policy.

1 Parents and students shall be informed about the nature and purpose of the retreat and the
level of student involvement required.

9 Each retreat shall consider the religious and cultural backgrounds and the developmental needs

of the students.

Each retreat shall include appropriate prayer and liturgical experiences.

Each retreat shall include creative and engaging activities and approaches with young people

which connect to systematic catechesis. Where possible and deemed appropriate Irene

McCormack staff and students will be utilized to lead the Retreat and activities.

9 Staff involved in a school retreat shall be familiar with the retreat program and expectations prior

to and during the retreat.

The roles of retreat staff shall be clearly defined.

The retreat program shall include appropriate evaluation procedures, including feedback from

students.

=a =

=A =

Retreat Outline

Student Retreats Time Supervision / Preferred
Coordination Location
Year Belonging to IMCC Term Head of RE MacKillop
7 Students travel to the South Perth MacKillop 1 & Centre
Centre to hear, experience and reflect on the Assistant Deputy | South Perth
story of Irene McCormack, Mary MacKillop and Principal Campus
the Sisters of St. Joseph. Ministry
Year Galilee Pilgrimage Term | Year 7 Care Group Walking
7 TReflect on the journey of Jesus at the Sea of 4 Teachers, from Burns
Galilee. Assistant Deputy Beach to
fiConnection to one® personal spiritual journey in Principal Yr 7 Mullaloo
the light of this reflection. & SLSC
Assistant Deputy
Principal Campus
Ministry
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Year Self Image i Sensing God Term Youth Mission North Perth
8 fFostering a positive Self Image. 2 Team, Year 8 Care | Monastery
fUnderstanding the relationships we develop Group Teachers,
fAcknowledging the presence of God and Assistant Deputy
recognising God in each other. Principal Yr 8 &
Assistant Deputy
Principal Campus
Ministry
Year Right Journey Term Head of Outdoor Dwellingup
9 TRite of Passage Camp and Ritual Ceremony. 3 Education,
Rite Journey
teachers, Year 9
Care Group
Teachers,
Assistant Deputy
Principal Yr 9 &
Assistant Deputy
Principal of
Campus Ministry
Year Social Justice Term Youth Mission St Andrews
10 fHow can we affect those around us? 1 Team, Year 10 Comm Hall
fSocial justice in our community. Care Group
Teachers,
Assistant Deputy
Principal Yr 10 &
Assistant Deputy
Principal
Campus Ministry
Year Leadership Term Assistant Deputy | North Perth
11 fThe leadership of Jesus. 3 Principal Monastery
TEmbracing the leadership model of Jesus to responsible for
prepare for Yr 12. Student
Leadership,
College Principal,
Deputy Principal
& Assistant Deputy
Principal Campus
Ministry.
Year Prefect Training Retreat Term Year 11 Care Club
11 fThe leadership of Jesus. 3 Group Teachers, Capricorn
TEmbracing the leadership model of Jesus and Assistant Deputy
Irene to prepare our new Prefect Group. Principal Yr 11,
fiGoal setting and the work ahead. Parish Priest &
fiLeadership skills and building capacity. Assistant Deputy
Principal Campus
Ministry.
Year Transition into life. Term Year 12 Care New
12 Life journey and purpose 2 Group Teachers, Norcia

TRelationships

Assistant Deputy
Principal Yr 12,
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ISense of a bigger pictu Parish Priest
in it for them. & Assistant Deputy
Principal Campus
Ministry.
Staff Retreats
Whole Rotational Term Parish Priest, T.B.A.
Staff /One Year Staff Spiritual Retreat (Odd years 2 Principal &
Retreat 2015, 2017¢) Assistant Deputy
flOne Year Staff Experiential / Service / Bonding Principal Campus
(Even years i 2014, 2016 ...). Ministry.
Executive Pastoral Care of Students. Term Parish Priest, Mary
/ fFocus on the pastoral care of the Assistant 4 Executive Team & | MacKillop
Assistant Assistant Deputy Principals of Years. Assistant Deputy | Centre
Deputy | fPrayer, Reflection and Evaluation. Principal Campus
Principals Ministry.
Retreat
(Pastoral)
References
General Directory for Catechesis (Congregation for the Clergy, 1997) 80
Related Documents
Catholic Education Commission of Western Australia, Policy statement 2-B4 6 Sc ho o |

Excursions?®o
Irene McCormack Catholic College School Camps and Excursions Policy.
Irene McCormack Catholic College Evangelisation Policy.

Policy Review

Date Policy introduced: 2014
Last Review: 2018
Next Review Date: 2021
2.2 | RE NBBRYICE LEARNING

Rationale

One of the key roles of Catholic schools is to form young people committed to the love, compassion
and justice of the Gospel of Jesus Christ. Catholic schools foster a Christian attitude in society and
encourage the development of the kind of world envisaged by Christ (Mandate paragraph 6, 22).

| r e nSe@ise Learning in Catholic schools enables students to grow from a Catholic faith
perspective as people of service and justice. The Catholic school challenges students to grow in their
understanding that faith is not just a personal |
|l ove one another as Jesus taubdhta ibrtbedempl ate Mm
paragraph 24).

In its foundation year Irene McCormack Catholic College set up a Community Service Program to
ensure the spiritual and civic needs of all students were met, it has since evol ve
Service Learning Program which has become integral within the College community.

It is a belief of the College and the extended College community that all individuals take a
responsibility for the wellbeing and spiritual life of all those around them. Throughth e | r e wieeb s S
Learning Program all students now expect that they will participate in Service intrinsically believing,
Aiitds what we do! o Thi br & rSerdce tearnng examptifiesche 8pinit of me n t
Irene McCormack and the College Community named after her.
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Thel r eBedssri ce Learning Program is aorf@ndameaneardt am
College Campus Ministry Team& mi ssi on. It aims to complement th
our Religious Education program, which centers on our Liturgies and Retreat Program. Together

they are designed to provide rich, varied, authentic and challenging avenues to educate and

evangelise our students in the Gospel values.

Definitions

| r e rBendce Learning is practical acts of faith in action. Formally and informally recognised by the
College and based on the Gospel values handed on by the Catholic Church being put into action
through service to others in need.

The concept of Christian means that the Gospel informstheservi ce | ear ni ng. Jesus
of the LORD is upon me, for he has appointed me to bring Good News to the poora He has sent me
to proclaim that captives wil/l be released, that

(LUKE 4:18) The term Service means students undertake actions for the benefit of individuals and/or
community groups for no financial reward. Service at Irene McCormack College has been divided
into four different areas; Home, Parish, College and Community Service. Learning occurs through
participation and relating to others. As students experience different service activities they are
exposed to new experiences and ways of thinking. These lessons and reflecting on them make up
the learning component of | r e rBendce Learning.

Scope

This policy applies to all students at Irene McCormack Catholic College as it does in all Catholic
schools in Western Australia. It helps inform members of our College Community of the uniquely
Christian, Josephite and Irene McCormack charism of working for those in need, in a spirit of service
and justice.

Structureoft he | renebds SeRrogiame Learning

| r e nSerdice Learning focuses formally on Years 7, 9 and 11 and has a voluntary program for
Year 12 students. Over time the College plans to expand | r e nSer@ice Learning to facilitate all
year groups formally participating in the Program.

Year 7

Students are required to complete 20 activities across 4 different service areas. Students must
complete a minimum of five activities in each service area ensuring a variety of experiences.
Students start the program in Term 1 and complete the program in Term 3. Year 7 students are then
given the opportunity to try service activities offered in Year 9.

Service Areas
Home Service, College Service, Parish Service and Community Service.

Year 9
The program requires each Year 9 student to complete a minimum of 20 hours in at least 3 areas of
service. Students start the program in Term 1 and complete the program in Term 3.

Year 11
The program requires each Year 11 student to complete 20 hours in at least 4 different areas of
service. Students start the program in Term 1 and finish in Term 3.

Successful completion of the Year 11 | r e nSer@ice Learning Program appears on our students
Western Australian Certificate of Education (WACE) statement of results.

Year 12
The Senior Project is a voluntary project. Students must submit a proposal which must be approved
before commencement of the Senior Project. A minimum of 20 hours is required.
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Principles

1 I r e nSerdice Learning provides students with opportunities to acquire the knowledge and
understandings of love, compassion, justice and service as articulated in the Gospels and to
apply their knowledge and skills to real situations in society. This supports our desire as a
College to liberate young people to live meaningful selfless and spiritual lives.

1 I r e rBendce Learning challenges students in developmentally appropriate ways to think and
act in ways that reflect values that are consistent with the Gospel.

1 The College seeks to provide meaningful and authentic Christian Service opportunities to
ensure all students participating in the program benefit spiritually and emotionally.

1 We support and challenge students to explore and reflect on justice issues as part of an
integrated and articulated school plan which actively seeks to promote justice and has a
commitment to the common good.

1 Il relBedsyice Learning provides students with the
and living that permeates all aspects of life rather than an activity that is isolated from the rest
of their lives. Hence | r e nSerdice Learning will seek to compliment and challenge our
students in aspects of cross-curricular learning wherever practical and possible.

1 Students understand that the principles of Catholic social teaching will be examined formally
and informally through the program activities and in informal conversations with students
aimed at having our students apply the principles to their own Service Learning experiences.

1 It is our intent that students will develop a deep understanding of the meaning, practice and

val ue of 6serviced from our Catholic Christian
and opens opportunity for critical conversations, personal and shared reflection and
evangelisation.

Preparation and reflection are essential elementsin| r e rBendce Learning.

Irene McCormack Catholic | r e rSendce Learning model.

—-—

Preparation Action

| |

Celebration Reflection

Y

1 | r e rBendice Learning is embedded in the culture of Irene McCormack Catholic College and
is flexible enough to be conducted in or out of school time, both on and off school premises.
The College will ensure a variety of Service activities for both Years 9 and 11 students.

=A =4

Procedures
Year 71 r e nSer¥ise Learning Program: Act - Do what is right

Background and rationale

Year 7 is the first year of | r e nSeréie Learning at Irene McCormack Catholic College. The
program provides a tangible way to teach students how to put love into action. The program teaches
students that faith is not just a personal respon
love one another as Jesus taught us, that we need to do more than just acknowledge the needs of

others in the community, who may be poor or marginalised but we need to act with compassion and
empathy. Students will learn through service to act first and foremost out of love and respect of each

human being regardless of race, religion, beliefs or cultural background. To operate out of a
foundation of prayer , f ai th and reflection, to give of onebod
of all in our community. Students start this program with an induction held by the | r e nSerdice
Learning Coordinator. Students will have the program explained, including their rights and
responsibilities.
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The Coordinator will also explain the | r e rSendice Journal and how it has to be filled out and the
reflections completed.

Year 7 Program

Students start the program in Term 1 and complete the program in Term 3. Journals due: Week 8,
11" September. The program requires each Year 7 student to complete a minimum of 20 activities.
These are to be divided into 5 activities for each of the four service areas. Home Service, College
Service, Parish Service and Community Service.

Activity Sequence

Preparation

Induction held with the whole year group in Term 1 Week 2, ensuring students are briefed and
prepared to start service program.

A Program briefing

A Service suggestions, what counts as | r e n endce Le&ning activities?
A Explain Responsibilities, expectations and rights of participants.

A Signing of contract and commitment activities.

A Outline service awards.

Action

Students complete a minimum of 5 activities in all four service areas.

Home Service

1 This type of service is an introductory exercise in serving others.

1 Students are encouraged to be inventive with their chosen activities and seek a variety of
people within their family as well as people within their neighborhood.

Home service i s notesserfobsdoewhictbtisey aregpgiditd complee.h o r
If students participate in service outside the home, they must have parent/guardian
supervision.

)l
)l

College Service

This type of service can include doing service for staff or the Parent Group and can be defined as
any activity that benefits the College community. Examples include helping paint sets and cleaning
out buses.

Parish Service

1 Caritas Fundraising, Benenson Society.

1 Parish service involves giving practical help to your local church. Students are encouraged to
find out the needs of the Parish and then give a hand.

1 Parish service can also be completed within the college with students volunteering to help with
college mass and other campus ministry activities.

Community Service

Students are encouraged to participate in activities out in the community with strict parental
supervision. These activities can include the Red Cross Door Knock Appeal and the Keep Australia
Beautiful campaign. The College also provides a variety of activities for students such as Project
Compassion, Harmony Day, Tin Drive, Vinnies Winter Appeal, Life Link, Be More 1 Caritas and the
Vinnies Christmas Hampers.

Reflection and Celebration

A Students complete reflections in their | r e rSendce Journal.

Prayer.

Sharing of Stories with other students and or family.

Presentation of Certificates.

Celebration lunches, sausage sizzles.

Fundraising whole school service activities including Ye ar 7 & st Compassiojp, édarmony
Day, Tin Drive, Vinnies Winter Appeal, Life Link, Vinnies Hampers.

I D> >
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Key Activities

Student induction in Term 1, Week 1.

Journal distributed in Term 1, Week 2.

Projection Compassion running through the six weeks of Lent.
Harmony Day i everyone belongs i unity in diversity.
Refugee Week.

World Refugee Day.

Reconciliation Week.

Sorry Day.

St Vincent de Paul Winter Appeal, Held during Term 2.
Vinni edbs Chri®tmMas hampers
Journals due Term 3, Week 8.

ey Support People/Agencies
Principal, Deputy Principal, Assistant Deputy Principals of Year.
I r e rBendce Learning Coordinator.
Assistant Deputy Principal Campus Ministry.
Care Group Teachers.
Catholic welfare agencies including Lifelink, Shopfront, St. Vincent de Paul and Caritas
Australia.

= =4 =4 =4 =4 X =4 =4 =8 =8 =8 =88 8881

Year 91 r e nSer@ise Program: Love - to love mercy

Background and rational

The Year 9 program continues to evolve in a way that supports at its core learning, an evangelisation
experience. These service activities foster the spirit of service that will encourage students to remain
living the Gospel into adult hood.

Time requirement
Students start the program in Term 1 and complete the program in Term 3. Journals are due in Term
3, Week 4.

The program requires each Year 9 student to complete a minimum of 20 hours in at least different 3
areas of service.

Activity Sequence

Preparation

Induction held with the whole year group in Term 1 Week 2 ensuring students are briefed and
prepared to start service program.

A Program briefing.

A Service suggestions, whatcountsas| r ene ds Ser adivities. Lear ni ng
A Explain responsibilities, expectations and rights of participants.

A Signing of contract and commitment to activities.

A Outline service awards.

Action

Students complete a minimum of 20 hours in a minimum of 3 service activities. Students will
complete part of those service hours in College time under the supervision of the | r ene 6 s
Learning Coordinator. This is to ensure students have a variety of experiences and these are
authentic and meaningful.

A Activ City to Surf which falls on the weekend. Irene McCormack College is in charge of the
Marathon tent. 30 Year 9 and Year 11 students and 5 staff.

St Andrews Church, window cleaning when required.

St Vincent de Paul retail store. Retail duties alongside volunteers.

Qu i n n 6 sAdRtdaykCentre. Groups of 6 students visit Gumblossom Hall working with the
elderly on a variety of projects.

P
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A Merriwa Primary School Breakfast Club before school. Students attend the breakfast club,
which is held twice a week. Students help set up and serve primary school studentsébreakfast.
Students also talk to students developing positive relationships.

A Brighton Catholic Primary School Buddy Club. 20 students attend Brighton Catholic Primary
) School weekly working with Year 3 students on an IT program.
A Bullwinkle Lodge (RAFFA). Groups of four students work with the elderly within a nursing

home. Working on a Library project, games and developing a new project.

Reflection and Celebration

Debriefing after service.

Students complete reflections in | r e rSendce Learning Journal.
Sharing of stories.

Presentation of Certificates.

1 Celebration lunches.

T
)l
)l
T

Fundraising, whole school service activities including Year 9s
Project Compassion, Harmony Day, Tin Drive for Shopfront, Vinnies Winter Appeal, fundraising -
Life Link, Vinnies Hampers.

Key Activities

Student induction Term 1 Week 1.

Journals distributed Term 1 Week 2.

Projection Compassion running through the six weeks of Lent.
Harmony Day i everyone belongs i Unity In Diversity.
Refugee Week.

Reconciliation Week.

Sorry Day.

World Refugee Day.

Winter Appeal Held during Term 3.

Vinnies Christmas hampers Term 4.

Journals due Term 3 Week Term 3.

ey Support People/Agencies
Principal, Deputy Principal and Assistant Deputy Principals of Year.
I r e rBendce Learning Coordinator.
Assistant Deputy Principal of Campus Ministry.
Assistant Deputy Principals of Year.
Care Group Teachers.
St Andrews Parish.
St Vincent de Paul.
Salvation Army.
Shopfront.
Bullwinkle Lodge RAAFA.
Quinns Rock Adult day Centre.
Merriwa Primary School.
Brighton Catholic Primary School.
CARITAS Australia.

=8 =4 =8 =8 -8 -8 =8 -8 -8 -8 8444 X =8 =4 =0 =8 =8 =8 =8 -8 88

Year 111 r e nSer@ise Learning Program: WALK - And to walk humbly with your God

Background and Rationale:
Centr al to the Gospel values was Jesus6 desire toc
or fringe of society.
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Excluded or ignored by society for wvarious reason
person and outside in society that led to separation, so that each individual, especially the
marginalised could take their place and blossom in the community with dignity, respect and purpose.

This Gospel vision is intimately I|linked to the O6F
and the mission of Irene McCormack who set out to be with and support the poor. The Year 11

I r e nService Learning Program is the culmination of the studentso service experience at the

College and should be their most meaningful and life changing service experience. It would therefore

be fitting for the students to endeavour and empower individuals and communities on the fringes of

society as a means of living out the Service and Justice vision of the College. They should also be

given the opportunity to reflect thoughtfully and prayerfully on their experiences and learn how both

their lives have changed and been affected as well as the lives of those they have encountered.

Any community has people living on the margins. Whether it is those in our College, our local district
or in the global community. | r e nSerdice Learning for Year 11 students aims to venture into the
lives of those on the fringe, getting to know them, advocating for them in society and serving them in
a way that will build bridges to increase resiliency, foster self worth and create relevant paths of
inclusion and belonging in society.

Il remedwvice |l earning forms part of thelCenhlkedbi Ses
Learning Service program provides opportunities for students to integrate the principles of Catholic
teaching into practical experience. The | r e rSerdice Learning Program is a Curriculum Authority
endorsed unit. The total service hours completed by the student in Year 11 also appears on their
statement of results.

Time requirement
The program requires each Year 11 student to complete 20 hours.

Activity Sequence:

Induction i compulsory 3 hours, which includes the following.
A Program briefing.

Guest speakers depending on availability.
Responsibilities, expectations and rights of participants.
Signing up to activities.

Signing of contract and commitment to activities.

> > > >

Service Activities

Year 11 students are required to complete at least 4 different service activities, with at least two of
these being independently sought by the student.

Parish Service.

College arranged service activities.

Merriwa Breakfast Club.

Red Cross - Washing soup vans.

Manna Inc i helping prepare 260 meals.

CAS sports T umpiring/coaching.

Independent Service activities examples.

RSPCA.

Kickstart festival volunteer.

ANZAC parade volunteer.

Activity assistant for Catholic Homes Incorporated. Saturday shifts, 14-18 years old.
City to Surf/ Asics Bridges/ fundraising portion only counts.

I I I e

Reflection and Celebration
i Debriefing after service activity.
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Completing of reflectionsin | r e rSendce Learning Journal.
Drumming Performance.

Sharing of stories.

Prayer.

Presentation of Certificates.

Sausage Sizzles and lunches.

= =4 =4 =4 -89

Funding Possibilities

PALS funding - Department of Indigenous Affairs.
Refugee and Migrant Council.

McCormack Family i Social Justice Award.
Sisters of St. Joseph of the Sacred Heart.

Key Activities

Student induction Term 4 Week 3.

Journals Due Term 3 Week 3.

40 HoursiWi t hout 6 Term 4.
Winter Sleepout Term 2.

Harmony Day i everyone belongs i Unity In Diversity.
Refugee Week.

Reconciliation Week.

Sorry Day.

Refugee and Migrant Sunday.

Vinnies Hampers Term 4.

ey Support People/Agencies
Principal, Deputy Principal and Assistant Deputy Principals of Year.
I r e rBendce Learning Coordinator.
Assistant Deputy Principal of Campus Minister.
Care Group Teachers.
Indigenous Consultant CEWA.
African Liaison Officer.
Multicultural Services Centre WA.
Australian Catholic Refugee and Migrant Office.
St Vincent de Paul.
Sisters of St Josephi Fr emantl e I ndi genous Womends Refuge
Edmund Rice Centre for Refugees Mirrabooka.
ASeTTS (West Australian Association for Services to Torture and Trauma Survivors).
CARAD (Coalition for Asylum Seekers, Refugees and Detainees).
Catholic Migrant Centre WA.
CARITAS Australia.
Josephite Counter-Trafficking Project (JCTP) is a Congregational Ministry that responds to the
needs of people who are trafficked.
i ACRATH Australian Catholic Religious Against Trafficking in Humans.

E R I I I R B N = =4 =8 =8 =8 =8 -8 -8 -89

Senior Project

The Senior Project is a voluntary project where Year 12 students submit a proposal tothel r ene 6 s
Service LearningCoor di nator for a service project with a
must be done independently of the College, but assistance will be offered by the | r e nSerdice
Learning Coordinator if required. The Senior Project has a minimum requirement of 40 hours and

has to meet all the guidelines as stated in the Year 12 Senior Project Journal. An endorsed program

will be outlined in the Senior Project Journal along with all requirements.


http://www.asetts.org.au/
http://www.carad-wa.org/

Page 19 of 163

Timetable
Term 1 Term 2 Term 3 Term 4
Induction Staff Irene McCormack Be more - Caritas Induction Students
Before school starts Life Link Weekend Year 11
At new staff induction National Sorry Day Refugee Week | r e rBendice Learning
Induction Students Reconciliation Week Donormobile Assembly
Year 7/9 . . «
. Red Cross Vinniebds Ham
. , St Vincent De Paul

Tin Drive-Shopfront . . Collected by

Winter Appeal Stand Up Against
Starts week 5 .

Poverty Concert Awards Night

Year 7/9 Journals Due

Year 11 Journals Due
. Year 11 Journal Due
. . Winter Sleep Out
Project Compassion
Year 9 Journal Due

Lent
Ash Wednesday Year 7 Journal Due
Harmony Day Activ City to Surf
Outcomes of Service Learning

=
1 Development of student spirituality, humilit y and the ability to see

presence in the world which will transfer into adulthood.
1 The program is accredited as a Curriculum Authority endorsed unit of study, which will count
towards WACE requirements an il StagmpeatafrAshiecement h e st

Legal Aspects of Service Learning
Federal and State legislation stipulate that the range of responsibilities need to be undertaken
before Service can take place. Relevant Acts include:

Summary of Relevant Acts

The Occupational Safety and Health Act require that all workers (ie volunteer students) are
appropriately trained to understand and manage their own safety and that of their fellow workers
during the course of their work.

The Equal Opportunity Act makes it illegal to discriminate in the provision of a service (i.e.
education) on a number of grounds. A student in their (compulsory) volunteer role should not be
subjected to discrimination at school or with the host organisation by any person over 18 years of
age.
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The Sex Discrimination Act makes it illegal to sexually harass another person in the workplace.
Students will be placed in workplaces during the program. Both student and employer should be
aware of their responsibilities in creating and maintaining an appropriate environment.

The Racial Discrimination Acti as for Sex Discrimination Act.

The Disability Discrimination Act stipulates that an individual who is disabled should not be
discriminated against either in their placement or work as a volunteer with a host organisation. The
Working with Children (Criminal Record Checking) Act 2004 requires criminal record clearances for
volunteers and employees whose usual work is child-related. Child-related work may involve
physical contract, oral communication and/or electronic communication. It does not include contact
in the normal course of duties between an employer and employee (including an employee under 18
years of age) or between employees of the same employer, or supervisors of volunteers who are
children (unless they carry out child-related work). Volunteers under 18 years of age are not
required to obtain a criminal record clearance.

(Christian Service Learning Framework for Catholic schools, 2006, Appendix 3)

There is an expectation that all students at Irene McCormack Catholic College complete a minimum
of 20 hours and reflections to graduate from the College.

Duty of Care to Students / Risk Management

Students need to be fully informed how the program is run, all the opportunities offered and what
requirements need to be met to meet requirements for graduation.

The informed student reduces risks.

1 Induct students into the program at the beginning of Term 1.

1 Activities and agencies need to be compatible with school& ethos.

1 Go through rights and responsibilities.

1 Brief students thoroughly before each service about expectations.

1 Brief students on protocols for varying services.

1 Ensure medical records are up to date.

1 Permission slips for each activity returned and signed by parent or guardian.

1 Transport to be roadworthy and appropriate.

1 Suitable Service activities.

1 Appropriate supervision.

1 Risk assessment for each Service activity completed by | r e rSendice Learning Coordinator
before students undertakes the Service or visit the agency.

1 Ensure that the service is resourced and appropriately staffed.

1 Assessments on each service of any physical risk and how it can be controlled and managed.

1 Catholic Education Commission of Western Australia policy statements and guidelines

relevant to off-site excursions also need to be considered.
1 School Campus and Excursions.
1 Post Compulsory Education.
1 Risk management process is ongoing.

Staff Responsibilities

Todayods wor |l d has tremendous probl ems. Thi s der
themselves and cultivate in their students a keen social awareness and a profound sense of civic
responsibility. The Catholic educator must be committed to the task of forming men and women who

wi || make the 6ci vi |l i(Qoagtegaton foroGatholicoBdcdtion,al982, dayl i t vy .
Catholics, para 19.)

The cooperation of the Executive and all members of staff is crucial to the success of thel r ene 6 s
Service Learning Program. Responsibilities vary throughout the College.
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Il reneds Ser vCoordindtog ar ni ng

1 Draftand updatelre ne 6 s Ser vipmgramLear ni ng

1 Draft and order Journals, distributing them to Care Group Teachers.

i Liaise with and maintain relationships with agencies.

1 Maintain a record of studentsohours.

1 Collect journals from all students in Years 7, 9 and 11 in Term 3.

1 Supervise and arrange whole school activities including Tin Drive, Vinnies Winter Appeal.
1 Contact parents of students who are failing to meet the requirements.

1 Counsel students struggling with the program.

1 Follow up students who fail to complete Service requirements.

Assistant Deputy Principal Campus Ministry

1 Support, fill-in for and assistthe | r e rSendce Learning Coordinator when needed.

1 Consult with the College Executive regarding any changes needed or put forward any
suggestions.

1 Counsel students who are failing to meet requirements. If students refuse to comply forward to
the Assistant Deputy Principal.

Assistant Deputy Principals of Year

1 Provide time at Year level assemblies for Service information dispersal.

1 Providel r ene 6 s Ser viwithesup@oot d required invbhong staff or students.

1 Encourage Care Groups to participate in whole school activities at their discretion.

1 Support their Care Group Teachers in setting the tone of approaching the Program and
helping in the follow up.

1 Collect via Care Group Teachers, | r ene 6 s Ser vioumals ahdena-shovis ntagpre-
arranged Service activities.

Care Group Teachers

1 Setthetoneforl r ene 6 s Ser wandbos theirestadentsi appgoach Service.

1 Check | r e rBendce Learning Journals regularly and contact Coordinator with any concerns.
1 Ensure all notices about | r e rBendice Learning are read to students and recorded in student
diaries.

Provide time for students to complete exercises and reflections in students Journals.

Collect Care Group Journals and have them ready to be collected by | r e rSerdice Learning
Coordinator by the due date.

1 Encourage students to participate in whole College service activities.

1 Share ideas of what could benefit the Service Pr o gr am wi $ehvicelLeaenimge 6 s

)l
)l

Awards (student Recognition)
Recognition occurs through:

1 Certificates and Awards.

1 Hours completed, recorded in report.
1 Photos displayed on school intranet.

Criteria for Level 1 Award i Certificate of Completion

Year 12 students receive a certificate of completion at Year 12 graduation which includes a total of
student hours completed at the College. This certificate is awarded to all Year 12 students who
complete the | r e rBendce Learning Program and complete all graduation requirements.

Criteriafor Level 2 Award 1 | r e nSer@ise Learning Award

I r e rBendce Learning Award is awarded at the end of each academic year to one student in Year
9 and for eligibility students need to have:

1 Completed over 50 hours of Service completed over more than 3 activities.

1 Involvement in whole school Service activities.
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1 Completiono f | rServioe Besarning Journal to a high standard.

Criteriafor Level 3Awardi | r eneds ServMeda Learning

The highest award given is The Irene McCormack | r e nSerdice Medal. For eligibility students

need to have:

1 Outstanding participation in the Service program in all years attended at the College.

1 Completion of Journal to a high standard.

1 Participation in all areas of the Service program.

All students in the running will be interviewed by a panel. This panel will consist of the | r e ne 6 s
Service Learning Coordinator, Assistant Deputy Principal Campus Ministry and Assistant Deputy
Principal Year 11.
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2.3 JUSTICE EDUCATION

Rationale

Catholic schools foster everything good and unifying in society from the perspective of the Gospel.
At Irene McCormack Catholic College we promote justice as a Gospel value and as part of our
College Motto, to be lived and experienced. We work to both implicitly and explicitly to recognise the
dignity of each individual.

Catholic education is committed to integrating Gospel truths, virtues and values in appropriate ways
into all relationships and learning. At Irene McCormack our school community promotes a Gospel
vision of social attitudes and values, practices and trends in social, commercial, political and legal
structures. (Mandate, paragraph 14).

All those involved in our College communityar e cal l ed to be the o6face o
most challenged and disengaged learner. Catholic schools give witness to the importance of offering
opportunities for all their members to aspire to and achieve the highest goals. With all involved in

Catholic education, our College is immersed in the Gospel of Jesus, filled with his Spirit, to fulfil the
commandment to love by valuing everyone equally.

Definition
Religious Education is a learning area which focuses on the knowledge and understanding of the
Gospel as it is handed on by the Catholic Church.

The permanent principles of the Church's social doctrine are:
9 the dignity of the human person.

9 the common good.

9 subsidiarity and solidarity.
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These principles, the expression of the whole truth about the human person known by reason and
faith, are born of "the encounter of the Gospel message and of its demands summarised in the
supreme commandment of love of God and love of neighbor, in justice with the problems emanating
from the life of society". (Compendium of the Social Doctrine of the Church par.160)

Scope
This policy applies to all aspects of the Irene McCormack Catholic College community.

(0]

Ch

Principles

Irene Mc Cor mack Catholic College (I MCC) stands by

Justiced. These are pillars in our Christian

community. Hence, we seek to be known as a school community who stands for justice and acts,

wherever possible, against injustice.

Such a stance of Justice is a core part of our

planning for and the implementation of all aspects of College life, such as Irene McCormack Catholic

Coll egeds:

1 Liturgies and Prayer

1 Retreat Policy, Programs and experiences.

1 Pastoral Care Policy.

q Care system.

1 I r e rBendce Learning Program.

1 Communication procedures between staff and students; staff and staff and parents.

1 Teaching and Learning.

1 Curriculum, both Religious Education as well as throughout the breadth of teaching and
learning programs in the College.

Unique to Irene McCormack Catholic College6s Justice Education Policy

Il rene McCor mack ansdosdphite BisteMaThi& unlquely feiinine and Australian

story of faith wi | | be celebrated and embraced bmymawmaent Co |

to love, and by extension call to live and work for justice.

Working to ensure we live up to our College Motto of Prayer, Service & Justice. IMCC:

1 values human diversity which is demonstrated by practical responses to diverse learning,
social, physical and spiritual needs and abilities.

1 promotes the development of people of Christian conscience, committed to serving God by
serving others and working to make the world a better place for all.

1 ethos, policies, curriculum, interactions and protocols of Catholic schools emphasise the
sacredness of human life and the dignity of the individual.

1 promotes justice to all, especially those who are culturally, socially, physically, intellectually,
financially, emotionally or spiritually disadvantaged.

1 promotes the Christian belief that the rights and needs of others must always be respected
and that individual rights must be balanced with the wider common good.

1 is concerned with caring for the environment and preserving the necessities of life for future
generations.

1 works in partnership with families and the wider community to provide what students need to

realise their potential.

promotes the right of consultation and decision-making at appropriate levels of authority.

shares resources equitably. All students shall have access to fair opportunities and outcomes

in so far as resources permit.

1 Community members shall have access to all the resources and support they need to
participate in decisions which affect their own development and those of their community.

=a =4
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Procedures

1 Processes shall be established for ongoing evaluations and renewal of all aspects of school
life to ensure they reflect Gospel values, particularly in respect to social justice.

1 College staff shall undertake the necessary formation in order to deepen their understanding

and commitment to the Catholic vision of living out the Gospel and the Mission of the Church

to transform society.

Strategies and programs shall be established to help members of the school community

demonstrate commitment of Jesus Christ in the service of others.

The curricula developed shall integrate Catholic social teaching into all areas of learning

Gospel values shall be embedded in the curriculum in educationally appropriate ways to

enable students to discover and integrate these values into their lives.

Opportunities shall be provided to develop the knowledge, understanding and skills necessary

to discern the signs of the times, particularly with respect to social justice.

1 The school shall provide opportunities for school community members to learn how to critique
social attitudes, values, practices and trends as well as influential political, legal, commercial
and other structures in light of Catholic Social Teaching.

1 Curriculum decisions shal/l chall enge students
order to transform the world by developing a sense of active social responsibility.

1 As a prophetic community, Catholic schools shall model to students the value and purpose of
Christian commitment to social justice.

1 Decision making processes at all levels in Catholic education shall give witness to the Gospel
spirit of simplicity and poverty, while providing what is necessary for an effective education.

=A =A== =4
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2.4 RELIGIOUS EDUCATION

Rationale

ARel igious Educati on i n Australian Catholic S (
understandings of Christianity in the light of Jesus and the Gospel, and its unfolding story and

diversity within contemporary Au st r al i an and gl obal society. It ex

and religious identity, fostering their capacities and skills of discerning, interpreting, thinking
critically, seeking truth and making meaning. It challenges and inspires their service to others and
engagement in the Ceg\atiopnallCattlic &dutatior Commissiord2017).

Religious Education is a learning area with a formal curriculum for the classroom learning and
teaching of religion. latscholastic @discigline svithi the came $ysteanatic i n g
demands and the same rigour as other disciplineso (NCEC 2017). The aim of Religious Education is

to share the Catholic faith by promoting knowledge and understanding of the Gospel, as handed on

by the Catholic Church and of how those who follow Christ are called to live the Gospel.
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Religious Education is the first learning area in the Catholic school curriculum. Religious Education
is integrated into all aspects of the life and curriculum of the school.

The Religious Education program taught at Irene McCormack Catholic College is that promulgated

by the diocesan Bi shop. knowledge, warskasding, skillscaedvpesitive p

dispositions about Christianity in the Catholic tradition, in dialogue with their own religious
background and other religious worldviews. As a result they can become informed and active
contributors to a faith community and to Australian and global citizenshipo (National Catholic
Education Commission 2017). It has a commitment to the formation of the whole person and is
responsive to the variations in backgrounds and religions of all students. At Irene McCormack we
recognise that students come from multiple entry points e.g. those who are Catholic, of other
religions, and of no religion. Additionally that some are more actively involved in Parish Life whilst
some have no experience of Church. Therefore, the Religious Education programme is for many a
commencement of evangelisation that learners can respond to freely, to deepen their faith and to
discern and apply their new insights.

Religious Education interacts with and is reinforced by the religious life of the Catholic school which
aims to nurture and enrich the religious and spiritual development of students through prayer,
Liturgies and Sacraments, School Retreats and Christian Service activities.

Definitions
Religious Education is a learning area, which focuses on the knowledge and understanding of the
Gospel as handed on by the Catholic Church.

Scope
This policy applies to all Religious Education classes run at Irene McCormack Catholic College as it
does in all Catholic schools in Western Australia.

Principles

1 Rel i gious Education compl ement Catechesi s
Col | ege 6 <cranentah Prdgram, Catholic Primary Feeder schools and St. Andrews
Parish.

1 The Religious Education program to be taught in Irene McCormack Catholic College is that
promulgated by the diocesan Bishop.

1 Religious Education in the school shall always respect parents as the prime educators of their
children, particularly in the area of faith education.

1 Religious Education outcomes shall be taught, developed and resourced with at least the
same commitment as all other learning areas.

1 Religious Education shall serve the evangelisation process by taking the students and their
needs as the starting point for teaching and learning.

1 Religious Education shall relate the knowledge and understandings of the Catholic faith to
st ud e n ilife $ituatiorsaahd experiences.

1 Religious Education shall always present Catholic beliefs and practices in the context of the
Christian Promise of Salvation and the questions and aspirations of the human heart that God
alone can satisfy completely.

1 Irene McCormack Catholic College 6s Teacher s of Rel i gious
Catholics and shall give active Christian witness to Catholic beliefs.

Procedures

1 Religious Education complement Catechesis offered in family, school and parish.

1 Within the normal hours of instruction, the time allocation for the Religious Education Learning
Area shall be at least: Years 7 -10 160 minutes per week Years 11 - 12 220 minutes per week.

1 The Religious Education program, as promulgated by the diocesan Bishop, shall be
implemented with reference to the principles and procedures of the CECWA Policy statement
2B2 6Curricul umbd.

1 Teachers of Religious Education shall have the necessary accreditation stipulated by the
CECWA Policy statement2-C1 6 Accreditationd.

t h

of fe

Educ
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1 As with all College Curriculum parents/guardians will be informed on an ongoing basis as to
the content and academic expectations of their
1 Irene McCormack Catholic College shall annually invite interested students into our
Sacramental Program and work closely with parents/guardians and parishes to support and
complement the sacramental programs of the parish.

1 Appropriate professional development shall be available for teachers of Religious Education.
1 Appropriate resources shall be made available for the Religious Education Learning Area.
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Directory for Catechesis, 1997 Pope John Paul Il, On Evangelisation in the Modern in the
Modern World, 1975 Congregation for Catholic Education,
1 Code of Canon Law, 1983.
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Related Documents

Irene McCormack Catholic College Retreats Policy.

1 Irene McCormack Catholic College Evangelisation Policy.

1 Catholic Education Commission of Western Australia Policy statement 2-B 2 6Curricul
Catholic Education Commission of Western Australia Policy statement2-C1 6 Accr edi t at i

Review History

Date policy introduced: 2012
Date of last review: 2019
Date of next review: 2022

25 SACRAMENTAL PROGRAM

Rationale

Il rene McCormack Catholic College compl ements St.
evangelising young people today by teaching them how to live as children of God. By the nature of

this mission and mandate, we have a direct responsibility to support families and parishes in the
preparation of children to receive the sacraments (Mandate paragraph 79).

It is the role of the Irene McCormack Catholic College Campus Ministry Team, and broader College
Community to support the Sacramental life of our student and staff body. Part of this is to offer and
support students willing to participate in Sacramental formation by offering appropriate and
supportive Programs for young people and nurture strong partnerships between families and
parishes (Mandate paragraph 80).
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Saint Andrew& Parish is the Christian faith community that Irene McCormack Catholic College
students need to engage and feel a part of for their ultimate religious development.

0 | ttheiParish) where they are inspired and nurtured by other members of the community to
experience what is needed to develop their fai-t

Our St. Andrew® Parish community needs to be inviting and welcoming of new members. It is
where initiation into the faith is celebrated and nurtured, it is where people learn to live as a
community of the faithful (Mandate paragraph 79).

Definitions

Sacramental Education at Irene McCormack acts as a bridge between the Universal Church, St.

Andr ewds Parish and our Catholic College Community
Scope

This policy lines up with CEWA directives which apply to all Catholic schools in the Archdiocese of
Perth.

Principles

1 Preparation for sacraments is family-focused, parish-based and Catholic school supported.

1 Catholic schools respect the primary role of the family in the faith education of their children
and support the family in the sacramental preparation of children.

1 Catholic schools will work with the parish in inviting students into the Sacraments; preparing
for them through Irene McCormack Catholic College run instruction and celebrating the
sacraments both through the Parish and College itself.

1 Young people will initially receive the sacraments in their local parish church St. Andr ewod s
Parish, wherever possible. Wherever possible members of the Campus Ministry team,
particularly the Sacramental Team and Executive members are encouraged to attend in
support and in representation of the College.

Procedures

1 Religious Education is a priority at IMCC as with all Catholic schools. It provides the
knowledge and understandings of the Catholic faith and outlines what is needed to live a
Catholic life.

1 IMCC will provide learning and teaching about the sacraments through the Religious
Education program.

1 Students will be provided with opportunities for catechesis through prayer and personal
reflection.

1 I MC<L@mpus Youth Minister and Assistant Deputy Principal Campus Ministry will lead up
the College Sacramental Preparation for IMCC students wishing to receive the Sacrament,
where family connections with the Parish are limited.

1 Through the College Newsletter families will be informed about the processes available at St.

Andrewbs as well as preparation ol Calegeitgelffohr oug
Sacramental preparation.

1 | MCCbs | eadership wildl be appropriately repres
Teams.

1 IMCC will work with the parish by providing resources and personnel to support parish-based
celebrations of the sacraments.

1 IMCC will collaborate with the Parish Religious Education Program in preparing young people

to receive and celebrate the sacraments.

1 Students will be provided with opportunities for ritual prayer and sacramental celebrations as
part of regular College Life. Masses and Reconciliation will be made available on average
each term for each student.

References
Bi shopdbs Mandate for the Catholic Educi&2®6lb.on Co mmi
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Related Documents
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SECTION 31 STAFF, STUDENT & COMMUNITY WELLBEING

3.1 ABSENTEES

Rationale
Student attendance at the College is fundamental to optimise the opportunities for all students to
learn.

College staff, parents and students have responsibilities for the management and monitoring of

student attendance. For ethical, pastoral, and regulatory reasons the accurate monitoring and
recording of a studentodés attendance is fundament
needs.

At the College, the Care Group Teacher and all class teachers, supported by the Assistant Deputy
Principal, Deputy Principal, Administration staff, parents and students have significant duties in the
accountability of student attendance during the school day. The primary focus of College staff each
day is to account for the wellbeing of our students and ensure attendance at the College or verify the
absences.

Definitions

Parent: is regarded as a studentobés parent, |l egal
law, has responsibility for the long-term or the day-to-day care, welfare and development of the

child.

Authorised Absence: is a student absence where the reason provided by the parents in writing is
considered to be legitimate and deemed acceptable by the College.

Student Responsibilities

Students are required to:

1 Be punctual for all classes, including Care Group at the start of the day.

1 Provide Care Group Teachers with a written note or email from parents to authorise an
absence from school.

1 If late during Care Group period report to Care Group Teacher.

1 When late for school or when required to leave school early, report to the student reception to
record the late arrival or early departure and provide written authorisation from parents.

1 When there is a reason to leave class, seek teacher permission by recording in the section in
the student planner and carry the planner to show on request.

Parent Responsibilities

Parents are required to:

1 Contact the College before 8.30am by email absentee@imcc.wa.edu.au and copy (cc) the
email to the Care Group Teacher, if their child will be absent for the day or late to school. An
alternative is contacting the College on the Absentee Line 9562 2431. If a phone call is made
a written parent note, authorising the absence, must still be provided to the Care Group
Teacher.

1 Provide a written note or medical certificate to Care Group Teachers when a student is absent.
Medical certificates are required for student extended absences of three or more days or for
Years 11 and 12 students on days of examinations. This is to verify the authenticity of a
student 6s absence.

1 Inform the College of changes to contact details, including mobile phone numbers and email
addresses.
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College Responsibilities

The College is responsible for the management of student attendance in accordance with the
Student Attendance Procedures. This includes:

Maintaining accurate attendance records.

Managing alternative attendance arrangements, when appropriate.

Addressing student absence and developing plans for students with persistent absence.
Regulatory reporting and disclosure of attendance data.

Storing all relevant documentation.

Too oo Too Too To

Procedures

Care Group Teachers

The Care Group Teacher will:

1 During Care Group Period, complete daily student attendance on the College digital absentee

system. If the digital system is not functioning a Care Group list with attendance marked must

be sent to the College Office.

Record student late arrivals during Care Group Period.

Collect written student absentee authorisations from parents and record them on the digital

absentee system.

1 Each term, after following up on unresolved absences, sign for the collection of all written
absentee notes on the Attendance Report.

=a =

Class Teachers

The teacher for each class will record student attendance on the College digital absentee system,
within the first 10 minutes of the class. If the College digital absentee system is not functioning a list
of absentees must be sent to the College Office.

The class teacher must report any variations of the attendance register to the Attendance Officer
and follow up on students attending class but marked absent on the attendance register. These
students should have a receipt of late arrival from the College Office staff or the student must be
sent to the College Office to sign the Late to School Register.

Recording attendance is by marking a tick (&)
(x) against the name of those absent. An o0Ilfé
student is on a school camp, excursion or Work Place Learning, he/she will be recorded as such by
the Attendance Officer.

Off Campus Learning

Teachers coordinating excursions, camps and other off campus events must notify all staff, including
the Attendance Officer, of the students absent a week prior to the event. On the day of the excursion
the teachers must provide the Attendance Officer with an updated roll, reporting absent student.

Attendance Officer

The Attendance Officer will enter the details on the digital attendance system of students:

1 Who are notified absent by parents.

1 Who attend off campus events.

1 Who are late arrivals after Care Group Period or have an early departure from school.

The Attendance Officer also:
1 Sends SMS text messages for students who are marked absent, but no information has been
received by parents, following the end of Care Group period.

aga
s
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Records telephone calls or emails received from or sent to parents of absent students.

Provide copies of written notification received for student absences to Care Group Teachers.
Makes adjustments to student daily attendance records for periods 1-6 late arrivals and early
departures.

Prepares letters for the Assistant Deputy Principals to parents for confirmation of student
extended absence and for the final request for written authorisation of student absence.

1 Assists the Assistant Deputy Principals with the official Care Group Attendance Register
Report for each term and archive the signed records by the College Attendance Officer.

= = =4 =4

Partial Day Absences
A detailed digital record is maintained in the College Office. Partial absences commence after Care
Group.

Late to School

1 If a student does not attend Care Group, the Care Group Teacher marks the student as
absent.

1 Students who arrive late for school after Care Group, report to the College Office, signs in and
provides the parent note for being late. The student receives a late stamp in the planner and
the reason for lateness is recorded.

1 Students who are late without suitable reason, will be reported to their Care Group Teacher
and a note will be made on the digital absentee system.

1 The Attendance roll is updated by the Attendance Officer.

1 On entry to class, students are to show the class teacher the late stamp in the planner.

Early departure
9 Students provide a note from parents to their Care Group Teacher on the day requesting
permission to leave. The note is checked, dated and signed by Care Group Teacher and
returned to the student to show the relevant class teacher.
1 At the time of departure, the student reports to the College Office and the Attendance Officer

wi || record the early departure in the student

departure register. The register is to be countersigned by the parent.
9 If the student returns to school, the late arrival/early departure register is to be signed by the
student. The Attendance Officer records in

Parents are requested to make non-emergency medical/dental appointments out of school hours or
during the holidays.

Parent requests for students to leave school early on a regular basis are made in writing to the
Assistant Deputy Principal, detailing the reasons. The Assistant Deputy Principal reserves the right
to decline the application.

Sickness

If a student is unwell or injured, they report to the College Office, where the parent or guardian is
contacted. The student remains in Sick Bay until their parent arrives. The Attendance Officer
processes the early departure.

Students off campus during school hours

Any student of school age off campus, may be stopped by Police between 9.00am and 3.00pm and
asked why they are not at school. They will be required to give details of the school and provide
written authorisation. A 6bLeave Passd in the
College Planner. The Police Officer could take student details to verify the legitimacy of the student
absence from school.

t
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Notice of extended future absences

Written notification of future extended absences will be processed by the Assistant Deputy Principal
who will provide written approval with directions that the student is responsible for collecting details
of and completing missed work.

The College strongly discourages students missing school for family holidays, because of the impact
on st sataenticfprogress.

Absentee Records
Written parental absentee authorisation must be kept until 315 December of the following year.

The Care Group Absentee Report for each term are to be kept until the students reach 25 years of
age.

References

Western Australian Department of Education Students Attendance Policy and Procedures.
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-
framework/policies/students-attendance.en?cat-id3458017

Related Policies
Student Management Policy
ICT Acceptable Use Policy

Review History

Date Policy Introduced: 2014
Date of Last Review: 2018
Date of Next Review: 2021

3.2 ANTIBULLYING

Rationale

The Dignity of the Human Person is a fundamental Catholic social teaching. It reminds us that every
human being is created in the image and likeness of God and therefore has inherent dignity. The
aim of this policy is to reflect this teaching and clearly define what constitutes bullying behaviour,
what Irene McCormack Catholic College does to raise awareness of, and counteract bullying in the
College, and the strategies used by the College to deal with reported incidents.

Definition

Bullying is a continued pattern of behaviour by one person towards another where the intent is to
hurt, injure, embarrass, upset, or discomfort that person. It is characterised by any abuse of power
and a desire to intimidate and dominate, in whatever context, in order to make others feel inferior or
cause distress.

Bullying takes many forms. It can be:

1 Physical - Hitting, kicking, tripping, punching, taking or damaging belongings.

1 Verbal - Name calling, insulting, repeated teasing, and racist remarks.

1 Psychological/indirect - Spreading nasty rumours, excluding someone from social groups,
threatening looks, damaging property.

1 Social Ignoring- Hiding from, ostracising.

1 Cyber - The deliberate use of information and communication technologies, including the
internet and the mobile phone to hurt others.

1 Bullying can be subtle. Once a bullying relationship has been established, it may only take a
threatening look to reinforce the fearfulness.


http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/students-attendance.en?cat-id3458017
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/students-attendance.en?cat-id3458017
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Many victims of bullying are r el uct ant to report the abuse
acceptable and will make life worse for them. All students who experience or witness bullying are
encouraged to report such behaviour to parents or a staff member so that the behaviour can be
dealt with appropriately. Information from parent to teachers is to be referred to the Assistant Deputy
Principal. Where possible, confidentiality will be maintained.

Irene McCormack Catholic College does not tolerate any form of bullying or harassment, either
physical, verbal, psychological / indirect or social, including cyberbullying.

Scope
The Bulling Policy of Irene McCormack Catholic College has been developed in consultation with
various stakeholders, staff, students and Edith Cowan University.

Procedures
At Irene McCormack Catholic College, the following procedures are adopted to deal with reported
incidents of bullying or harassment:

1 In the first instance the problem behaviour is handled as a social interaction problem, rather
than as a discipline issue. The aim is to establish the underlying cause(s) of the problem
behaviour.

1 When an incident of bullying is brought to the attention of any staff member, the Assistant
Deputy Principal is informed, and the student is directed to report to the Assistant Deputy
Principal and/or the College Psychologist.

1 The Assistant Deputy Principal and/or College Psychologist work with the student on an
agreed process to deal with the bullying.

1 The Assistant Deputy Principal and/or the College Psychologist contacts the alleged initiator of
the bullying and works witht hem according to the 6 Npiehdxd)
or ONo Bl amédAppemdp 2) doaiinh d@bout an understanding of the situation, and to
determine strategies to remedy the situation.

1 Parents of students involved are to be informed by the Assistant Deputy Principal or College
Psychologist and encouraged to take an active role in addressing the situation.

1 The College Psychologist also works with the student being bullied to build self-esteem,
assertiveness and resilience strategies, should these be areas of concern or contributing to
vulnerability.

1 Through follow-up meetings with all parties, the Assistant Deputy Principal and/or College
Psychologist monitors the situation to ensure that the problem is being resolved.

1 Should there be no improvement in the situation, or should the same student be involved in a
pattern of bullying, the Assistant Deputy Principal will implement the College discipline policy.
The matter then becomes a breach of enrolment policy, parents are notified, and appropriate
penalties imposed.

The following additional strategies are used at Irene McCormack Catholic College to raise

awareness of what constitutes bullying and the consequences of such behaviour, both for the

students being bullied and those who engage in bullying behaviour.

1 Student Education - issues related to bullying behaviour are included in the Religious
Education and the Health Education programs and is part of the Peer Support Programme.

1 Supervision - staff carefully supervise activities to minimise opportunities for bullying.

1 Email Reporting - Students are able to report instances of bullying via email to the Assistant
Deputy Principals of Year and College Psychologist.

References
National Safe Schools Framework

of
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Related Policies
Student Management Policy
ICT Acceptable Use Policy

Review History

Date Policy Introduced: 2009
Date of Last Review: 2018
Date of Next Review: 2021
3.3 AWARDS

Rationale

The Irene McCormack Catholic College Mission is to instil in students a commitment to the following
principles: Respect for self - Care of others - Skills for life.

The College offers students extensive opportunities to develop these commitments. These
opportunities arise both within the classroom and through the extra-curricular program as part of a
holistic education. Students are encouraged to strive for excellence in all endeavours and to share
their gifts and talents with the College community.

The College celebrates and recognises the achievements and contribution of our students. The

recognition of our students6 achievements provide

reward for commitment, endeavour and success.

The award system is a recognition for the outstanding achievement and contribution of students.
These awards will recognise excellence in the following fields: Academic, Arts, Campus Ministry
(Liturgy and Service), Sport and Student Leadership.

Recognition of studentsd achi eve mdionthe maner ircvehicht r i

students conduct themselves, their achievement and attitude, selflessness, commitment and loyalty
to the College.

Definitions

Academic Achievement

Students may achieve recognition for academic achievement and effort in their curriculum
undertakings through certificates for: Highest Achievement in a course/subject, Outstanding Effort in
a class, Excellent Learning Attributes recognised in reports and Academic Excellence in their
respective year group.

Students may achieve recognition for extra-curricular involvement through receiving Distinction,
Colours and Honours in the extra-curricula fields of Art, Service, Leadership, Sport and Academic
Achievement across three levels. These levels are:

i Certificate of Distinction.

i Honours.

1 Colours.

Principles
All students will be able to access designated awards when they have fulfilled the published
requirements.

Definition of required traits:

Excellence: possessing outstanding quality or superior merit.
Commitment: the act of committing, pledging, or engaging oneself.
Service: the skills that someone has and offers for the benefit of others.
Integrity: the quality of being honest and having strong moral principles.
Loyalty: acting in a sense of duty and faithfulness.

=A =4 =4 = =9
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1 Leadership: an act or instance of leading, guidance or direction.
ACADEMIC ACHIEVEMENT

Highest Achievement

Semester 1. Awarded in the form of a certificate given to students who achieve the highest mark in
their particular Semester 1 course. The presentation of these awards will occur at a year level
assembly following the completion of that particular semester.

End of year: Awarded in the form of a College medallion and certificate given to students who
achieve the highest result in their particular course for the academic year. The presentation of these
awards will occur at the College Awards Night.

Outstanding Effort

Awarded in the form of a certificate given to students who are nominated in their particular class by
the class-teacher as demonstrating outstanding effort towards achieving in that course. The
presentation of these awards will occur at year group assemblies at the end of each school
semester.

Excellent Learning Attributes Award

Awarded in the form of a certificate given to students who have achieved consistently the highest
attributes throughout a given Interim or Semester Report. The presentation of these awards will
occur at year group assemblies following the distribution of College Reports.

Academic Excellence Award

Awarded to students who achieved specifi ed number of 6
other grade being a O6BO&d mini mum. T
College Awards Night. The required grades are as follows:

A6 grades
he

acro

Year 7 At |l east 9 O0AO6 Ganandnerns inethetcburses. 6 B6 gr ad

Year 8 At |l east 9 O60A6 Grades with a 6B6 grade min
Year 9 At |l east 9 6A0 Grades with a 6B6 grade min
Yearl0 At | east 9 O0A6 Grades with a 6BO6 grade min
Year1ll At | east 5 O0A6 Grades with a O06Bd grade min
Year1l2 At | east 5 O0A6 Grades with a 6BO6 grade min
* Students undertaking Vocational Education and

all WACE courses and satisfactory progression in their VET courses.
EXTRA-CURRICULAR EXCELLENCE

McCormack Distinction

Awarded in the form of a certificate in a given calendar year. This award is eligible to all students
attending the College who display the following traits in their participation of a given activity:
Excellence.

Commitment.

Service.

Integrity.

Loyalty.

=A =4 =4 =4 =4

The College Principal or nominated delegate will award students with this award at a year level
assembly.

McCormack Honours
Awarded in the form of a symbol on the pocket of the College Blazer and a certificate given after a
minimum of four years service to a College program or activity.

presentatio

33333

—
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This award is eligible to Year 10 - 12 students attending the College who display the following traits
in their participation of a given activity over the entirety of their four-year service:

Excellence.

Commitment.

Service.

Integrity.

Loyalty.

= =4 =8 =8 =9

Students may receive McCormack Honours in more than one activity in each field.

In order to receive this award, students meet set criteria are endorsed by the respective Head of
Learning Area. The nomination must justify the above-mentioned traits and the set criteria. All
endorsed nominations will be presented to the College Principal for final approval.

The College Principal or nominated delegate will present McCormack Honours at the end of the
respective Term.

McCormack Colours
Awarded in the form of College colours being added to the College Blazer pocket, a certificate after
a minimum of five yearsoservice to a College program or activity.

McCormack Colours is awarded to Year 11 - 12 students who display the following traits in their
participation of a given activity over the entire
Excellence.

Commitment.

Service.

Integrity.

Loyalty.

Leadership.

= =4 =8 =8 -8 =9

In order to receive this award students must meet set criteria. The student must demonstrate the
above-mentioned traits. All endorsed students will be presented to the College Principal for final
approval.

The College Principal or nominated delegate will present McCormack Honours at the end of the
respective Term.

| RENE6S SERVI CE LEARNI NG

Assistant Deputy Principal Award

Awarded in the form of a College medallion and certificate given to one student per year group who
are nominated by their respective Assistant Deputy Principal for exemplifying the College motto of
Prayer, Service and Justice. The presentation of these awards will occur at the College Awards
Night.

Certificate of Completion of mMmrenebs Service Lear
Year 12 students receive a certificate of compl e
Year 12 Graduation that includes a total of stude
is awarded to all Year 12 students who complete the program and complete all Graduation
requirements. The certificate will be included with the College Graduation Certificate.

Il renebds Service Award
Awarded in the form of a medallion. The I renebs
academic year to one student from each year group and is presented a year level assembly.
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For eligibility students must have:

i Completed over 50 hours of Christian Service spread over more than three activities.

1 Involvement in whole-s ¢ h o0 o | Il reneds Ser \actidgties. Learning Progr
1 Completion of the I renebds Service Learning Jour

Irene McCormack Award

The most prestigious award given at the College is the Irene McCormack Award. Eligibility for this
award, students are required to live out the College Motto of Prayer, Service and Justice. It
recogni zes t he st ud e n fTHe spersgre ideatifies dssuesy whichf need poi be i
addressed at the College and is prepared to demonstrate the courage to act on it. Potential
recipients will be reviewed by a panel consisting of the Principal, Assistant Deputy Principal Campus
Ministry and Assistant Deputy Principal of the respective year.

—

Awards presented at the College Awards Night
Irene McCormack Medal

Principals Award

Dux

Proxime Accessit

Champion Sports Award

Arts Award

Vocational Education and Training Award
Workplace Learning Award

All recipients must be submitted to the Assistant Deputy Principal responsible for Awards following
the formal end of the activity. The College Executive will consider nominated students and endorse
awards.

Costs
The costs for the Colours and Honours Awards are met by the students and coordinated through the
College Uniform Shop.

Revocation
Colours and Honours are conditional upon continued standards of the required traits and may be
revoked by the College Principal if deemed necessary.

Special consideration

There may be exceptional circumstances when a student has not achieved the criteria for Honours
and Colours that the Head of Area may recommend to the Principal a student for the award. This
decision will be at the prerogative of the College Principal.

CRITERIA FOR HONOURS AND COLOURS

SPORT

Honours

1 Pl ayed an entire seas on iless [@ekvehtedS W hjuryf arxanur e s
acceptable reason for a period of four years. Can be awarded in Years 10-12. Minimum 75%
participation in games.

1 Attended all training sessions as directed by their team coach or the teacher in charge of the
sport.

1 Attended all team meetings, social activities for the season as directed by their team coach or
the teacher in charge of the sport.

1 Demonstrated a strong disciplinary approach at all times. They must exhibit strong
sportsmanship at all times.

1 Must display an unselfish approach to their team and exhibit total respect for their coach and
ot her members of the teamds support staff.
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1 Students who have been unable to play because of medical reasons or are exempted from
attending training because they have been allocated a specific task with their sport (i.e. State
training) may be awarde d Col our s, i f t hat sportos c
performed their duties in an exemplary manner).

1 Demonstrate excellence in skills and strategies for the nominated sport.

SPORTS
SUMMER:

i Cricket.

1 Touch.

1 Basketball.
WINTER

1 Soccer.

1 Football.

1 Rugby Union.
1 Netball.

Athletics/Swimming: Student must compete in 8 Division 1 events over 4 years at ACC carnivals
finishing in the top 4 of competitors in each event.

Cross-Country: Student must compete in 4 individual events over 4 years at ACC carnivals finishing
in the top 20 of competitors in each race.

Colours (including above traits)

1 Demonstrate leadership through captaincy, coaching or officiating for the nominated sport.

1 Demonstrate initiative for their nominated sport by going above the normal requirements as a
player, captain or coach.

1 Excelled in performance in their given sport.

1 Demonstration of above requirements over a period of 5 years at the College, including Year
12.

Athletics/Swimming: Student must compete in 10 division 1 events over 5 years at ACC carnivals,
including Year 12, and finishing in the top 3 of competitors in each event.

Cross-Country: Student must compete in 5 individual events over 5 years at ACC carnivals,
including Year 12, finishing in the top 10 of competitors in each race.

Students awarded in the Associated Catholic Colleges Representative Team, All-Stars Team or
named ACC individual age champion on three separate occasions will earn College Colours in that
particular sport.

PERFORMING ARTS

Distinction

1 Participation in school ensembles/clubs/teams with excellent attendance in a given year.
1 Participation in Catholic Performing Arts Festival (solo and ensemble).
1 Participation in College Performing Arts events:

Sounds at Sunset.

Recital Night.

Dance Night.

Soundscape Festival.

Drama Night.

Angelico.

Carnivale.

Continued practice and improvement on chosen instrument.
Dedication and commitment to the department.

OO O0OO0OO0OO0OO0o
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Honours

= =4 =8 =4 =9

Attainment of a Certificate of Distinction over 4 years at the College.
Participation in at least 2 College productions over 4 years.

Participation in at least 2 College ensembles/bands/teams with excellent attendance.
Participation in Catholic Performing Arts Festival (solo and/or ensemble).
Participation in all College music events where requested:

o] Sounds at Sunset.

Recital Night.

Dance Night.

Soundscape Festival.

Drama Night.

Angelico.

o] Carnivale.

High level of competency on chosen instrument with consistent practice.
Participation using the above traits over four years at the College.

[l elNolNe]

Colours
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Attainment of a Certificate of Distinction over 5 years at the College.

Attainment of College Honours.

Participation in at least 2 College productions over 5 years including Year 11 or 12.
Leadership role in school ensembles/clubs/teams with excellent attendance.
Performance at Catholic Performing Arts Festival in the capacity of a performer (solo and/or
ensemble).

Leadership role/Captaincy in College Arts events:

o] Sounds at Sunset.

Recital Night.

Dance Night.

Soundscape Festival.

Drama Night.

Angelico.

o] Carnivale.

Outstanding ability on chosen instrument with an outstanding practice record.
Proactively seeking involvement in all aspects of the Performing Arts department.
Acts as a mentor to younger students in music ensembles/drama cubs/dance teams.
Participation using the above traits over five years at the College.

Leadership, dedication and commitment to the department.

O O0OO0OO0Oo

CAMPUS MINISTRY

Se

Honours

1 Compl etion of 200 recorded hours of l reneods
years.

1 Demonstrated active involvement in the 2 Christian Service Projects in each given year over a
period of 5 years.

1 Live the gospel as exemplified by Irene McCormack. This will be evident in the manner they
treat their peers and staff with kindness and respect. Inappropriate behaviour towards peers or
staff will disqualify students from being awarded Colours.

1 Be an advocate for justice and show evidence of recognising injustice and willingness to act in
the face of it. This will be evident by the way peers and staff have noticed and respect the
studentds openness, sérvicc.egrity and generous

1 Have attended and actively participated in all College and House cultural days such as IMCC
Day, Sports Carnivals and Year Group events, embracing these as gifts to be celebrated and
shared.

1 Be ever respectful, and where appropriate a willing participant and ready assistant in College,
Year Group, House and Care Group Liturgies.

1 Complete the requirements ofthel r eneds Service Learning Prograt
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1 Where appropriate, instigate or assist in extra Christian Service opportunities, responding to
the need we see in the world.

Colours (including above traits)

1 Completion of 300 recorded hours of-12reneds S

1 The student needs to have demonstrated leadership at Irene McCormack Catholic College, in
assisting our College community to authentically live out our Mission, as a Catholic
community, living our Motto of: Prayer, Service and Justice.

1 Served a Special Minister of the Eucharist in Year 11 and/or 12 and/or contributed significantly
to the College liturgical program.

LEADERSHIP

1 The College Head Boy and Girl will receive Colours for Leadership following their official
appointment to the position. This will be recognised as a full trim embroidery on their College
Blazer. College Prefects will receive College Colours on their blazer pockets and sleeves.

1 Students who undertake student representation in each year from Years 7-10 as well as Peer
Support leadership in Year 11 will be awarded Honours in Leadership.

ACADEMIC

Students who achieve the following accolades will receive College Honours in Academics:

q Dux.

1 Proxime Accessit.

1 SCSA Award.

T Al | OAO grades or VET equivalent in Years 11

1 Coll ege .6976 Club

Review History

Date Policy Introduced: 2016

Date of Next Review: 2021

3.4 CANTEEN AND HEALTHY FOOD/DRINK CHOICES

Rationale

The human person, though made of body and soul, is a unity. The human body shares in the dignity

of the image of God: it is a human body precisely because it is animated by a spiritual soul, and it is

the whole human person that is intended to become, in the body of Christ, a temple of the Spirit.

6Catholic schools contribute to the development

formation in Chri sti an conscience and virtuebo (Mandat e,

educated to understand that they are physical/spiritual beings in relationship with God. Catholic
schools encourage students to make responsible choices for their lives including healthy food
choices.

Catholic schools have a legislative responsibility to provide appropriate levels of care to students in
the education environment. Irene McCormack Catholic College aims to educate the College
community in making healthy eating an easy and informed choice. Research shows that a healthy
eating plan assists students to perform and behave better at school. The College aims, via a
mul tifaceted progr am, to influence and shape
affect lifestyle and behaviours later in life.

st
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By our Healthy Food and Drink Choices Policy, Irene McCormack Catholic College aims to:

1 Provide economically viable, hygienic and nutrition-oriented food through the College canteen
and at school events.

1 Model good eating habits by ensuring the availability and sale of foods and beverages in the
Coll egeds canteen that are consistent with th
Australia Policy statement 2-C14 and Depart ment of Education a
and Drink standards.

1 Provide the College community with information about food and nutrition and its role in
preventing and controlling diet related diseases.

1 Foster the prevention and control of diet related diseases in students.

Scope
This policy applies to all aspects, events and departments at Irene McCormack Catholic College.

Principles

A healthy and nutritious food and drink policy makes a positive statement to students, staff

members, parents and the broader community about the value placed on human life.

1 It is important that parents, staff members and students work together to support a whole-

school approach to building a school culture in which students actively choose nutritious food

and a healthy lifestyle.

School canteens should serve the school community with nutritional food at affordable prices.

Healthy canteen and vending machine choices complement the nutrition knowledge taught in

the classroom and promote a school culture of healthy eating that can extend into the wider

family and community.

1 The school curriculum is the ideal place for students to learn about nutrition and making
healthy food choices.

1 School canteens comply with the Catholic Education Commission of Western Australia Policy
statement 2-C14 o6 Occupational % afSethyoohbhaed He alotrtde t
handling, preparation and serving of food.

=A =4

Procedures
To achieve the aim of this policy the College shall endeavour to adhere to the following procedures:

1 Make healthy food an easy option for students and stafftopur chase via the Col
by adhering to the Department of Education and
(Refer to the website: http://www.det.wa.edu.au/healthyfoodanddrink/index.html)

1 Ensure that the College curriculum is rich with learning opportunities that encourage and aid
students in making wise food and drink choices.

1 When providing food through the College canteen or at school events, emphasis shall be
given to the following foods that contribute significantly to meetingstu dent sd nutr i ti o1

A Breads and cereal foods, e.g. rice, pasta, especially wholegrain varieties

Fruit 7 preferably fresh, but including frozen and canned

Vegetables i fresh, frozen and canned

Reduced fat varieties of milk, cheese, yoghurt

Lean meats, skin4ree poultry, fish, eggs, baked beans and other legumes

Plain water

Prohibiting students from leaving the school grounds to buy their lunches.

Promoting the drinking of water as the first and best choice.

The College adopt s t himg systém farfdétérmining they duitaldility armlo d  r

nutritional value of the food provided by the College Canteen or at school events.

> > > > >

=a =4 =



Page 42 of 163

The majority of choices available shall be based on the core food groups and be
predominantly those cicamayibé supplemeatsd by nvenEencé
products which may be classified as either
be sold.

Some red rated foods may be sold at special College events, but these items should be limited
with ample green and amber choices available. Such events include but are not limited to
IMCC Day and fundraising activities.

People preparing food through the canteen or for school events shall ensure appropriate food
safety and hygiene standards are maintained. This means that it is prepared, cooked,
transported and served in such a way as to retain nutrients and to minimise bacterial
contamination and growth.

Procedures for Class/ Fundraising stalls utilising food and drinks.
Students approach Assistant Deputy Principal i Campus Ministry for approval of fundraising

events.

1 If approved the Assistant Deputy Principal i Campus Ministry to inform students/ staff that
food stalls must then be approved by College Executive to meet our Healthy Food and Drink
Choices Policy.

1 Information to be passed onto to classes/ student groups regarding the policy. Traffic light
system to be provided. Red rated foods will be limited as per section 4.7 of this policy.

1 Executive to determine approval of food and drink.

1 Food preparation shall ensure appropriate food safety and hygiene standards are maintained.

This means that it is prepared, cooked, transported and served in such a way as to retain
nutrients and to minimise bacterial contamination and growth.

w h
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Careal foods — wholegrain Savoury braads such as garlic, harb

cereals, pasta, noodles, rice, and pizza bases
cous cous, quinca »  Raduced fat pastry items"
s Avariety of bread types including | »  Frankfurts and sausages for hat
wholegrain/ wholemeal dogs and/or sausage sizzles”
¢ \egstables and legumes e.g. & Savoury commercial products 2.
stuffed potatoes, com-on-caok, fish, chicken, potato portions,
baked beans, 4 bean mix, garden pizza"
salads, potato salad, coleslaw #  Hamburger pattias”
{using reduced fat dressings | & Processed meat e.g. ham, skin-free
¢  Fruit, frash and frozen, whale, fruit processed chicken
salad, sliced fruit % Assorted cakes/biscuits or muffins”
¢  Fruit canned in natural juice s Sweet and savoury snack foods”
s A vwariety of sandwich/rall fillings, *  Plain dried fruit
preferably sarved with salad & g. *  |ge creams and icy poles®
«  BEE # PReduced fat flavoured milk
reduced fat cheese (mare than 375mL and less than
< tuna, canned in spring water &00rmiL)
or bring &« High schools only: reduced fat
= lean meats i.e. roast beef coffes flavourad milk (575mL or
< yeast spreads lass)
< hummus «  Full fat dairy products e.g. plain
*  Lean meats, fish, poultry miilk, yoghurt, cheese
s Meals”, especially those with o Full fat flavoured milk (375mL or
wegatables e.g. pasta bake, curry lass)
and rice, frittata, soup, sushi, rice & 0% fruit juicas |250mL or le3s)
paper rolls and no added sugar
&« Reduced fat dairy products % Dairy desserts’ &g reduced fat
including: custard, ice cream and mousse
«  plain milk irmilk/milk alvernative listed as first
= flavoured milk (375mL or lass) ingrediant}
- cheess
«  plain and flavourad yoghurt NOTE: Reduced for dairy recommended
&  Plain water [for children over the oge of 2 years

& Plain mineral water

What's on the menu in WA school canteens?
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Full-fat pastry items
Deep fried food of any description
Swaet sandwich fillings including
jam, nut spreads, honey or
confectionery sprinkles

High fat sandwich maats including
polony and salami

Confectionery e_g. chocolate,
liquarice, cough lollies, fruit juice
based jellies

Swieet of savoury snack items that
do not meet the criteria e.g.
potato chips

Soft drinks, cordial, sports drinks
Reduced fat flavoured milk

[miare than &00mL)

Reduced fat coffee flavoured milk
drink [maore than 375mL)

Full fat coffes flavourad milks all
SizES

High caffeine drinks e.g. drinks
containing Guarana

Chacolate coated and premium
style ice-creams

Croissants, doughnuts, cream filled
or icad buns/cakes, sweet pastrias,
slices

Fruit juice {more than 250mL)
and/or with added sugar or
sweetenar

water flavoured with fruit juice,
sugar and,/or sweatener

"Oniy those meeting FOCIS/ Star Choive™ nutrient criteria
Effective 1 July 2007

Review History
Date Policy introduced: 2018
Next Review due: 2021
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3.5 CODE OF CONDUCT

Purpose
The purpose of the Code of Conduct is to describe minimum standards of conduct in all behaviour
and decision making to ensure the safety and well-being of students.

Application
The Code applies to all members of the College community including staff, students, volunteers and

parents. The term d6éparentsédé includes guardians.

Introduction
You acknowledge the inherent vulnerability of the students in your care.

You recognise that the safety and well-being of students depends upon your vigilance and diligence
and the vigilance and diligence of all adults.

The Code does not give detailed professional advice on specific behaviour. It describes the
minimum expected requirements.

The Guidelines are illustrative and not an exhaustive list of the behaviour covered by the Code.
If your behaviour deviates from the standards described in this Code members of the College should
be prepared to explain and justify decisions and actions.

While mandatoryl anguage such as Omust 06, 6shall 8 and 6wi
a presumption the conduct described is mandatory.

The Principal expects you to conduct yourself personally and professionally in a way that maintains
public trust and confidence in the College and the Church.

Members of the College have a responsibility to all other members of the College and the wider
community to provide and support safe and competent education and care of students.

All members of the College community are expected to support each other to comply with the Code.
In cases of conflict between parts of the Code, between the Code and other school policies, or in
any decision-making choices, priority must be in the best interests of the safety and well-being of the
child.

Breaches

Breaches of the Code must be notified to the Principal within 48 hours. Failure to notify the Principal
of a breach of the Code is a breach of the Code.

A breach of the Code may constitute a failure to follow a lawful direction from the Principal and
therefore the Principal will have the discretion as to what action to take, which may include
counselling, professional development or sanctions under any agreement between you and the
Principal. If you are a parent, volunteer or visitor, the Principal may take such action as is
appropriate in your circumstances to maintain the safety and well-being of students.

The Principal must notify the appropriate authorities of any breach of the Code that was grooming
behaviour: i.e. deliberately undertaken with the aim of befriending and establishing an emotional
connection with a student, to | ower the student

activity with the student. Examples include:

1 Developing relationships that could be seen as favouritism (for example, the offering of gifts or
special treatment for specific students).

1 Being alone with a student in circumstances where you are unseen or unlikely to be randomly
interrupted.

A

(0]
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1 Initiating unnecessary physical contact with students or doing things of a personal nature that
a student can do for themselves, such as toileting or changing clothes.

1 Engaging in personal disclosures (including personal contact details), or exchanges containing

sexual content with or in the presence of a student.

Organi sing contact with a student or t hei

knowledge and/or consent (e.g. tutoring, sport coaching).

Having any non-curriculum related online contact with a student (including via digital media) or

their family.

Using any personal digital media account to contact students or their family.

Photographing or videoing a student without the consent of the parent.

Being in the presence of a student whilst under the influence of alcohol or non-medically

prescribed drugs or offering either to a student.

=

= =4 =4 =

The Principal must notify the appropriate authorities of any breach of the Code that was sexual

abuse of a child: ie sexual behaviour in circumstances where:

w The student is the subject of bribery, coercion, a threat, exploitation or violence.

w  The student has less power than another person involved in the behaviour.

w  Or, there is a significant disparity in the developmental function or maturity of the child and
another person involved in the behaviour.

Conduct Statements
1 You act safely and competently.

1 You give priority t obeiagirualywur behaviousand dedisipn neaking). we | |

1 You act in accordance with the values of the Gospel as defined in the Code of Ethical
Conduct.

1 You conduct yourself in accordance with laws, agreements, policies and standards relevant to

your relationship with the school community.

You respect the dignity, culture, values and beliefs of each member of the school community.

You treat personal information about members of the school community as private and

confidential.

1 You give impartial, honest and accurate information about the education, safety and well-being
of students.

1 You support all members of the school community in making informed decisions about
students.

1 You promote and preserve the trust and privilege inherent in your relationship with all
members of the school community.

1 You maintain and build on the communityds
Church.

1 You act reflectively and ethically.

1 You allow students to have a voice in their education, safety and well-being.

= =4

Conduct Statement 1
You act safely and competently.

Guidelines
1 You are expected to put the safety of students ahead of every other relevant but secondary
consideration.

1 In doing so, you are expected to act within the scope of your expertise and role within the
school community.
1 If the safety and well-being of a student requires skills and experience outside your core

competency, you must refer the student to the appropriate expert.

1 You are personally responsible within the context of your position in the school community for
the provision of safe and competent student education. It is your responsibility to maintain the
competence necessary to fulfil your role. Maintenance of competence includes participation in
ongoing professional development to maintain and improve knowledge, skills and attitudes
relevant to your role in your school.

trus
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1 You recognise that the Principal, staff, parents and students assess your ability to act safety
and competently based on your behaviour and decision making, and you do likewise in your
assessment of them. You are responsible for conducting yourself in all things such that there
is no speculation, doubt or ambiguity that you do so in the best interests of students. You must
take reasonable steps to avoid situations where your decisions or behaviour could be
interpreted as putting students at risk. You must also notify the Principal as soon as possible if
you found yourself in such a position of ambiguity so that you can explain the circumstances.

1 You recognise each studentdés and their parent
protected against foreseeable risk of harm; and be involved in and informed about decisions in
relation to their education.

1 You perform your role in the school within your professional or industry competency and
according to school policies and any standards or codes applicable to your profession or
industry.

1 You notify an appropriate person or the Principal of any information relevant to maintaining
student safety and well-being, or any observation of questionable, unethical or unlawful
behaviour, including breaches of this Code, and intervene to safeguard the student if the
circumstances require it.

1 You ensure that any information you receive relevant to the safety and well-being of students
is either acted upon by you in the best interests of the student if you are the relevant decision
maker or passed to the relevant decision maker for them to act.

1 You perform your work in a safe and competent manner that is not compromised by personal
health limitations, including the use of alcohol or other substances that may alter your capacity
to act safely. If your health threatens your ability to work safely and competently, you have a
responsibility to seek assistance to address your health needs. This may include making a
confidential report to an appropriate authority.

1 Al cohol is only to be stored in either storer o
fridge in the staffroom. Alcohol can only be consumed for staff social occasions in the
staffroom. No alcohol can be stored in Staff offices regardless of its purpose. For other official
school events, alcohol can only be consumed in an area approved by the Principal and only
for that specific event.

1 You perform duties in partnership with parents and school staff and in accordance with the
standards of your profession or industry (e.g. Teachers Registration Board).

1 You perform duties in accordance with wider standards relating to safety and quality in
education and student care and responsibility for a safe school, such as those relating to
occupational health and safety, mandatory and critical incident reporting, and participation in
incident analysis and formal open disclosure procedures.

1 You make decisions about students based on their age, ability, and in the best interests of the
student 6s sense of security, and physical, soci

1 You seek advice, assistance and second opinions from experts and Principal as necessary.

Conduct statement 2
You give priority to s tbaeidgein @lk\your dehbveotryandadeadsiowe | |
making.

Guidelines

1 You accept that you and all adults have individual and joint responsibility for the safety and
well-being of students.

1 You ensure the safety and well-being of students are the primary focus of your actions and
decisions and take precedence over any other considerations including the reputation of the
school and your own needs.

1 You support the safety, health and well-being of each student, promoting and supporting
decisions and behavi our t haconfidemce, safety dnd wed-beingp t h e

1 You do not behave in any way that risks creating ambiguity about whether you are acting in
the best interests of a student.

i You respectfully communicate in plain language and in a way the student and those
supporting their education can understand so they may fully participate in that education.



Page 47 of 163

1 You support informed decision making by advising the student as appropriate and those
supporting their education about education options and assist the student and their supporters
to make informed decisions about that education.

1 You endeavour to ensure the voice of the student is heard as appropriate, taking into account
age and circumstances.

1 You seek out, welcome, and learn from information relevant to the safety and well-being of
students in any form, including advice, disclosures, complaints, criticisms, feedback and
performance reviews. You look for opportunities to engage in formal and informal group and
self-refl ection and professional devel opment about
and the school can learn and continuously improve.

1 You recognise that all information about students collected by school staff is done so on behalf
of the Principal and for the benefit of the student. Therefore, all information is disclosed to and
accessible by all who have a need to know it in order to support the education, safety and well-
being of the student.

1 You respectfully advocate for the safety and well-being of students above all other
considerations.

1 You recognise the 1importance that student sd e
disturbance.

1 You disclose to the Principal any information that a reasonable person would recognise may
be relevant to the safety and well-being of students so that the Principal may make appropriate
decisions to manage any risk to them. This includes any relationship with any person who may
have been accused of harming children or acting unsafely towards them.

1 You recognise that students and their parents are entitled to assume that the sole focus of
your engagements with students is to educate them within a safe environment that puts their
well-being above all else. You understand that this trust by parents and students puts the onus
on you to use your relationship with students solely for their education. You use all
engagements with students and their parents, whether in person, through a third party, or via
digital media for the purpose of teaching the curriculum.

1 You do not accept gifts or benefits that could be viewed as a means of influencing your
objective decision making.

Conduct statement 3
You act in accordance with the values of the Gospel as defined in the Code of Ethical
Conduct.

Guidelines

1 You are mindful that your decisions and behaviour are opportunities for students and others to
see Gospel values in action and how faith integrates with life. Therefore, you are responsible
for educating yourself and anyone you lead on the content of those values, and their practical
application in your decision making.

1 You acknowledge that as a member of a Catholic school community, you are required to strive
to develop and live out your relationships with all people in a manner that is based on Gospel
values as defined in the CECWA Code of Ethical Conduct.

1 You accept that as a member of a Catholic school community, your conduct reflects on
Catholic Education and the Church, and therefore you must strive to uphold the letter and spirit
of the Code of Ethical Conduct.

1 You are called upon by the Code of Ethical Conduct act in a manner that is:

o] Based on Christian ethics.
o] Professional.

o] Timely.

o] Contextually appropriate.

1 The Code of Ethical Conduct requires you to take an ethical approach based on the living out
of Gospel values which find expression in:

o] Respect for the dignity of each person.
o] Acknowledgment of the giftedness of each person.
o] Commitment to building positive relationships.
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o] Confidentiality.
o] Accountability.
1 Respecting dignity is based on:
o] A conscious appreciation of the sacredness o
o A sensitivity to the fact that each individual has emotions, fears, hopes and an innate
goodness which flows from creation in the image of God.
1 Recognising the giftedness of others involves:
o] Discerning these gifts.
o] Naming and acknowledging these gifts.
o] Empowering individuals and groups to use their gifts.
1 Fostering positive relationships which flow from being:
o] Welcoming and open.
o] Honest and loyal.
o] Trusting and trustworthy.
o] Willing to share knowledge, skills, resources and insights.
1 Committing to appropriate confidentiality based on:
o] Respect for others.
o} Professionalism.
1 Committing to:
o] The Mandate of the Bishops of Western Australia.
o] The acceptance of responsibility for any action or initiative at a personal and professional
level.

Conduct statement 4
You conduct yourself in accordance with laws, agreements, policies and standards relevant
to your relationship with the school community.

Guidelines

1 Your relationship with other members of the school community is defined by whatever written
or verbal agreement has given rise to that relationship. If you are a member of staff, it is your
employment agreement. If you are a parent or acting in a parental capaci t vy , it is the
enrolment agreement. If you are a member of the school board, it is your school board
constitution. If you are a visitor, it is in accordance with the permission of the Principal to be on
school grounds on condition that you act safely and competently.

1 If you witness the unlawful or unsafe conduct of any other member of the school community,
or breaches of policy or this Code, whether in teaching, administration, school support
services, or while engaging with students in person or via digital or other media, you have both
a responsibility and an obligation to notify such conduct to the Principal or an appropriate
authority and take other action as necessary to protect students.

1 Where you notify the Principal or a delegate of unsafe conduct, including breaches of this
Code, and that natification fails to produce an appropriate response in the circumstances, you
may take the matter to an appropriate external authority.

1 You respect both the person and property of students and their families, and of other members
of the school community, and the property and finances of the school.

1 You use school property and resources responsibly and for the purposes of the school.

Conduct statement 5
You respect the dignity, culture, values and beliefs of each member of the school community.

Guidelines

1 You respect both the person and capacity of each member of the school community, treat
them with dignity, show respect for their culture, values, and beliefs.

You interact with members of your school community in an honest and respectful manner.

You perform your duties and conduct your relations with students and members of the school
community with fairness and justice.

)l
)l
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This includes taking appropriate action to ensure the safety and quality of the education and
care of students are not compromised because of harmful or prejudicial attitudes about
culture, ethnicity, gender, sexuality, age, religion, disability, spirituality, political, social or
health status.

In planning and providing education and school support services, you uphold the standards of
culturally safe and competent care. This includes according due respect and consideration to
the cultural knowledge, values, beliefs, personal wishes and decisions of each member of the
school community. You acknowledge the changing nature of families and recognise that
families can be constituted in a variety of ways.

You do not express racist, sexist, homophobic, ageist and other prejudicial and discriminatory
attitudes and behaviours toward any member of the school community. You take appropriate
action when observing any such prejudicial and discriminatory attitudes and behaviours.

In making professional judgements in relation to the interests and rights of a member of the
school community, you do not contravene the law or breach the human rights of any person.

Conduct statement 6
You treat personal information about members of the school community as private and

confidential.

Guidelines

1 You use personal information in accordance with your school Privacy Policy.

1 You have ethical and legal obligations to treat personal information as confidential. You protect
the privacy of each member of the school community by treating the information gained in the
relationship as confidential, restricting its use and disclosure to the purposes defined in your
school Privacy Policy.

1 If a third party asks for access to personal information, you must take reasonable steps to
confirm the identity of the third party, and that it is lawful to disclose the information to them.
You must inform the member of the school community that you have disclosed their personal
information unless you are satisfied that there are legal reasons for not doing so.

1 You seek advice if you identify a conflict between protecting personal information and any
resulting risk to the safety and well-being of a student.

1 You create and keep accurate records of conversations about significant decisions involving

the safety and well-being of students.

Conduct statement 7
You give and seek the best, honest and most accurate information about the education and
care of students.

Guidelines

1 You give and seek accurate advice relevant to the education, safety and well-being of
students, based on primary rather than secondary sources.

1 You fully explain the advantages and disadvantages of any options, so all involved can
participate constructively in decision making to deliver the best results for the student.

1 You accurately represent the role you play in the education, safety and well-being of students.

1 Where the education, safety or well-being of a student requires expert knowledge or
experience, you seek these out for the benefit of the student.

1 You seek out first hand sources of information directly from parents, colleagues and experts,

or in documents and policies when making decisions or giving advice rather than relying on
hearsay, opinion, rumour or assumptions.
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Conduct Statement 8
You support all members of the school community in making informed decisions about
students.

Guidelines

T
)l

You recognise that parents are the first educators of their children and equal partners in the
education of students.

You understand that each member of the school community has skills, experience and
knowledge that may be a unique resource that can be directed to towards the safety and well-
being of students.

You actively share information about students with their parents and the Principal so that they
may make informed decisions about students. You listen to everyone with courtesy and
respect.

You treat the opinions of parents and school staff about the education and well-being of
students with respect and dignity, even if you do not agree with it or believe it is misinformed
or misguided.

You use plain language with appropriate style, tone and level in your written or verbal
communication, particularly when expressing technical or expert advice, and you actively seek
confirmation that you have been understood.

You engage with all parents equally and fairly, regardless of their relationship status, mindful
that, in the absence of court orders to the contrary, each parent has equal and joint parental
responsibility for their child. You do not allow your opinion about the behaviour of parents to

prevent you from engaging openly and honest |

education.
You continue to inform and engage with a parent about the education and well-being of their
child on the assumption that it is in the

parentds | evel of engagement ctany debisioy loywa pavent tot h e

disengage with you or their child, and you remain open to re-engage in the future.

You act to strengthen, preserve, restore and promote positive relationships between the
student and their parents, family members, and those significant to the student, regardless of
any breakdown in these relationships.

You do not use the behaviour of either parent as a reason for denying them or their child
access to information or support from the school that are in the best interests of the student,
unless doing so would place the student or school community at risk of harm.

Conduct statement 9
You promote and preserve the trust and privilege inherent in your relationship with all
members of the school community.

Guidelines

1
)l

You promote and preserve the trust inherent in your relationship with students and with their
parents.

You recognise that an inherent power imbalance exists within your relationship with students
that may make the students and their family vulnerable and open to exploitation. You actively
preserve the dignity of all people through practised kindness and by recognising the potential
vulnerability and powerlessness of each student and their family. You recognise that the power
relativities between you and a student can be significant, particularly where the student is very
young, has a disability, a difficult family background, has cultural differences, or experiencing
emotional turmoil. This vulnerability creates a power differential in your relationship with
students that must be recognised and managed with care.

You take reasonable measures to establish a sense of trust to protect the physical,
psychological, emotional, social and cultural well-being of each student. You protect students
who are vulnerable, including but not limited to students with disability, from exploitation and
harm.

You have a responsibility to maintain appropriate boundaries with students and to actively
support other adults to do likewise, including bringing to their attention any failure to do so.

\
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1 You may have personal or recreational rel ati on
families and friends, or with school staff. You are aware that dual relationships may
compromise student care and well-being. In cases of overlap or conflict between your dual
relationships, you act with the primary intent of the safety and well-being of the student, which
may require you to withdraw from a social relationship.

1 You do not engage in any behaviour with a student that could be interpreted by a reasonable
person as being a friendship.

1 You do not engage in any behaviour with a student that a reasonable person could interpret as
creating an opportunity to engage in emotional, physical or sexual intimacy with a student.

1 You recognise that the power imbalance between you and students means that the onus is on
you to avoid any ambiguity or misunderstanding by a student or third party about your intent in
your behaviour towards them.

1 You understand that the power imbalance between you and students means a student is
unable to give their consent to engaging in emotional, physical or sexual intimacy with you,

regardless of the | egal age of consent, or the
seek nor rely on such express or implied consent from a student to engage in an intimate
relationship.

1 You understand that the power imbalance between you and students may continue to
influence studentsdé choices beyond the date wh
You must therefore not engage in emotional, physical or sexual intimacy with a former student
within two years of them ceasing enrolment at your school, or them turning 21, whichever
occurs latest.

1 You take all reasonable steps to ensure the safety and security of the possessions and
property of students and their families that are in your care.

1 You do not knowingly mislead parents or make misrepresenting statements to them or
withhold information relevant to their ability to make informed decisions about their children
unless required by law.

1 You recognise that there may be rare exceptions to full disclosure to parents. Such disclosure
of information may compromise law enforcement or other risk management processes, or the
privacy and reputation of those involved. You seek legal or other expert advice in resolving
such situations, recognising that parents have the right to know about any risk to their children.

Conduct statement 10

You maintain and build on the communityds trust a
Church.
Guidelines

1 Your conduct maintains and builds public trust and confidence in your school, other members
of the school community, and the Church.

1 Any unlawful and unethical actions in your personal life risk adversely affecting both your own
and t he s chodnltle®yes oftheupubdict If tiergood standing of either you or the
school was to diminish, this might jeopardise the inherent trust between the school and
parents, as well as the community more generally, necessary for effective relationships and
the best education of students.

1 You notify the Principal of your involvement in any criminal investigation or other legal process
that may undermine trust and confidence in your judgement or care of students.

1 You consider the interests of the school and the Church when exercising your right to freedom
of speech and patrticipating in public, political and academic debate, including publication.

1 You never place the reputation of the school above the safety and well-being of students.
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Conduct statement 11
You act reflectively and ethically.

Guidelines

1 You engage with the school reflectively and ethically to ensure that you consciously put
student safety and well-being at the forefront of your behaviour and decisions.

1 You develop and maintain appropriate and best practice advice, support and care for each
student and their family.

1 You evaluate your conduct and competency according to this Code, the terms and conditions

of your relationship with the school, and school policies.

You contribute to the professional development of school staff as appropriate.

You contribute to continuous improvement by supporting opportunities to record, assess and

learn from incidents involving student safety and well-being.

1 You advise the Principal of any reduction in your capacity to act in the best interests of the
safety and well-being of students, due to health, social or other factors, while you seek ways of
addressing the deficiency.

1 You take care of the safety and well-being of all members of the school community so that you
all may fully contribute and cooperate in providing for the safety and well-being of students.

=A =

Conduct Statement 12
You allow students to have a voice in their education, safety and well-being.

Guidelines
1 You recognise that while you and all adults have responsibility for the safety and well-being of
students, students have opinions and ideas about their education and well-being.
1 You allow age-appropriate opportunities and forums for students to reflect on and express
their opinions and ideas and you treat those expressions with respect and care.
1 You regularly invite students to participate in decision making about their education and well-
being and offer them constructive feedback on their ideas and opinions.
1 You encourage students to inform you or the Principal of any concerns they have about their
own or other student s-eing.doudotiowiumtiose caneefneand/keepr we |
students informed of how they are resolved.

Related Documents
T CEWA Safe Schools Framework

Review History

Date of First Review: 2016
Date of Last Review: 2019
Date of Next Review: 2022

3.6 CRISES MANAGEMENT

Rationale

Events that result in severe emotional distress may occur at any time and without warning. The
College community could be de-stabilised by a tragic event where students and/or staff have been
seriously injured or killed. The College has a responsibility to manage the reactions of students and
staff, to foster physical, social and psychological wellbeing after a traumatic event.

Definitions

In schools, a crisis might be considered as any situation faced by staff or students that cause them
to experience unusually strong emotional reactions which may have the potential to interfere with
their ability to perform at the scene or later. Crises tend to be far outside of the normal experience of
those involved and indeed of most of the population. Accordingly, the individual has little by way of
guideline from past experience on how to deal with the event or the reactions to it. Students have
even less experience to draw on than adults and usually have a more restricted repertoire of coping
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responses. Sense of control and self-efficacy are likely to be reduced. Students are likely to be
looking to those adults who usually provide support, guidance, direction and leadership to continue
to fulfil these roles.

Scope
This policy applies to the Irene McCormack Catholic College community.

Principles

1 Catholic schools are safe and supportive environments where the 11 principles and 6 key
elements of the National Safe Schools Framework (2203) are practiced.

1 Catholic schools owe a duty of care to their students, staff and others who may visit the school
or be involved in school activities.

1 Catholic schools take actions to:

o] Prevent crises or reduce the chance of these occurring, and where these may still occur,
acting to mitigate the impact.

o] Prepare for crisis events by appropriate planning, training and education.

o} Respond with a rapid, organised and effective implementation of actions and
mobilisation of resources.

o] Facilitate recovery by recognising that this is founded within the Planning, Preparation
and Response elements (as described in the previous 3 bullet points) and by providing
appropriate levels of support to the school community.

1 Establish an effective Crisis Management Plan requires a whole of school community

approach that is consistent with the Cathol

Pastoral Care Framework.

1 Particular kinds of events such as suicide require an approach that is different to that needed
in other kinds of death. It is important in responding to a suicide that actions do not increase
the risk of imitative behaviour. Appropriate actions can reduce risk and have a protective
influence.

1 Both the involvement and agreement of bereaved parents/caregivers and family are
particularly important when putting in place support and recovery processes within the school.

Procedures
The College forms a Crises Management Team (CMT) consisting of the Principal, Deputy Principal
(Convener), respective Assistant Deputy Principal and College Psychologist.

Crises occurring when a student is not in school care
Staff member receiving the news directly from the family (or other reliable source) contacts the
Principal or Deputy Principal.

The Deputy Principal in collaboration with the respective Assistant Deputy Principal and College
Psychologist will determine the extent of support required for students and family. If necessary, the
Deputy Principal will call a meeting of the CMT as soon as is practical. The Team is given a clear
explanation of the known facts.

Crises occurring in the school
Staff member first to attend to the student involved and sends a student or teacher to locate the
Deputy Principal.

The Deputy Principal in collaboration with the respective Assistant Deputy Principal
i Decides on need for ambulance.
T Advises Principal of situation.

The Principal or delegate contacts parents and police if necessary.
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The Deputy Principal in collaboration with the respective Assistant Deputy Principal and
Psychologist will determine the extent of support required for students and family. If necessary, the
Deputy Principal calls meeting of the CMT as soon as is practical. The Team is given a clear
explanation of the known facts.

Crises occurring on excursion or camp

Where a crisis occurs on a school camp or excursion the staff member in charge of the camp or
excursion will:

1 Arrange medical assistance as required.

1 Contact the Principal and advise of the situation and action to date.

The Deputy Principal in collaboration with the respective Assistant Deputy Principal and
Psychologist will determine the extent of support required for students and family. If necessary, the
Deputy Principal calls meeting of the CMT as soon as is practical. The Team is given a clear
explanation of the known facts.

Response procedures
Crisis Management Team selects from the following as appropriate:

Family Visit

In the event of the death of a student (or staff member) the Principal advises Deputy Principal of the
circumstances; and Principal, Deputy Principal and/or Assistant Deputy Principal visit distressed
family. Principal asks parents (or family) for permission to provide information on the death to the
school community. If there is a staff member who knows the family well, it may be appropriate for
that person to accompany the Principal to visit the family.

Need for outside assistance to implement Response Plan
Depending on the perceived likely impact of the situation on the school community, external
consultants may be asked to assist the school in providing support in implementing its response
plan. The Psychologist will contact the Non-Government Schools Psychology Service (NGSPS) and
other relevant agencies to ascertain their willingness to support us if needed and will contact such
agencies when it is determined by the CMT that such help is warranted. The need for support for
staff will also be considered.

1 Psychological first aid will be administered as needed. The College Psychologist maintains
actions sheets and a contact list.

1 It may be necessary to arrange for an interpreter to assist with communication.

1 In the event of the death of an overseas fee-paying student, appropriate assistance would be
sought from embassies and other agencies to assist in the notification of parents and in the
implementation of a response plan. The Department of Immigration and Citizenship is also to
be informed/consulted.

Staff Briefing
The CMT Coordinator arranges for a staff briefing. If out of school hours, the Deputy Principal will

inti ate 6éphone chaind to advise that an emergency

school day. The Deputy Principal contacts the Sc h o o | Secretary and Pri
received during school day, a staff briefing is held at the next break: recess, lunch or at the end of
school day.

Principal prepares separate statements suitable for release to staff and media.

At the staff briefing:

1 Principal conveys the relevant facts of the situation to staff.

1 Staff are given a written statement of the situation to enable them to present the matter to their
next class. Staff are given instructions on how to present the information, and appropriate
ways to respond to likely reactions.

nci

p
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| Staff will be advised that a meeting for interested and affected staff will be held after school
with the College Psychologist to discuss any issues of concern arising from their experiences
with students during the school day. Counselling support will be made available.

Communication/Media

The Receptionist is advised to put all phone calls regarding the matter through to the Deputy
Principal or Assistant Deputy Principal except calls from the media, which are directed to the
Principal (or delegate). Information given will depend on the person calling and the fami | y 6 s
requests. Statements will be prepared by the Principal in consultation with the Catholic Education

WA media team.

24 Hour Review
If necessary, the Coordinator will arrange a meeting of the CMT to review the situation within 24
hours of the staff meeting.

Death of a Student

Location of friends by Assistant Deputy Principal

At the earliest possible time, the Assistant Deputy Principal locates immediate friends of the
deceased student and together with the College Psychologist meets with them to convey the news

and allow expression of responses associated with the event. Where a student has been particularly
affected by this event, his/her parents will be contacted directly by a member of the CMT to advise
them of the situation and the studentds response

Removal of studentodés belongings
The Assistant Deputy Principaland Col |l ege Psychol ogi st wi || cl ea
their locker and return to the parents at a suitable time.

Religious Services

It is always a matter for the family of the student to choose a funeral service arrangement that meets
their needs. This would usually be a Parish matter. Unless otherwise required by the family, the
school will allow those students who wish to attend any religious service held for the deceased
person to do so, provided they have parental permission.

The College Chaplain, in conjunction with the Principal or Assistant Deputy Principal, may arrange,
with the parentds consent an appropriate memori al
service will be a matter of choice for students and staff.

Notification to School Community
Through an appropriate notice in the College newsletter, the Principal will advise parents of the
death of a member of the School Community.

Reportable Incident Notification Forms
All schools must comply with the Registration Standard regarding the management, recording and
reporting of Critical and Emergency Incidents in schools.

A cruci al requirement for meeting this standard
Education Services (DES) is notified of any critical and/or emergency school incidents as soon as
practicabl e and, i n any event , Theifarm iisnavaitlle ahour s

https://www.education.wa.edu.au/ongoing-obligations.

The authorised critical incident reporter for Catholic system schools is the Executive Director,
CEWA. In the first instance the College Principal should forward this critical and emergency incident
formtoCEWAG6s Empl oyment Rel aempoymentrdlaticas@cdwg.ede.aoa i |


https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.education.wa.edu.au%2Fongoing-obligations&data=02%7C01%7CCheryl.Swart%40cewa.edu.au%7C06c2b9ef3efb4872281208d79fc6fac5%7Cc5852f2336334f29b38651da53e35e23%7C0%7C0%7C637153549269256106&sdata=5JFHCIfYbRxCBcAkn2j9gZq9mBRhZ%2BZo2%2FCj0%2F8kHHg%3D&reserved=0
mailto:employmentrelations@cewa.edu.au
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For further information see the Guide to the Registration Standards and Other Requirements for
Non-Government Schools (January 2020) available at www.education.wa.edu.au/standards.

Contacts for Non-Government School Regulation:
T: (08) 9441 1933 E: NGSRequlation.Criticalincidents@education.wa.edu.au

The form requires the identification of the type of incident, from one or more of the following

categories:

1 The death of a student or staff member at school or during a school-related activity, or following
an incident at school or during school-related activity.

1 Anincident involving injury, illness or trauma to a student or staff member at school or during a
school-related activity requiring ambulance or hospital attendance.

1 Anincident requiring a police or other emergency services response when a student appears to
have been taken or removed, or goes missing and cannot be accounted for, from the school or
from a school-related activity without proper authority.

1 Anincident requiring the school to be locked down or to evacuate staff and students, or reduce
the number of students or staff attending, or to close for any duration for health or safety
reasons.

1  The receipt of a complaint or allegation of child abuse, including but not limited to sexual abuse,
committed against a student i
(@) by a staff member or another student; or
(b) by another person on the school premises or during a school-related activity; whether the

abuse is alleged to have occurred recently or in the past.

9 Issuing a formal warning to or ceasing the employment of a staff member for a breach of the
Code of Conduct suspected to have involved grooming behavior.

Note: the definition of reportable incidents, a trauma is a psychological wound or injury suffered at a
school or during a school-related activity [Australian Psychological Society].

Reportable incident (bullet point 5 above) becomes reportable when the Principal knows that a
mandatory report has been made in regard to a student at their school, and the incident meets the
definition of an allegation against a staff member, another student, or another person on the school
premises or during a school-related activity. The description of the incident in the notification need
only record that a mandatory report has been made and provide the report receipt number. The
identity of the persons involved, and the identity of the mandatory reporter, must not be disclosed
on the form.

Post-crisis Review
A meeting of the CMT will be held one week after the initial meeting to review the situation in the
school community and initiate any further responses as required.

Sensitivity to High-Risk Students

Staff wildl be advi serdi stkob bset usdeennstist ifvoer tao pbehriigohd

anniversaries of the incident. Students considered to be a risk should be referred to the
Psychologist for follow-up.

Review of the Response Plan
A complete review of the school ds response t
Plan, will be undertaken by the CMT approximately one month after the crisis event occurs.

Pandemic

In the event of the declaration of a Pandemic by the health authorities the following guidelines would

apply:

1 The College would rely on regular information updates from the CEWA regarding the level of
threat.

1 Staff and students would be provided with information on the symptoms of the disease.

(0]
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| Staff and students would be advised of the need to quarantine themselves in their homes for
the required period and not to attend school.

1 Staff leave in a quarantine situation would be covered by normal leave arrangements.

1 In a severe situation, the college may be forced to close for a period of time.

Death of a Studentoés Parent

Some or all of the following may occur:

1 Advise the College Chaplain.

1 Card and flowers to family home.

1 Principal or representative to visit family at home and/or attend the funeral.
q Lunch recess i Rosary.

1 Morning tea with family, Principal and Assistant Deputy Principal.

Bushfire

Appropriate attention must be given to timely evacuation procedures in accordance with the
Department of Educationds Principal s Guide to Bl
office.

Emergency Telephone Numbers

Emergency Police, Ambulance, Fire: 000

General Police: 131 444
CEWA Media Officer, Simone Warden: 0416 836 919
References

Curriculum Corporation (2203), National Safe Schools Framework
Flannery, R.B. Jr. and Everly G.S. Jr. (2000), Crisis intervention: A review. International Journal of
Emergency Mental Health, 2(2), 199-225

Related Policies
Pastoral Care Policy
Fire Evacuation

Review History

Date Policy Introduced: 2018
Date of Last Review: 2019
Date of Next Review: 2022

3.7 DRUG POLICY

Definition
For the purpose of this policy a drug is dadi ned
water , whi ch, when taken into the body, alters it

The policy therefore covers the procession and/or use of alcohol, tobacco, drugs and other solvents.

Rationale

The policy comprises three elements:

T A preventive education component.

1 An early intervention and counselling component.
1 A discipline component.

Preventive Education Component

The drug education program is concerned with the provision of accurate information within the value
system of the school. The program is personally non-judgemental in tone. Its object is to give our
young people the knowledge, skills and support to make informed and responsible decisions
concerning drug use. The program is currently delivered across Years 7-12 in Science, Religious
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Education and Health Education.

The preventive education program is not limited to illicit drugs but includes any psychoactive
Ssubstances that pose a risk to young people in
health program that provides clear sequence and continuity. Substance abuse is shown to be
associated with ill health, suffering, sickness, loss of friends, loss of employment, harm to others,
breakdown in relationships, psychological dependency, induced poverty and in some instances, loss

of life.

Intervention and Counselling

The object of this component is to assist our young people who are having substance abuse
problems in their private or family lives outside the school. We endeavour to create a supportive
atmosphere in which students feel comfortable talking, seeking advice and, if necessary, accepting
a referral to a professional assessment or treatment. If the preventive education component is
judgmental in tone, there is little chance that students will feel comfortable enough to use the
intervention and counselling component.

Intervention and counselling raise a number of complex legal issues, such as confidentiality and
reporting obligations. School staff must understand the limitations of promising confidentiality and
students must be aware that staff cannot promise confidentiality. Staff may be required to testify in
court and their records may be subpoenaed. The College is obliged to report to the police the names
of students who have been found to be in possession of or to have used illicit drugs on or near the
school premises. Students with a substance abuse problem outside the life of the school who come
forward to seek help are not reported to the police.

The Discipline Component

This component focuses on providing clear and consistent messages to students and parents
regarding unacceptable drug-related behaviour at school. The College wishes to indicate clearly that
Irene McCormack Catholic College is, from a student perspective, tobacco-free, alcohol-free and
drug-free.

At enrol ment , students undert ake attthe Callege &trCallege f r o
functions and while travelling to and from venues (i) the possession or use of illicit drugs; (ii) the
possession or use of alcohol, tobacco or unauthorised prescription drugs. | understand that if | fail to
honour these promises, t he Princi gEntolmenAgreemensy.p e n d
Students are made aware that the College staff will counsel and support students with drug-related
problems they are having outside the school. However, on no account should a student bring illicit

drugs, unauthorised prescription drugs, alcohol or tobacco into the College and thus endanger the

health and welfare of other students. The College will move to protect the other students in the
exercise of its duty of care for them.

Specific Responses

Smoking

Students found smoking, in possession of cigarettes or supplying cigarettes to other students will be
liable to a range of sanctions dependent on whether it is a repeated offence.

Consequences
1 First offence will result in suspension, supported by appropriate counselling.
1 Subsequent offences may result in the student being excluded from the College.

Alcohol and solvents
The consumption of alcohol or use of solvents at the College or any College endorsed
social/recreational activity will lead to immediate exclusion from that activity.

Consequences
1 The supply of any drug will not be tolerated, this will result in immediate withdrawal from the
College.
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1 First offence will result in suspension, supported by appropriate counselling.
1 Subsequent offences may result in the student being excluded from the College.

Illegal drugs

Any student found in possession or under the influence of any amount of illicit substance will be
immediately suspended from all College activities pending investigation of the facts. The supply of
any drug will not be tolerated, this will result in immediate withdrawal from the College.

Students should also be aware that being in the presence of drug use constitutes involvement in a
prohibited activity. This applies to all cases where the College is responsible for the students, all
incidents on College property and whenever a student is in College uniform.

While an investigation of the facts surrounding an offence is conducted the student will undergo
counselling, initially from within the school, by the College Psychologist. Depending on the nature of
the problem, referral to an outside agency may be suitable for the student and his/her family.

If a student is permitted to return to the College, he/she will be placed on probation for a semester.
The terms of this probation will vary according to the age of the offender and any mitigating
circumstances.

A subsequent offence related to illegal drugs will result in the exclusion of the student.

Students responsible for bringing illegal drugs into the College and/or the supply of illegal drugs will
be excluded from the College.

Review History

Date Policy Introduced: 2009
Date of Last Review: 2017
Date of Next Review: 2020

3.8 EMERGENCY EVACUATION AND LOCKDOWN PROCEDURES

Purpose
The purpose of this document is to provide a procedure for implementing a plan for the safe
evacuation of students and staff of Irene McCormack Catholic College.

Scope
It is the responsibility of all staff to familiarise themselves with this procedure and all standard
emergency orders.

The Executive of Irene McCormack Catholic College has the responsibility to ensure that adequate
equipment and training are provided to implement this procedure.

Authority

Chief Warden

1 To ensure all staff and students are familiar with emergency procedures.

1 Ensure that Emergency Coordinator, Area Wardens, Communication Officer and Block
Wardens are fully trained and aware of duties.

Train new employees in all aspects of emergency procedures.

Organize emergency fire drill and lockdown at least once a year.

Identify hazardous areas and provide safety data and equipment for their safe handling.
Coordinate emergency evacuation procedures.

rea Wardens
Identify hazardous areas or situations and report them to Chief Warden.
Carry out emergency evacuation or lockdown instructions from Chief Warden.

—a—a 3 —a_a_a_a
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Communications Officer
Control lines of communication and broadcast evacuation order from Chief Warden to Block
Wardens.

Emergency Evacuation Actions

Standard Fire Orders

Any teacher discovering a fire should:

Raise the alarm by calling FIRE, FIRE, FIRE.

Assist anybody in immediate danger (if safe to do so).

Close all doors and windows to isolate as necessary.

Have someone contact Reception and the Zone Warden.

Initiate evacuation procedure of classes in immediate danger.
Initiate firefighting if it is safe to do so and if such firefighting equipment is provided. It must not
be used in place of, or prior to, student evacuation to a safe place.
1 Rescue the trapped and injured, if safe to do so.

1 Render first aid to the injured.

=4 =4 —a —a —a

Standard Earthquake Orders

1 Take shelter, and direct class to take shelter under tables or other such objects which will

afford protection.

Ensure no one runs outdoors.

Do not evacuate until given the order by the Area Warden. (The Area Warden will make a

check of area for structural damage or live wires).

1 If there is a need for evacuation, move to safety assembly points. Ensure everyone is
accounted for and await further instructions.

)l
)l

Standard bomb threat

The following are procedures and considerations relative to a Bomb Threat. These must be
discussed with the Police, as procedures and actions that are taken relative to bomb threat change,
and are very much dependent on:

The Authority that deals with the threat.

1 The Authority that deals with the search, and disposal.

1 The final methodology needs clarification and confirmation of those Authorities, and, the
Col | e g eebspriot tmkeing enshrined in the plan.

Chief Warden

The plan of action is:

1 When the decision to evacuate is made, proceed to Reception.

1 Advise all area wardens and section wardens of situation.

i Initiate evacuation.

1 Receive advice from area wardens regarding bomb search.

1 Supply responding Hazardous Devices Squad (Bomb Squad) with search information.

Area Warden and Deputy Area Warden

On receipt of a bomb threat, it is the Chief War d
On operation of same, Area and Deputy Area Wardens will:

Supervise the control and movement of all personnel from their area.

Will conduct a search if required to do so.

Inform the Chief Warden of results of search.

After evacuation has taken place, report area clear to Chief Warden.

Ensure that all personnel are at the assembly area.

On the all clear, supervise and control personnel returning to areas.

= =4 =8 =8 =8 =9
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Emergency Procedures

The Threat Itself

It is important to realise that the actual threat is the only connection that we have with the
perpetrator of the hoax or the actual placing of the explosive device. The overwhelming majority of
bomb threats are conveyed by means of a telephone call.

Therefore, it is important that we utilise this aspect as a means to try to identify and apprehend him.
It is of absolute prime importance that the receiver of the call records the exact message as given by
the caller and holds the caller on the line as long as possible. If the call is received by the College
switchboard, the operator must transfer the  call to one of the handsets in the Reception or
adjacent offices so that once transferred to

when or if the caller hangs up. Withther ecei ver | ef t crfad flrembérisan bédtacedk 0

The operator or the person to whom the call has been placed (at the remote handset) shall record all
details listed and questions provided on the bomb threat check list.

Emergency Coordinator

Proceeds to assembly point where he coordinates collating of information of total school population.
All absentees to be reported to this person.

All statements to the press are to be made by the Principal.

Chief Wardens Duties

When notified of emergency, do this:

Proceed to reception.

Maintain as emergency control point.

Communicate with Block Wardens and determine extent of emergency.
Ensure appropriate emergency services are notified. Coordinate evacuation.
Designate personnel to meet and direct emergency services.

Pass on all relevant information to emergency services.

=A =4 =4 =4 4=

Area Wardens Duties

When notified of emergency:

1 Determine nature of emergency.

Ensure alarm has been raised.

Evacuate personnel from immediate area to a safe location.

Communicate with Chief Warden.

Give details of T

0] Presentation situation.

0] Whether to evacuate whole school.

1 In the event of evacuation check all areas including Offices, Toilets, and Workrooms. Close all
doors after check.

1
)l
)l
1

Communicationo f f i dw&iesd s

When notified of emergency:

1 Using Public Address or Mechanical Device notify nature of emergency and state location of
emergency.

Make public address announcements as required by Chief Warden.

Remain at emergency control point as long as it is safe to do so.

Evacuate with Chief Warden.

=a =4 =

Classroom evacuation procedure

When evacuation is required, the teacher should:

1 Take control in an orderly fashion.

T Ensure no-one panics.

i Direct class to leave classroom immediately via the safest exits. This will be displayed on back
of classroom door. If external exits are available use them. If evacuation is through internal
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corridor teacher should apply f@Ahoto test t o
through corridor.

Class should walk, not run to assembly point.

Teachers, when reaching assembly point, should conduct a class roll check.

Any missing student report to Admin Officer who will be stationed at the assembly point.

Area wardens will check toilets, offices etc.

All doors and windows to be left shut.

During Drill, leave classroom and lock door.

=4 =4 =4 =8 =8 =9

Equipment required
Mobile phones.
Two Way radios.
Colour coded hard hats.
Master keys.

Minor keys.

Class lists.

Staff lists.

Building plans.
Service allocations.
First Aid equipment.
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Evacuation
Signal is a continuous Siren (in case of power failure the bell or megaphone will be used). Walk,
donét run, donét shout, keep moving to assembly p

Fire prevention and control
1 Request fire brigade or professional company to review areas within the school to advise type
and location of extinguisher required, including fire blankets.
1 Arrange adequate training for all staff on use of extinguishers, especially correct extinguisher
for each type of fire eg professional development day demonstration.
Ensure extinguishers have six monthly maintenance checks.
Worksafecommi tt ee or fAexpertod ensure that work prac
materials, etc., are isolated from suspect areas where fire could start, advise accordingly e.g.
stage curtains.
1 Below is a list of Fire Fighting Equipment that is currently distributed throughout the College.

)l
)l

Room Room Equipment
No
A Block
Foyer Fire Hose
Foyer Fire Extinguisher x 2
Staff Room Fire Extinguisher & Fire Blanket
Sick Bay Medical Kits x 2
Outside Deputy Office Fire Extinguisher
B Block
B101 Fire Extinguisher
B102 Fire Extinguisher
B103 Fire Extinguisher
B104 Fire Extinguisher
B105 Fire Extinguisher
Uniform Shop Fire Extinguisher
Outside Staff Office Fire Hose
C Block
C101 Fire Extinguisher
C102 Fire Extinguisher & Fire Blanket
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Staff Office Fire Extinguisher
C105 Fire Extinguisher
C108 Fire Extinguisher x 2 & Fire Blanket x 2
C109 Fire Extinguisher
Stock Room Fire Extinguisher
D Block
Outside (Lower) Fire Hoses x 2
RE Office D109 Fire Extinguisher & First Aid Kit
Mary McKillop Centre D110 Fire Extinguisher
D111 Fire Extinguisher
D115 Fire Extinguisher
Maths Office D116 Fire Extinguisher
Outside (upper level) Fire Hoses x 2
S&E Office DG13 First Aid Kit
DGO07 Fire Extinguisher
DGO08 Fire Extinguisher
E Block
Undercroft Fire Hose 1 Communications Cupboard
Foods Preparation Area Fire Extinguisher x 4 & First Aid Kit
EGO03 Fire Extinguisher x 2 & Fire Blanket
EGO01 Fire Extinguisher x 2 & Fire Blanket
Canteen Fire Extinguisher & Fire Blanket & First Aid kit
EGO7 Fire Extinguisher & Fire Blanket
EGO05 Fire Extinguisher
EG04 Fire Extinguisher & Fire Blanket
Library E101 Fire Extinguisher x 4 & First Aid Kit
F Block
Outside (Upper) Fire Hoses x 2
Drama F104 Fire Extinguisher
VET Office Fire Extinguisher
Student Services Fire Extinguisher x 2
Aboriginal Liaison Office Fire Extinguisher
English Office Fire Extinguisher & First Aid Kit
Science Office F119 Fire Extinguisher
Outside (Lower) Fire Hoses x 2
FG09 Fire Extinguisher
Textiles FG13 Fire Extinguisher
S Block
IT Network Office S104 Fire Extinguisher i Communications Cupboard
Science Prep S107 Fire Extinguisher x 4, Fire Blankets x 2,
Chemical Spill kit
Chemical Storage area Flammable Liquids Storage Cupboard
S101 Fire Extinguisher, Fire Blanket, Shower
S102 Fire Extinguisher, Fire Blanket, Shower
S109 Fire Extinguisher, Fire Blanket, Shower
S108 Fire Extinguisher, Fire Blanket, Shower
IT Office Fire Extinguisher
Outside IT Office Fire Hose
G Block
Adjacent to Lift (Upper) Fire Hose, Fire Extinguisher & Fire Hydrant
Sports Office G103 Fire Extinguisher, Fire Blanket, First Aid
G105 Fire Extinguisher,
Music Office G106 Fire Extinguisher,

Far East End

Fire Hose, Fire Extinguisher & Fire Hydrant
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Storage Cupboard (Lower) Fire Extinguisher,

Adjacent to Lift (Lower) Hose, Fire Extinguisher & Fire Hydrant
CG505 Fire Extinguisher,

Far East End (Lower) Fire Hose, Fire Extinguisher

Gym Floor area Fire Hoses x 2

Opposite Kitchen (outside) Fire Hydrant

Buses Fire Extinguisher on each bus

Grounds & Maintenance Fire Extinguishers x 3, Chemical Spill Kit,

Shed Flammable Liquids cupboard

Grounds Fire Hydrants x 4

General Instructions

1.  Chief Warden (CW-WHITE) will start emergency siren on notification of an emergency. CW to
decide on contact with emergency services.

2. Chief Warden instructs Deputy Chief Warden (DCW 1 YELLOW) to commence evacuation.
DCW to use intercom to direct proceedings depending on order of priority).

3. All classes to leave all books, etc. in the classroom. Teachers to evacuate classrooms and
send to Oval via the Evacuation Maps located near the door of every room.

4, On hearing the siren,

1 Teachers evacuate the room in an orderly fashion, shutting windows and locking doors.

1 Area wardens to stay behind and ensure their area is entirely evacuated. Check doors
are locked.

1 Deputy Chief Warden Assistant (DCWA) and Chief Warden Assistant (CWA) to go
directly to Oval. You will need to tick off the Area Wardens when they return. DCWA
needs to make mobile contact with School Entrance Warden.

5. Emergency Coordinator (BLUE) goes straight to the Oval and organizes Care groups into
lines. Students sitting down. Care Group Teachers at the front. Chief Warden Assistant
(WHITE) to go to the Oval and oversee the distribution of rolls.

6.  Year Coordinators i collect all Care group rolls from ECA (BLUE). Give to Carers.

7.  Carersi tick off each person. Return to Coordinator. Coordinator to return to ECA (BLUE).

8. CWA (WHITE) T to tick off staff on Staff role.

9.  All other staff i to stand in front of students to the side. Report to CWA (WHITE) to be ticked
off.

10. Emergency Coordinator (BLUE) meet with ECA (BLUE) to verify all lists have been returned.

11. Emergency coordinator (BLUE) and Chief Warden Assistant (WHITE) report to Chief Warden
when all is finalized.

12. Deputy Chief Warden (YELLOW) to check plans, keys, early departure, late arrivals, medical
lists, emergency kit, mobiles, back-up tapes etc. Check files are up to date.

13. CWA (WHITE) to ask Principal for a Media Release if necessary.



Positions of Authority

Position
Emergency Coordinator

Chief Warden

Deputy Chief Warden
Communications (DCW)

Area Wardens

Science Block

MS Ground Floor
PE Shed

MS Top Floor

Library
SS Top Floor

SS Ground Floor

T & E Block
Administration

Maintenance Shed
Change rooms (Lock)

Chief

EC
Coordinator of assembly
area

Report to CW when
finalised

CW
Coordinate Evacuation

DCW

Liaise and
Communicate. Use PA
to direct school to Oval.
Ask Principal if he wants
a Media release.

Check & Lock

Boys Toilet & Staff
Check & Lock

Boys Toilet & Staff
Check & Lock

Check & Lock

Boys Toilet

Check & Lock

Boys Toilet & Staff
Check & Lock

Check & Lock

Check office and toilets
and lock each door
Boys Changerooms
Check & Lock

Hat Colour
Blue

White

Yellow

Red
Red

Red

Red
Red

Red

Red
Red

Red

Assistant

ECAl

Collect all Roll lists and
Absentee folders and take
down to emergency
assembly area, distribute
folders to year
coordinators and
additional class lists who
give to Carers. Collect all
Care group rolls back
ECA2

Collect Kit from Sick room
and take to emergency
assembly area. Collect
medical files

Report to EC when
finalised.

CWA1

Collect Staff lists from
office. Including phone
lists. Check staff rolls.
When accounted for pass
to Chief Warden

CWA2

Collect staff book and
student early departure
and late arrival sheets.
Give staff book to CWA1
and Student list to ECA1.
Collect mobiles from
reception.

When all accounted for,
pass to CW.

DCWA

Building Plans

Services position (gas,
water, electricity,)

Master Keys for all areas.

Assistant Wardens

Check & Lock

Girl s toil et

Check & Lock

Girl os toil et

Check & Lock
Check & Lock

Girl o6s toil et

Check & Lock

Girl o6s toil et

Check & Lock

Check & Lock

Check office and toilets
and lock each door
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Report to:
Bluei CW

White T CW

Yellow i CW

CWA-White
CWA-White

CWA-White

CWA-White
CWA-White

CWA-White

CWA-White
CWA-White

DCWA-Yellow



Check & Lock
Check & Lock
Check & Lock

Check & Lock
Check & Lock
Check & Lock

Check & Lock

Stand at front gates and
instruct emergency
services to incident.
Phone in to DCWA
when in place.

Each Care Group
Teacher to check own
class for Absentees
(collect and return class
list to ECA2).

Check & Lock
Check & Lock

+GirlsbChangerooms
Check & Lock

Check & Lock
Check & Lock
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Emergency Lockdown Procedure

PA announcement by Deputy Principal Afstudents
Deputy Principal sounds the Lockdown Siren. Grounds and Maintenance to ensure perimeters are
locked and secured. Brighton Catholic Primary School to be notified.

|

Students and Staff in or near their Classroom

All students are to remain in the classroom. Students and staff outside their classroom are to go
immediately back to their classroom. Staff are to lock all doors to the classroom and close blinds if
applicable. If the room is closest to an external door, secure the classroom then lock the main
external door near you and return to your classroom.

Students & Staff on the Oval
Proceed immediately to the nearest building and lock yourselves in a room.

Staff with no class

Staff without a class must lock external doors, check toilets for staff/students/visitors. They must Brin

nearest classroom or staffroom and secure yourself and them there.
Keep students calm.

Move students away from doors and windows.
Instruct students to drop, tuck and hide if required.

4

Students and staff mu st r ecnmaei anr 0i na ntnhoeu nrceeanm nu n
system by the Deputy Principal.

Unless there is an important reason, please do not phone the College Office for information. It is
important that the switchboard line remains open.

Review History

Date Policy Introduced: 2009
Date of Last Review: 2018
Date of Next Review: 2021

3.9 OCCUPATIONAL SAFETY AND HEALTH

Rationale

1 Dignity, safety and the welkb ei ng of people are central to the
Education Commission of Western Australia (CECWA) acknowledges this and recognises that
it is obligated under the Occupational Safety and Health Regulations (WA) 1996 (the OSH Act)
to ensure the safety and health of all school-based workplace participants.

1 Ensure the safety, health and welfare of all employees, students, their parents, community
members and other persons who are legally present on school premises. School premises
include places away from a school campus such as a campsite or where school excursions
may take place from time to time.

1 Develop, promote, and maintain a safe and healthy working environment that seeks to
minimise the risk of injury or illness for such people.
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1 Create a culture of safety that precipitates the development, maintenance and promotion of a
healthy working environment.

Principles

According to the provisions of the OSH Act, and the Code of Ethical Conduct, Irene McCormack
Catholic College has a legal and ethical responsibility to put in place procedures and processes to
develop, promote and maintain a safe and healthy working environment for all members of staff
including teachers, students, their parents, guardians, caregivers, community members and other
persons who are legally present on school premises.

When engaged in workplace activities, all school employees are required to take reasonable care for
their own health and safety. Further, they have a responsibility to avoid situations and practices that
may precipitate danger to the health and safety of others (including acts or omissions).

In accordance with the OSH Act, an employee may give notice to the employer requiring the election
of a safety and health representative. The OSH representative(s) may be member(s) of the teaching
and/or non-teaching staff.

School-based OSH representatives must be elected to their position in accordance with the OSH
Act.

As school-based OSH representatives are not OSH managers, they are not liable for
accidents/incidents that occur in the workplace.

Procedures

All school employees are required to:

1 Follow the Principalds health and safety instr.

1 Appropriately utilise personal protective clothing and equipment where appropriate (i.e. as
intended).

1 Take care of and appropriately maintain equipment.

1 Report suspected or actual hazards to the school-based OSH representative and/ or principal.

1 Immediately report work-related injuries or near miss or concerning incidents to the school-

based OSH representative and/or principal and complete requisite paperwork.

1 Co-operate with the Principal, members of the school management team, the school-based
OSH representative and whole-of-school OSH committee members to enable the employer to
execute its obligation under the OSH Act.

Any person employed by the school may request the election of a school-based OSH
representative. All employees are eligible to be elected. A person who is elected as an OSH
representative is elected for a period up to 2 years.

The OSH representative is entitled to paid time off to attend the compulsory Catholic Education
Western Australia training course.

To meet the empl oyer 6s Ad the wiacipadl shall svorkucoldbonatively with OS H
the school-based OSH representative(s) to form a whole-of-school OSH committee. Membership of

this committee will vary from school to school and will depend upon many factors including staff size

and student numbers. At a minimum, the committee should consist of:

1 Principal or a delegated representative (e.g. Business Manager and member of the Executive).

1 School-based OSH representative(s).

1 Member(s) of staff.

As detailed in the OSH Act, WorkSafe Guidelines and the AS/NZ Standards 4360:2004 Risk

Management and AS/NZ Standards 4801:20010ccupational Health & Safety Management Systems,

school-based OSH representatives have the following functions:

1 Carry out regular workplace inspections.

i Immediately carry out an appropriate investigation of any accident, near miss or concerning
incident to any person engaged in work or study at the school premises.
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1 Keep abreast of safety and health information provided by the employer and relevant external
bodies (e.g. WorkSafe).

1 Liaise as necessary with WorkSafe, the Department of Industry and Resources and other
relevant Government or private bodies.

1 Consult and cooperate with the employer on all matters relating to workplace safety and
health.

1 Liaise with employees regarding work-based safety and health issues.

1 Champion and promote a culture of safety amongst all school participants including the
Principal, members of the College Executive and Academic Council, staff, students, their
parents, guardians, caregivers and community members.

1 Immediately report any potential or actual hazard that poses a danger to the safety and health
of staff, students, community members or visitors to the school to the Principal.

1 Issue provisional improvement notices (PINS) where they believe existence of a breach of the
OSH Act or Regulations. A PIN is similar to an improvement notice issued by a WorkSafe
inspector, except for its Aprovi si onbaded OSHat ur e

representative must liaise with the principal to discuss the issue. These discussions must
canvass risk assessment of the identified hazard and control measure options. The principal
shall take appropriate corrective action upon receipt of a PIN.

1 The Principal shall inform Worksafe and the Workforce Relations Team if an employee or a
person at the school who is not an employee incurs an injury or disease at the school
premises that results in the death of the employee or person.

Review History

Date Policy Introduced: 2010
Date of Last Review: 2012
Date of Next Review: 2020

3.10 RETREAT POLICY

Rationale

School Retreats are an integral part of the life-long faith formation of young people. They promote
systematic, intentional primary proclamation, evangelisation and catechesis as part of the
comprehensive evangelisation of students at Irene McCormack Catholic College. Catholic school
Retreats are relational at heart . To be effectiy
unique reality and qualities, and bring the power of the Gospel into contemporary culture in a way

that engages and empowers young people to mature and develop a first-hand faith.

Irene McCormack Catholic College Retreats take students away from their day to day normalcy and
pressures into an environment that fosters a calming, awareness and a listening of the heart, and a
creation of space for communion and intimacy with Jesus Christ (GDC 80). Contemporary lifestyles
often dull religious awareness and sensitivity. Through the Retreat experience students are
encouraged to appreciate creation, reflect upon deeper questionings and yearnings of the human
heart and discover their own personal relationship with their loving creator (CEOWA Mandate 46) as
experienced through sacraments, one another, creation or shared story.

Through Retreat experiences, students come to know Christian love and are exposed to a Gospel
centred way of life. Students are empowered to connect the Gospel message to their lives, and to
find ways of bringing their faith and values into action. They learn participation in the life of the
Christian community through Liturgies and activities, which emphasise growth in relationship with
one another and with God (our Christian faith).

Through the 7 to 12 Retreat program students are encouraged to encounter the spirit and life of
Irene McCormack, Mary MacKillop and, crucially, what it means to walk in the footsteps of Christ
through Prayer, Service and Justice.
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For all Retreats -1 r ene Mc Cor mack Catholic College student
words:

i T hnaer voice to which | must listen and respond to be true to myself as Irene
T as woman, as Christian, as Josephite, as world citizen has been heard through
refl ect i on(lremenMcCaomaeky e r 0

Definitions

The term Retreat refers to time away from the normal school program where participants have the
opportunity to reflect on their relationship with God, with others and with themselves. A Retreat is
neither a holiday nor an excursion; it is an intentional stepping out of daily schedules to actively and
honestly reflect (on our lives, the people around us and our God), share and pray.

Irene McCormack Retreats have a spiritual focus and foster an awareness of the presence of God in
our lives. Our Retreats will vary in style and duration. They include experiences such as prayer,
discussions, reflective silence, presentations, small group discussions and quiet time.

On Retreats, the Sacraments of Eucharist and/or Reconciliation will be celebrated where possible
and appropriate.

Scope
This policy applies to all staff and student retreats at Irene McCormack Catholic College

Principles
1 Retreats aim to provide experiences for students and staff to know, contemplate and celebrate
the gift of |life and the promise and hope of Je

1 Retreats are an integral part of Catholic school life. They need to be inclusive, purposeful,
meaningful and take into account the school and broader cultural needs, developmental needs
and prior experiences of those involved in the retreats.

1 Retreats complement the catechesis experiences offered by the school and are supported by
the College Evangelisation Plan.

1 Retreat planning needs to take into consideration the unique charism, ethos, mission and
vision of the school.

1 Retreats need to be planned in a way that engages students and staff in rich experiences of
Catholic symbol and ritual.

1 Retreat staff will be committed to the faith formation of young people and the adults that lead
them in their faith journey.

1 Where possible and appropriate senior students and past students of Irene McCormack may
be engaged to participate as assisting young adults in the running of Retreats.

1 Wherever possible and appropriate our senior year group reflection days and retreats will
engage with the lessons and language of Year 9 Camino (building on the personal and
collective bonds, honesty, shared experience and responsibility called for from Camino).

Procedures

1 Irene McCormack Catholic College Retreat Planning Policy must be compatible with the
C. E. O. 6 s Rettemreati2-Ap)oQur Retyeat Blanaing Policy shall follow the Catholic
Education Commission Policy statement2-B4 6 School Camps and Excur si

School Camps and Excursion Paolicy.
1 Parents and students shall be informed about the nature and purpose of the retreat and the
level of student involvement required.
1 Each retreat shall consider the religious and cultural backgrounds and the developmental
needs of the students.
Each retreat shall include appropriate prayer and liturgical experiences.
Each retreat shall include creative and engaging activities and approaches with young people
which connect to systematic catechesis. Where possible and deemed appropriate Irene
McCormack staff and students will be utilized to lead the Retreat and activities.

=A =4
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Staff involved in a school retreat shall be familiar with the retreat program and expectations

prior to and during the retreat.
The roles of retreat staff shall be clearly defined.

The retreat program shall include appropriate evaluation procedures, including

feedback from students.

Retreat Outline

Student Retreats Time Supervision / Preferred
Coordination Location
Year7 Belonging to IMCC Term RE HOLA MacKillop
(When 1 Students travel to the South Perth MacKillop 1 & Centre South
Possible) Centre ADP, Campus Ministry Perth
1 To hear, experience & reflect on the story of Irene
McCormack, Mary MacKillop and the Sisters of St.
Joseph.
Year Walking the Sea of Galilee Pilgrimage Term Yr 7 Care Teachers, Walking from
7 1 Reflect on the journey of Jesus by the Sea of 4 ADP Yr7 Burns Beach
Galilee & to Mullaloo
f Connect i cspersormlsgiritual fourney. ADP Campus Ministry SLSC
1 Communal time to walk & reflect.
Year Self-Iimage i Sensing God Term | Youth Mission Team, Yr Integrity
8 1 Fostering a positive Self Image 2 8 Care Teachers, ADP House
1 What we value & want to value. Yr 8 & ADP Campus
1 Identifying & committing to one important value in Ministry Or
one& self to grow
{ Understanding the relationship we develop with At IMCC with
self, others & God. YMT
Year Camino Term Head of Outdoor Dwellingup
9 1 Culmination of the Camino Program. 4 Education, Camino
1 Fostering self-awareness & support. Staff, Adventure Works,
f Challenging & empowering transitioning into ADP Yr 9 & ADP
adulthood Campus Ministry
1 Rite of Passage Camp & Ritual Ceremony
Year Social Justice Term Youth Mission Team, Integrity
10 1 How can we affect those around us? 1 ADP Yr 10 Yr 10 Care House
1 Social justice in our community. Teachers & ADP
1 Acknowledging the presence of God / recognising Campus Ministry
God in each other.
Year Leadership Term Yr 11 Care Teachers, North Perth
11 1 The invitation to be leaders / responsible 3 ADP Yr 11 Monastery
1 Embracing the leadership model of Jesus to &
ourselves ADP Campus Ministry
9 Life lessons & hope see more, do more & be more
Year Prefect Formation / Training Camp Term ADP responsible for TBC
11 1 Embracing the leadership model of Jesus and Irene 4 student leadership,
to prepare our new Prefect Group. Parish Priest & ADP
f Goal setting and the opportunities ahead Campus Ministry.
1 Leadership skills, building individual & collective
capacity.
Year Transition into life. Term Yr 12 Care Teachers, New
12 1 Shared experiences of our life journey & purpose 2 ADP Yr 12, Norcia
1 Experiences & enriching our relationships with self, ADP Yr 8,
others & God. St. Andr e w{
1T Sense of a bigger pictur Priest,
it for them. IMCC Principal
& ADP Campus
Ministry.
Staff Retreats
Whole Staff | Rotational Term | Parish Priest, Principal T.B.A.
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Retreat | { Staff Spiritual Retreat 2 &
{  Staff Experiential / Service / Bonding ADP Campus Ministry.

Executive / | Pastoral Care of Students Term St. Andr ew( Mary
ADPOG s| f Focus on the pastoral care of the Deans of Years. 4 Priest, MacKillop
Retreat 1 Prayer, Reflection and Evaluation Josephites, Executive Centre
(When Team & ADP Campus

Possible) Ministry.
References

1General Directory for Catechesis (Congregation for the Clergy, 1997) 80

Related Documents

1. Catholic Education Commission of Western Australia, Policy statement2-B4 6 Sc h ool
and Excursions?®o

2. Irene McCormack Catholic College School Camps and Excursions Policy.

3. Irene McCormack Catholic College Evangelisation Policy.

Review History

Date Policy Introduced: 2018

Date of Next Review: 2021

3.11 ROLE OF THE TEACHER

Core requirements

1 Be supportive of the Catholic ethos of the College.

1 Be willing to contribute and participate in Extra Curricular activities.

1 Hold a current TRBWA registration.

1 Professional standard of dress and grooming.

Professional competencies

1 Demonstrate a working knowledge of current curriculum developments in the Western
Australian Upper School courses and the Australian Curriculum.

1 Present pedagogical proficiency and motivational classroom practices.

1 Exhibit an enjoyment from building relationships with adolescents.

1 Display a passion for teaching.

Professional responsibilities

1 Work as part of the Learning Area team in programming, assessing and reporting.

1 Attend student reviews and parent/teacher nights.

1 Provide appropriate homework, correction, assessment and reporting,

1 Enforce school rules and policies.

1 Carry out teaching duties as negotiated with the Head of Learning Area.

Personal qualities

1 Personal commitment to tasks undertaken.

1 Enthusiasm and energy.

1 High standard of organisational and time management skills.

Review History

Date Policy Introduced: 2010

Date of Last Review: 2017

Date of Next Review: 2020
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3.12 ROLE OF THE CARE GROUP TEACHER

Rationale

Pastoral care at Irene McCormack Catholic College is based upon the Christian belief in the
fundamental dignity and worth of each person. Care of the individual is at the centre of an Irene
McCormack Catholic College (IMCC) education and it embodies a climate of people caring for and
respecting one another and challenging one another to be the very best that one can be. At the
College, emphasis is placed on the building of positive and respectful relationships between all
members of the community, meeting the challenges of life by being compassionate and resilient and
helping students to feel that they belong to the cohesive College family.

Parents are the first educators of their children. The role of the College is to assist parents in the
Catholic education of their children, thus we look forward to working with parents in providing
authentic Catholic education.

The Care Group Teacher is the first reference point for any queries or concerns about a student and
therefore has a strong pastoral role to play.

Principles

The principles of a Care Group Teacher at Irene McCormack Catholic College are:

1 Respect for self, respect for others.

1 Provide witness to Gospel values as a means to living out daily life.

1 Adopt an holistic approach which develops the full potential of the individual by integrating
spiritual values with life.

1 Affirm all students in his or her Care Group.

1 Reinforce positive behaviour management.

1 Promote an environment of safety and support for all members of the school community.

Meetings
Attending all calendarised Care Group Teacher meetings.

Care Group Period
1 Attendance
Care Group Teachers check daily attendance in SEQTA in the morning to ensure that
students are punctual and attending school.
1 Absentees
Collate absentee notes and make necessary changes. Report any regular or long-term
absences to Assistant Deputy Principal (ADP).
1 Daily organisation
Care Group Teachers can assist students in their daily organisation by encouraging:
o] Personal grooming and maintaining uniform.
o] Planning and organisation by daily and weekly checks on items required for school
including planner signed, checking for any homework or behaviour issues.
i Notices
Reading the notices and informing and encouraging students to participate in College events.

General

Pastoral Care
1 Care about students and treat them fairly.
1 Provide a safe and welcoming environment.
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Spiritual Dimension
Promotes a sense of meaning and purpose in life that is supported by the spiritual dimension of a
Catholic school by engaging in Prayer, Year Group and House events, and Christian Service.

Academic

1 Devel op an overview of the childbdbs academi
work of course teachers pursuing any challenges that may occur.

1 Compose, when requested, individual reports on the progress and achievement of the children
taught.

1 Support the relevant ADP with relevant curriculum practices and procedures.

Behaviour

1 Regularly check the referrals of students.

1 Contact the relevant ADP with concerns regarding an increasing number of referrals and
endorse an action plan that supports the individual development of the child.

1 Encourage positive behaviour at the College through verbal and written commendations that
affirm good behaviour and actioning positive education activities such as Gratitude Charts or
Random Acts of Kindness.

Communication

1 Care Group teachers are the first point of call for parents relating to any issues and concerns
involving a student.

1 Parental communication is encouraged in consultation with the ADP for any personal,
wellbeing or behavioural issues regarding students in their Care Group.

Extra Curricula
Encourages students to participate in the co-curricula activities offered at the College and support
College events in which members of their Care Group are involved.

Formal Reports

Care Group Teachers write a Care Group comment for the End of Year Report.

Care Group Teachers are to read and check all/l
behaviour, punctuality, grooming and involvement in the College.

Student representative leadership opportunities
Care Group Teachers are to actively work and support their Student Representatives to develop
their leadership skills and provide a forum for discussion.

Year Group Activities

Care Group Teachers participate in:
Year 7

1 Orientation Day and Evening.

1 Parent Information Evening.

| Retreat.

1 Social Event.

Year 8

1 Parent Information Evening.
|l Retreat.

i Social Event.

Year 9

1 Parent Information Evening.
1 Camino Calling Camp.

i Social Event.

Year 10

1 Parent Information Evening.
 Retreat.

c

pr

asp
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| Social Event.

Year 11

1 Parent Information Evening.

i Retreat.

1 River Cruise.

Year 12

1 Parent Information Evening.

i Retreat.

i Senior Ball.

1 Breakfast.

1 Mass for Graduation and Ceremony.

Years 8 to 12 Care Group Teachers are expected to attend Parent Information Evenings.

Review History

Date Policy Introduced: 2016
Date of Last Review: 2019
Date of Next Review: 2022

3.13 ROLE OF THE HEAD OF LEARNING AREA

Leadership at the College

Those in leadership roles at the College are expected to work collaboratively focusing on teachers
providing students with learning environments that are engaging and challenging, so that students
develop a strong desire to achieve well and for ongoing learning. They must also understand the
implications of the Mandate set for Catholic schools by the Bishops of WA.

Within the context of Christian leadership, those in leadership positions should be excellent
communicators who promote collegiality and harmony amongst all members of staff.

They also must be visionary, pro-active and responsive to the overarching vision and direction of the
College.

Core Requirements

Be supportive of the Catholic ethos of the College.

Be willing to contribute and participate in Extra Curricular activities.
Ability to teach Religious Education program an advantage.

Hold a current TRBWA registration.

Professional standard of dress and grooming.

rofessional Competencies
Provide clear vision and example for the faculty.
Be able to generate quality teaching and learning in the faculty.
Be able to articulate expectations regarding quality learning and teaching.
Demonstrate ability to manage Science resources including faculty budgets.
Be able to oversee the development and implementation of Outcomes in the programming,
assessment and reporting of the Science learning area.
Demonstrate a working knowledge of current curriculum developments both in Middle School
and all three stages of Courses of Study.
1 Provide evidence of dynamic, engaging and relevant pedagogy.

A =A=A=A=4 ] =A =4 =8 =4 =9

=

Professional Responsibilities
1 Provide a leadership role which provides knowledge, skills and understandings required to
lead and manage the Learning Area.
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1 Assist with the efficient operation of the College.

1 Work with the College Executive team and Heads of Learning Area to coordinate the
educational policies of the College.

1 Assist with the establishment and implementation of appropriate policies and procedures.

| Ensure efficient administration for the achi

1 Ensure necessary requirements of external agencies, such as the SCSA, are met.

1 Develop and support teacher practice in the learning team.

1 Work with the leadership teams to develop learning programs and school wide pedagogy that
assists all students to achieve.

1 Develop, implement and coordinate the College curriculum.

1 Organise and implement student support programs.

1 Develop programs/teaching units.

1 Identify appropriate support materials for designated learning areas (including documents,
policies, resources and equipment).

1 In partnership with the College Deputy Principal, observe and monitor teaching and learning in
the Learning Area for the purposes of supportive feedback, staff formation and development.

1 Model effective teaching to team members and teaching staff.

1 Foster a sense of collaborative teamwork within the Learning Area and College.

Tasks

1 Work with and provide information to the Assistant Deputy Principals of Year for the academic
tracking of students.

1 Establish and maintain curriculum documentation including statements of
o] Rationale.
o] Aims.
o] Objectives.
o] Strategies and Procedures.
o] Assessment.
o] Reporting.
o] Evaluation.
o] Administration.
o] Records.
o] Resources.

1 Establish effective learning opportunities.

1 Ensuring AITSL standards for teacher appraisal are effectively understood and used.

1 Engage in support programs for teachers including systematic professional development.

1 Maintain readily accessible records of individual teaching programs.

1 Ensure SCSA, CEWA (and other) guidelines/requirements are efficiently met.

1 Monitor all marks, grades and reports.

1 Monitor teaching practices and procedures.

1 Maintain accurate and readily available records of student assessments, marks and grades.

1 Ensure the provision of necessary teaching and learning resources.

1 Establish and monitor an annual Learning Area budget.

1 Ensure the security and maintenance of the Learning Area and equipment.

1 Advise on the selection and deployment of staff.

T Advise on the placement of students in courses.

1 Assist teachers with strategies to deal with discipline issues related to Learning Area classes
and the behaviour/standards of students.

1 Encourage staff participation in College activities such as staff prayer, Mass, functions and
events.

T Ensure safe working environment and procedures.

1 Liaise with parents as required.

0 Provision of information.
o] Student progress.
0 Course selection.

eV ¢
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o Pastoral support.
Attend meetings of Academic Council.
Other duties as negotiated with the Principal and Deputy Principal.
Chair Learning Area Meetings as calendared, organise meeting Agendas and minutes and
provide the Deputy Principal with a copy of the minutes.
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Personal Qualities

The position requires the staff members to possess:

i Strong interpersonal skills enabling the Coordinator to relate with harmony and authority with
staff, students and parents.

Professional expertise combined with educational vision and strong sense of purpose
consistent with the Mission of the College.

Outstanding classroom practice.

Understanding of educational issues.

Ability to deal with people in a way which respects and builds personal integrity.

Exemplary leadership skills.
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Experience and skills profile

1 Model and maintain the Catholic ethos and traditions of the College.

o] Provide exemplary Christian leadership for all members of the College community.
o] Articulate the mission of Irene McCormack Catholic College.

Vision and strong sense of purpose consistent with the College Mission.

Capacity to envision the total College picture and commitment to implement this.

A comprehensive understanding of current educational issues and requirements.
Educational leadership skills and experience.

Ability to listen, challenge and act with justice, integrity and care.

Working knowledge of contemporary leadership principles and practices.

Excellent communication and interpersonal skills including team building and mentoring.
Demonstrated ability to work independently and as part of the Academic Council.
Demonstrated outstanding classroom practice pedagogy.

Minimum four-year degree status, with appropriate tertiary qualifications.

Eligibility for registration as a teacher in Western Australia.

At least 5 years teaching experience.
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Review History

Date Policy Introduced: 2010
Date of Last Review: 2017
Date of Next Review: 2020

3.14 ROLE OF THE ASSISTANT DEPUTY PRINCIPAL

Leadership at the College

Those in leadership roles at the College are expected to work collaboratively focusing on teachers
providing students with learning environments that are engaging and challenging, so that students
develop a strong desire to achieve well and for ongoing learning. They must also understand the
implications of the Mandate set for Catholic schools by the Bishops of WA.

Within the context of Christian leadership, those in leadership positions should be excellent
communicators who promote collegiality and harmony amongst all members of staff. They also must
be visionary and pro-active, responsive to the overarching vision and direction of the College.

To be an active member of the College Executive by sharing the various College administrative
duties, e.g. Timetabling, Reliefs, whole school event organisation, etc. These are all encompassing
and change by sharing every two years.
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The College Executive includes the Deputy Principal, Assistant Deputy Principal Campus Ministry

and six Assistant Deputy Principals of Year, with primary responsibilities for Ministry and each of the

six Year groups. There is a diagrammatic model of the Management Team available with this
package. Specifically, each Assistant Deputy Principal is allocated a year group. This is for a two-

year term and then the cyclical move t o Opcba twiht hu t hei r Thus, the mortear ocC cC
move occurs in this order.

Year 7 YYear 9YYear 11YYear 8YYear 10YYear

~

This allows each student to encounter two Assistant Deputy Principals of Year in their time at the
College.

Assistant Deputy Principal

The Assistant Deputy Principal supports the Principal in the leadership of the school by being a
member of the College Executive. As a member of the College Executive, the Assistant Deputy
Principal collaborates with and shares in the authority and responsibility of the Principal and Deputy
Principal in the overall leadership and management of the College.

The Assistant Deputy Principal is also delegated to exercise direct responsibility in specifically
designated areas, including teaching and learning, in their Year levels. In addition, the Assistant
Deputy Principal collaborates with the College Executive, to serve the needs of all staff and students
with regard to Ministry and Pastoral Care.

The Assistant Deputy Principal is a senior teacher, administrator and leader, and in this capacity, is
expected to provide a strong model for other teachers. Therefore, in addition to administrative
duties, the Assistant Deputy Principal will be required to undertake a teaching role in Religious
Education in the Year level they are responsible for. This will reflect the balance between staffing
requirements and role responsibility as negotiated with the Principal.

Responsibilities and Duties

Responsible to: Principal

The educational mission of the Catholic Church has been identified by the 2008 Leadership
Framework for Catholic Schools in WA, and the Quality Catholic School Review and Improvement
Framework, both of which are aligned to the Australian Institute for Teaching and School

Leadershipbés (AI'TSL) and the National Professiona
provide an integrated model for excellence in school leadership. These documents also highlight the
i mportance of | eaders modeling a 6future focusd i

The Australian Institute for Teaching and School Leadership (AITSL) has incorporated three
leadership requirements: vision and values; knowledge and understanding; and, personal qualities
and social and interpersonal skills; to define the five key professional practices for Principals. These
are:

Leading teaching and learning.

Developing self and others.

Leading improvement, innovation and change.

Leading the management of the school.

Engaging and working with the community.
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The role description of the Assistant Deputy Principal reflects each of these frameworks in this role
as a member of the College Executive.
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Thus, Irene McCormack Catholic College requires appointees to successfully undertake their duties
under the following four key components of leadership, specifically to Year Sub-Groups.

In this role, they relate to:

1 Catholic Identity.

1 Education.

1 Stewardship.

1 Community focus.

Catholic Identity

Catholic leadership promotes the purpose and aims of evangelisation. As a key member of the
College Executive, the Assistant Deputy Principal assists the Principal and Deputy Principal in the
development of the College as a faith community by ensuring that Christian values are reflected in
attitudes, policies and practice. The Assistant Deputy Principal will work closely with the Assistant
Deputy Principal Campus Ministry, ensuring the ecclesial nature of Catholic education is recognised
by actively contributing to the mission of evangelisation.

The Assistant Deputy Principal is expected to:

1 Be an active member of the Catholic Church, free from any impediment to full acceptance by
the Church.

1 Have completed, or working towards completing, Accreditation for Leadership. If incomplete, it
must be completed by December 2017. Have completed Accreditation to teach Religious
Education and to maintain this level of accreditation.

1 Provide exemplary Christian and professional leadership for all members of the College
community.

1 Actively and publicly promote the College Purpose, Beliefs and Values as a Catholic school in
collaboration with the College Executive.

1 Provide personal withess to Catholic values, including encouraging and participating in the
liturgical, sacramental and prayer life of the College.

1 Assist in the development and implementation of the College Strategic Plan which includes the
goals contained within two key documents, the CEWA QCS School Review and Improvement
Framework and the Bishops of WA Mandate for Catholic Schools.

1 Promote the integration of the Catholic context across all educational programs by integrating
an holistic approach to education.

1 Actively support the role of the College in its links to the wider Church and Church agencies,
personally and in the role of Assistant Deputy Principal.

1 Promote the adoption of civic virtue, high educational standards and the pursuit of excellence
in the College community.

Specific Responsibilities

1 Working with the College Executive and the College community to implement the Strategic

Plan and the QCS School Improvement Plan.

Develop or support measures that enhance the Catholic identity of the College.

Be a dynamic Assistant Deputy Principal in any Year Group as assigned by the Principal.

Promote Christian leadership and a unity of purpose amongst all staff in forming a College

professional learning community with Christian ideals.

1 Ensurethel r ene ds Ser Leamiag ptogranr i fullp i;nplemented as stated in the
College policies.

)l
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Education

The Assistant Deputy Principal works with the Principal in order to create a culture of challenge and
support, enabling effective teaching that promotes enthusiastic, independent learners, committed to
life-long learning. Leadership in education involves the capacity to lead, innovate, manage and
monitor the school improvement process, so as to develop a culture of effective teaching for the
attainment of knowledge, acquisition of Christian values and the discovery of truth, so students are
able to achieve in all aspects of their development.
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The Assistant Deputy Principal demonstrates a high level of commitment to create an innovative,

responsive and effective inter-connected professional learning community within the College.

The Assistant Deputy Principal is expected to:

1 Guide, nurture and mentor innovative, engaging and rigorous pedagogical practices amongst
teachers and leaders.

1 Lead and facilitate measures to achieve best practice in relation to the learning and teaching
processes, as well as high quality models of assessment and reporting.

1 Actively support measures that set high standards of behaviour and attendance amongst
students, promoting a safe environment that enhances student learning which necessitates
effective behaviour management practices amongst staff, whilst encouraging active
engagement from students.

1 Examine emerging technologies for their potential impact on and use in teaching and learning,
and creative expression, whilst promoting the use of current technologies to enhance learning,
engagement, creativity and achievement.

Specific Responsibilities

1 Member of the College Academic Council.

To promote Year themes as agreed by the College Executive for personal development, Year

group devel opment and I reneds Service Learning

To enrol students into the Year cohort in consultation with the Principal.

To be responsible for the election and induction of student Year Care Group leaders and to

induct new students into Year practices.

To implement consistently each of the steps prescribed in the College discipline policy to the

point of suspension of enrolment and to keep records of all disciplinary action taken.

1 To hold regular and special Year Assemblies as required to facilitate communication of
College policies, to generate student morale and College spirit and to promote College and
parent events.

1 To implement the program of Care Group Teachers and Student Council Meetings, to ensure
meetings are conducted in accordance with College policy and to forward to the Principal and
Deputy Principal a copy of the meeting recommendations.

1 To counsel students in cases within the Assistant Deputy Principal6 s compet ence anc
all other cases to the College Counsellor. If a case warrants referral to an outside professional,
this should be done by the College Counsellor.

1 To supervise Care Group Teachers in the fulfilment of their duties and to coordinate and
support them through regular contacts. Particularly to develop a spirit of respect amongst their
students, avoid over-familiarity, secure observance of good manners and College regulations,
follow the prescribed program for Care Group Assemblies and keep Care Group Rooms clean,
orderly and interesting learning areas.

1 To be present outside Care Group Rooms during Care Group times (subject to completion of
supervision arrangements), monitoring student movement and dealing with cases of
unauthorised lateness and incorrect attire.

1 To ensure that Care Group Teachers keep bags graffiti-free in lockers; lockers, used/unused,
empty of rubbish; and the verandas, stairs and the part of the grounds assigned to/used by the
Year free of litter.

1 To counsel Care Group Teachers or other teachers who fail to perform their duty.

)l
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Stewardship

Stewardship involves policy development, the provision, use and maintenance of the human,
physical and financial resources of the school and appropriate processes to monitor, review, report
and provide accountability to the Principal and therefore, to government bodies. Stewardship
requires the responsible management of resources so as to add value to the Catholic education
provided; to take account of equity and diversity and to be open, transparent and accountable to
public scrutiny.
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The Assistant Deputy Principal is expected to:

1 Exercise effective, principled and ethical leadership following the Catholic model of servant
leadership.

1 Build a sharing organisational culture that focuses energies and talents on achieving high

guality outcomes for students.

Demonstrate proactive leadership and a managerial aptitude in a range of situations.

Provide effective planning, allocation, support and evaluation of work undertaken by others,

ensuring clear delegation of and accountability for tasks and responsibilities.

1 Develop and maintain effective strategies and procedures for staff appointment, induction,
professional learning, and performance review.

1 Review, evaluate and support staff, providing access to coaching and mentoring to achieve
high standards.

1 Manage administrative and operational systems and resources, including financial and
physical resources, effectively and ethically.

1 Represent and promote College programs positively and effectively within and outside the
College.
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Specific Responsibilities

1 Shared responsibility for the day-to-day organisation of the College.

1 Coordinate and implement effective meeting structures and practices.

1 Assist the relevant College Executive member with the editing and updating of the College
Handbook for Staff and compiling of the relevant Student Curriculum Handbook.

1 Liaise with the Bursar to ensure the appropriate maintenance of College facilities for the Year
group is undertaken, and the necessary classroom furniture and fittings are in place.

1 Assist the Principal in the recruitment and appointment process of staff.

1 Assist the Principal in the enrolment process and the effective transition of new students.

Community Focus

All members of the College Executive demonstrate the ability to foster safe, purposeful and inclusive

learning environments and help build a culture of high expectations that takes account of the
richness and diversity of the school s wider colt
relationships with students, families, Care Group Teachers and parish communities, we create an

ethos of mutual respect taking account of the spiritual, faith, intellectual, cultural, moral, social,

health and wellbeing of students. As a College, we promote sound lifelong learning from middle to

late adolescence, and adulthood beyond the College community.

We also promote an inclusive environment catering for the needs of all students, responsive to

Catholic social teachings, including the Common Good, subsidiarity, solidarity and participation, all

in the spirit of reconciliation, acknowledging the richness of a multi-cultural community.

The Assistant Deputy Principal is expected to:

1 Provide a climate conducive to professional discourse with others, thereby assist the Principal
and Deputy Principal in encouraging a whole school approach to teaching and learning.

1 Encourage or demonstrate effective communication within and beyond the College

community, including keeping staff informed about relevant decisions and issues.

Develop a sense of coherence and collegiality.

Promote active involvement of parents and the community in the learning process.

Demonstrate effective decision-making as appropriate to the situation and circumstance.

pecific responsibilities
To organise a meeting with parents, at least once a year, for Religious Education information,
career and educational guidance, parenting effectiveness, discussion of social issues and
other purposes, and further meetings/gatherings as necessary.
1 To contact parents in relation to student successes and achievements. In cases of student
indiscipline or lack of progress, to contact parents by telephone or to ask parents to attend an
interview with their son/daughter so that the matter can be resolved promptly and effectively.
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1 To invite parents to be present as participants or spectators at events in which their child is

involved; for example, Eucharists, assemblies and sport, as appropriate.

Oversee the timetable and management of all Year level meetings.

Engage with families and Care Group Teachers, and partner, where appropriate, with

community groups, agencies and individuals, businesses or other organisations to enhance

and enrich the Year level community.

Attend College functions, as required by the Principal, including promoting College activities.

Be aware of behavioural issues and monitor appropriate action in support of College Policies

involving the management of student behaviour.

1 Co-operate and work with relevant agencies to protect and support children.

1 Manage staff professional development opportunities and implement systems that require staff
to share information gleaned from these opportunities.

1 Other Duties as required by and negotiated with the Principal.
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Review History

Date Policy Introduced: 2014
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Date of Next Review: 2021

3.15 SCHOOL CAMPS, EXCURSIONS AND TOURS

Rationale
The Church speaks of Catholic Schools as aiming to foster the integration of faith and life and the
integration of faith and culture. These aims unde¢

curriculum. School camps and excursions are conducted as either an integral or an incidental part of
the educational program of the school.

To develop faith, spirituality, confidence, independence, leadership and survival qualities, the

College conducts:

1 Reflection Days.

1 Activity Days.

1 Leadership Days.

1 Subject excursions as deemed desirable (e.g.PE, Outdoor Education, S&E, Science, Music,
Art, Drama).

Definition

School camps and excursions are defined as activities generally conducted away from the school
campus for educational/religious purposes. Camps would normally involve an overnight stay
whereas an excursion would normally involve single day trips.

Scope
This policy applies to Irene McCormack Catholic College.

Procedures

An excursion/camp is any activity that takes students off campus for a period of time. All staff must

complete the Excursion/Camp Application Form.

1 All camps longer than one day, excluding the College Production Camp, Billiluna immersion,
Prefects Camp, Retreats, Year 9 Camino Camp need to have an assessable component.

1 All camps longer than three nights need to offset that length of time with at least one day on
the weekend.

1 Where possible preference to be given to incursions over excursions for the purposes of
minimising disruption to the College.

The structure, format, timetable and transport details must be given to students prior to the
excursion/camp.
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A parental and student signature must be obtained agreeing to all details contained in the
information document and the coordinator is to ensure compliance with CEWA Policy, In the case of
PE classes, this information is obtained at the start of the term for all PE excursions that are going to
take place during the term.

Before departing, staff are to ensure that the Deputy Principal and College Office have a completed
Application Form which contains the following:

Contact telephone number of the destination (if applicable).

Names of students who are attending the excursion/camp.

Expected time of departure and arrival back at the College.

A copy of excursion /camp letter.

Outline plan in case of emergency, including details of nearest medical centre.

E ]

The College Camps and Tours form must be completed and submitted to the Principal within one
school week of the completion of the Camp or overnight tour.

Misbehaviour

Misbehaviour is not to be tolerated. Serious breaches of the College contract must be
communicated through to the school as soon as possible. The Assistant Deputy Principal, in
consultation with the Deputy Principal, will decide the desired action. Minor misbehaviours should be
dealt with by the supervising staff.

Accidents/Injuries

It is essential that supervising staff are aware of the following:

1 The location of the nearest doctor, hospital or medical centre.

1 The opening hours of this facility and alternative options should they be necessary.

1 Please ensure that this information is confirmed immediately prior to departure from the
school.

1 A medical file containing individual student information is available. Ensure that all teachers
are aware of its location on the excursion and of its contents. Identify students at risk prior to
the start of the excursion and ensure that their Epipen/medication is taken on the excursion.

1 A First Aid Kit must be present on all excursions.

1 Water activities are not permitted to take place unless the Guidelines for Catholic Schools on
School Camps and Excursions are followed by a person who possesses at least a Bronze
Medallion or Surf Rescue Certificate.

Treatment

9 Treat all injuries as being major, unless you are absolutely certain of the injury, i.e. minor
abrasions or burns can be treated from the First Aid Kit.

1 Any injury of an internal nature must be treated as being serious, i.e. a twisted ankle or knee, a
knock to the head, an internal pain in the stomach, chest or ear must be dealt with through
proper medical centres.

1 Do not make decisions based solely on student information. Assume the worst and take
appropriate action.

Action as a result of a major injury

Take immediate appropriate action using first aid expertise available. Telephone the parents and
seek instructions as to an appropriate course of action. Arrange for immediate transport to hospital
or doctor® surgery. As soon as possible contact College Administration and report details as fully as
possible. Ensure that exact details of the accident are recorded on the Accident Report Form upon
returning to school. The College must be notified immediately upon confirmation of a major accident.
Assume all accidents are major and check through correct medical channels.

While on excursion, duty of care responsibilities is required of staff, therefore staff shall not be
permitted to use intoxicating substances at any time during the excursion. Students must be under
supervision during activities.
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Student free time must be structured and where appropriate supervised. All drivers must have a
current and appropriate driver licence.

The College has insurance cover against serious injury to students on excursion.

The following items must be in the Excursion Leaders possession during the entire excursion:
An up-to-date student list.

A medical file giving information about individual students.

First Aid Kit and manual.

Sufficient for any sub-division of the main party.

Excursion policy and school contact numbers.
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event of an accident, | authorise the supervisory staff to take whatever action with regard to
my son/ daughter s hesaldtele mendd neafestsyartyldoat

TOURS: INTRASTATE AND INTERNATIONAL

Rationale

It is believed that extra-curricular educational, language, arts, music and sporting tours have the
capacity to add a dimension to the schooling experience not otherwise available. Any tour should
have a clearly articulated purpose in harmony
cost to parents must not be underestimated. It must be recognised that tours can be disruptive to
study programs, time consuming and expensive. Only in very exceptional cases will approval be
given to tours in term time. It is important, therefore, that all requests for tours conducted under the
aegis of the College go through the following formal approval process. All tours - and only those
tours - which go through this process are officially sanctioned as Irene McCormack Catholic College
tours.

Notice of Planning
Intrastate, interstate and overseas tours need to be planned well ahead and included in the
Coll egebds calendar.

All prospective tours must be registered with the Principal using the standard form. From a legal
point of view the Principal must be confident that the proposed tour is to be well supervised and that

A copy of the excursion | etter on Coll ethehelLett

wi t

staff execute their o6duty of <car elTherefoe: t he st udent

1 Staff shall not be permitted to use intoxicating substances at any time during the tour.
1 Students must be under supervision during activities.
1 Student Afifree timed must be structured and

In developing a proposal, the originator must consult with parents regarding tour details. The
consultation must include providing parents with a copy of the College Tours Policy document at an
early stage in planning. Only proposals for which there is strong parent support will be approved.

The proposal must include:

1 A statement of the educational worth of the proposed tour.

1 Proposed destination.

1 Proposed dates.

1 Particulars of the tour leader (who must be a staff member) and sufficient accompanying
adults.

1 Estimated total cost of the tour and likely fund-raising and parent contributions.

1 Where fund-raising is involved, methods and sources should be indicated.

1 Responsibility.

1 The responsibility for the welfare and safety of tour members while in transit and at the venue

is in the hands of the teacher in charge and his/her staff. Selected staff members are expected
to exercise great responsibility for their

wher

fidut
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Approval and Accommodation

All proposals for tours must be formally approved by the Principal in writing before bookings are
made. Students must be in accommodation where the College teaching staff have direct supervision
i.e. no billeting arrangements will be permitted.

Parents must be kept fully informed. A parent evening must be held where details can be finalised
and questions dealt with. Some form of feedback is essential and should be included in the planning
stage of the tour and outlined in the proposal.

Parents will be required to give written permission for their daughter/son to travel interstate or
overseas.

Student Selection
The criteria for student selection will be based on:

1 Suitability for the tour, including age relevance.
T Excellent behaviour patterns.

1 School tuition fees are fully paid.

1 Teacher costs.

Fare and accommodation cost for at least two staff members, with a ratio of ten students to one staff
member, are to be met by a full subsidy from students.

Student Costs
Students are responsible for the financing of their own needs. The teacher in charge may direct
funds raised as required for the overall benefit of the group e.g. internal travel, meals, etc.

Fund Raising
All fund-raising activities must meet the criteria of the College Fundraising Policy.

Accounts

1 An account must be established in consultation with the College Business Manager.

1 A final statement of account must be presented to the parents and the College after the tour
has been completed.

1 Any monies raised but not expended on the trip should be allocated in a way determined by
the Principal in consultation with the parent group concerned.

School Fees
Families who are not up to date with their full fees are not eligible to apply to attend a tour.

Itinerary
A broad itinerary and letter of proposal must accompany the proposal and be circulated to parents
advising a general estimate of costs.

Tour Information
Details of the itinerary, tour booklet, names of the tourists, insurance, rules, next of kin forms and
other necessary documents must be published before the tour.

Information

The information listed below needs to be kept at the office in case of emergency:
Complete itinerary.

Australian departure and arrival time, flight number, etc.

Passport copies - first two pages.

Medical profile and Medicare number.

Insurance - medical and travel - copies only.

Name and address of host families - if applicable.

Permission slip from parents.
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College Rules

Tours will operate under College policies and school rules. In particular, the presentation and
behaviour of the students. A serious breach of school rules on tour may result in students being sent
home immediately, with any additional costs being met by the family. If this is not practicable then
upon return the continued enrolment of the student at the College will be reviewed. Students will
sign a contract of behaviour drawn up by the organiser and approved by the Principal. This contract
will be countersigned by the parents of the students.

Summary of Tour
A summary report, including the College Camps and Tour report form, is to be provided to the
Principal along with photographic or other records of the tour within one school week of return.

Frequency
Unless exceptional circumstances prevail, the College will not approve annual overseas or interstate
tours.

Reference

CECWA Guide for Camps.
Review History

Date Policy Introduced: 2010
Date of Last Review: 2016
Date of Next Review: 2020

3.16 SMOKE FREE SCHOOLS

Rationale

Catholic schools can serve as models for all within Western Australia who seek to create genuine
communities. Such communities are always founded upon shared commitment to the common
goodd6é ( Mandphtée, paragr

The Tobacco Products Control Act 2006 legislates against smoking in enclosed public places and
the Occupational Safety and Health Act 1984 requires an employer, so far as practicable, to provide
and maintain a working environment in which the employees are not exposed to hazards.

Catholic schools in Western Australia are smoke-free environments due to the acknowledged health
hazards of exposure to Environmental Tobacco Smoke (ETS) and to comply with legislative
requirements.

This policy statement addresses the issue of smoking in schools. In promulgating this policy, CEWA
acknowledges that smoking can adversely affect the health of both smokers and non-smokers.

Definitions

Environmental Tobacco Smoke (ETS) is a combination of side stream smoke (smoke from the
burning end of a tobacco product) and exhaled mainstream smoke (the smoke breathed out by the
smoker).

Scope
This policy applies to all Catholic schools in Western Australia.

Principles
The legislative requirements of the Tobacco Products Control Act 2006 and the Occupational Safety
and Health Act 1984 shall be adhered to in all Catholic schools.

Catholic schools formalise their commitment to providing a safe environment for all school users by
going beyond the legislated smoking bans, in order to further minimise the acknowledged health
hazards associated with ETS.



Page 87 of 163

Procedures
Schools to maintain a total smoke free environment at all times. This includes but is not limited to:

1 Any Catholic school building.

1 Enclosed public areas.

1 Grounds (including the land up to the boundaries on which buildings are located).

1 Playgrounds.

1 In vehicles on a school site.

1 In vehicles transporting students either during or outside of school hours.

1 This prohibition applies to all persons on a Catholic school site, including school camp and
excursion venues, and applies to parents, students, staff and visitors.

1 Principals shall ensure that, during the process of appointment of staff prospective employees

are made aware that the school is a smoke-free environment.
1 Principals shall ensure that the parents, students and visitors are made aware that the school
and all school activities are smoke-free environments.
Buildings and grounds shalhave 6 No Smo ki ngd signs prominently c
Whilst all staff in Catholic schools share a responsibility for ensuring compliance with this
policy statement, the Principal shall ensure that school staff comply. Staff members who
breach this policy may be subject to disciplinary action.
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An Employee Assistance Program is available to assist those staff who are considering quitting
smoking.

References
Mandate of the Catholic Education Commission of Western Australia 2009-2015.

Related Documents

Occupational Safety and Health Act 1984.

Tobacco Products Control Act 2006.

Teacher sé6Taamdhd&Nmond Enterprise. Bargaining Agreemen
Catholic Education Commission of Western Australia Policy Statements

2-C14 O6Occupational. Safety and Heal th

2-C8 Termination of Services of Staff Members i Incompetency or Misconduct.

Review History

Date Policy Introduced: 2010
Date of Last Review: 2018
Date of Next Review: 2021

3.17 STAFF HARASSMENT

Rationale

In Catholic education, Christ is the foundation. All members of the Catholic education community are
committed to reflecting gospel values in everyday activities and personal encounters. The
harassment of any person within Catholic education is contrary to the Gospel and the vision of the
Catholic education.

It is unlawful to harass a person within a workplace and, where a person is harassed, the employer
may be legally responsible. It is not correct to assume that because incidents of harassment are not
being reported that harassment is not occurring.

Principles

1 Irene McCormack Catholic College is committed to ensuring that the working environment is
free from harassment, that harassment will not be tolerated under any circumstances and that
disciplinary action will be taken against any employee (or agent) who breaches the policy.



Page 88 of 163

1 Employers may be held vicariously liable for the actions of staff members or others who are
found to have harassed a staff member.

1 It is unlawful to sexually harass a person. A person is taken to harass sexually another person:

o] If the person makes an unwelcome request for sexual favours or engages in other
unwelcome conduct of a sexual nature.

o] If the other person believes that a rejection or refusal of advance or request or the taking
of objection to the conduct would disadvantage the other person in any way in
connection with his/her employment or work.

o] Iffas a result of the ot hejythepther persan & disadvaniaged
in any way in connection with his/her employment or work.

1 Sexual harassment can take many different forms and may include physical contact, verbal
comments, jokes, proposition, the display of offensive material or other behaviour which
creates a sexually hostile working environment. Sexual harassment is not behaviour which is
based on mutual attraction, friendship and respect. If the interaction is consensual, welcomed
and reciprocated it is not sexual harassment.

1 It is unlawful to racially harass a person. A person shall be taken to harass racially if the
person threatens, abuses, insults or taunts another person on the basis of his/her race or
imputed characteristics of a race.

1 It is unlawful to harass a person who has a disability in relation to that disability.

1 Workplace bullying is repeated unreasonable behaviour directed toward an employee, or
group of employees, that creates a risk to health and safety.

1 All staff have a responsibility to:
o] Comply with the school s harassment pol.
o] Offer support to people who are being harassed and let the person know where help can
be obtained.
o] Maintain complete confidentiality if they provide information during the investigation of a
complaint. The spreading of gossip or rumours may expose them to a defamation action.

1 Immediate disciplinary action will be taken against anyone who victimises or retaliates against
a person who has complained of harassment.

1 Employees will not be disadvantaged in their employment conditions or opportunities as a
result of lodging a complaint.

1 Irene McCormack Catholic College will ensure that the outcome of the substantiated complaint
does not disadvantage the person who was harassed in any way.

1 Throughout the process of investigating a complaint, the rights of all individuals will be
respected, and confidentiality maintained wherever possible.

Harassment, including discrimination and workplace bullying, is a dismissible offence.

Definitions

Irene McCormack Catholic College shall appoint/elect a contact officer(s) to assist in preventing and
dealing with harassment in the workplace through advice and information. Appropriate training for
the Contact Officer shall be provided at the expense of the school.

In 2020 the female Contact Officer is Mrs Deb White and the male Contact Officer is Mr Matthew
Byrne.
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The Contact of ficerdéds role is to gi vieintrdualiawe , p
formal process and liaise with the College Principal regarding formal complaints.

Where a complaint of harassment is to be made against the Principal, the Contact Officer shall refer
the matter directly to the Director of Catholic Education.

Upon receipt of a complaint, the contact officer shall discuss and determine with the complainant
whether an informal or formal process is to be adopted.

In the event of a formal complaint, the Contact Officer shall then record in writing the allegations and
include the following details:

1 Name of person registering the complaint.

1 Name of person (or persons) alleged to have harassed the complainant.

1 Details of the specific incident and any related incidents, including the date and place incidents
are alleged to have taken place.

| The names of any staff members who witnessed the event or related events.

1 Suggestions of possible resolutions from the complainant.

1 Provision of a copy of this record to the Principal with an agreed plan of action. This shall
include a discussion with the person (or persons) alleged to have harassed the complainant.

Procedures

Any staff member who believes he or she is experiencing harassment of any nature should follow

one of the following options:

1 Informal complaint procedure. Informal procedures emphasise on expedient resolution and
can be utilised at the discretion of the complainant. Informal procedures are usually
appropriate where:

o] The allegations are of a less serious nature.

o] The parties are likely to have ongoing contact with one another and the complainant
wishes to pursue an informal resolution so that the working relationship can be
sustained.

1 Informal ways of dealing with harassment can include the following actions:

o] The staff member who has alleged harassment may want to deal with the situation
personally but may seek advice on possible strategies from a leadership team member
or the contact officer(s).

o] A complaint is made, the alleged harasser admits the behaviour, investigation is not
required, and the complaint is resolved through conciliation or counselling of the
harasser.

o] The Contact Officer or a member of the leadership team observes unacceptable conduct
occurring and takes appropriate action even though no complaint has been made.

o] A staff member shall not be required to exhaust informal attempts at resolution before
formal action commences. A staff member at any time has the right to formalise his/her
complaint or approach an external agency, such as the Fair Work Commission. Once an
external agency such as the Fair Work Commission has commenced proceedings, the
informal school-based investigations shall cease. The Principal shall inform the
Employee and Community Relations Team at CEWA.

Formal Complaint Procedures
Formal procedures focus on proving whether a complaint is substantiated. The Principal shall advise
the Employee and Community Relations Team upon receipt of a formal complaint or harassment.

1 Formal procedures are usually appropriate where:
o] Informal attempts at resolution have failed.
o] The person alleging harassment has been victimised.
o] The complaint involves serious allegations of misconduct and informal resolution could
compromise the rights of the parties.
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The complaint is against a senior member of staff and the person believes that formal
procedures may help to ensure that the complainant is not victimised or disadvantaged.
The allegations are denied, the person who claims to have been harassed wishes to
proceed and an investigation is required to substantiate the complaint.

A person alleging sexual harassment wishes to make a formal complaint from the outset.

Formal procedures shall involve:

(0]

(el elNeolNeo]

The Principal or delegate investigating the allegation.

Application of the principles of natural justice.

Making a finding as to whether or not the alleged harassment occurred.
Submitting a report with a recommended course of action to the Principal.
Implementation of an appropriate outcome.

To ensure consistency and fairness, the school shall document the steps involved in
investigating a formal complaint. The usual sequence of events shall be as follows:

(0]
(0]

(0]

The complainant is interviewed, and the allegations are particularised in writing.

The complaint shall be particularised as precisely and comprehensively as possible
including the origin of the complaint and shall be framed in the context of this policy.

The allegations are conveyed in writing to the alleged harasser advising of the process
of investigation to be adopted.

The alleged harasser is given the opportunity to respond in writing to the allegations.

The alleged harasser has the right to have representation at any interview/meeting i.e.; a
colleague, union representative.

If there is a dispute as to the facts and the investigator determines a witness is relevant
to the allegations made, the investigator interviews and obtains statements from any
witness.

A finding is made as to whether the complaint has substance on the balance of
probabilities, that is, the employer is required to be reasonably satisfied that based on
the evidence and facts that arenotavai | abl e to it, t he al
than notd behaved in the manner all eged.
A report documenting the investigation process, the evidence, the finding and a
recommended outcome/s is submitted to the Principal/decision maker.

The Principal/decision maker implements the recommended outcome/s or decides on an
alternative course of action.

Notes will be kept of all incidents i date, time, place, witnesses, what was said or done.
A written explanation of the findings and action taken shall be provided to the person/s
making the allegation and the person/s against whom the allegation is made.

The following type of evidence may be relevant.

(0]

(0)
(0]

(0)
(0]

Supporting evidence provided by a medical practitioner, counsellor, family member,
friend or co-worker.

Super vi sords reports aqsuddprancreasenimsiel leavee c or d s

Actual complaints or information provided by other employees about the behaviour of the
alleged harasser.

Records kept by the person claiming to have been harassed.

Whether the evidence was presented by the parties in a credible and consistent manner.

A formal complaint shall not be dismissed on the grounds that no-one saw or heard the
incident/s occur. Given the nature of the offence, there are often no direct witnesses to alleged
acts of harassment. Those responsible for investigating complaints shall consider all available
evidence including any surrounding evidence and make their finding on the balance of
probabilities. The Employee and Community Relations Team of CEWA can be contacted on a
confidential basis to discuss and provide advice at any time.

ege
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1 Outcomes will depend on factors such as:
o] Severity and frequency of the alleged harassment.
o] The weight of evidence.
o] The wishes of the person who was allegedly harassed.
o] Whether the alleged harasser could have been expected to know that such behaviour
was a breach of policy.
The level of remorse.
o] Whether there have been any prior incidents of warnings.

(@)

1 If there is sufficient proof to decide whether or not the harassment occurred the Principal shall
nevertheless:
o] Remind those involved of expected standards of conduct.
o] Conduct further training and awareness sessions for staff.
o] Monitor the situation carefully.

1 The only case where no action will be warranted is where it is deemed that the harassment did
not take place. Even where it is determined that the behaviour did not take place but that it did
not constitute the harassment, some actions shall be taken to reconcile the parties involved.

1 Outcomes may include any combination of, but are not limited to, the following:
o] Counselling.
o} Formal apologies.
o] Conciliation/mediation conducted by an impartial third party where the parties to the
complaint agree to a mutually acceptable resolution.

o] Of ficial warnings t hat pesonaelfieot ed on t he
o] Disciplinary action against the harasser (e.g. demotion, dismissal, removal of some
duties).

o} Disciplinary action against the person who complained if there is strong evidence that
the complaint was vexatious or malicious.

o] Reimbursing any costs associated with the harassment.

o] Re-crediting any leave taken as a result of the harassment.

1 If the school-based proposed resolution does not resolve the situation, or the person making
the allegation does not feel able to follow through with the complaint procedures, or an outside
agency such as Worksafe contacts the school, the Principal shall contact the Employee and
Community Relations Team at the CEWA.

Review History
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3.18 STAFF PROFESSIONAL DRESS

Rationale

Professional dress, appropriate to the work environment is a requirement of all staff at Irene
McCormack Catholic College, including when staff attend off-campus Professional Development
days. Since this is subject to taste and fashion, the following guidelines are provided. Staff should
remember that they are professionals and representatives of Irene McCormack Catholic College and
as such, their personal presentation helps to reflect a positive, professional organisation. Modesty
should be demonstrated with regards to the selection of appropriate professional clothing.

Dress Requirements

Women

1 Tailored trousers or tailored shorts T no jeans, denim or casual dress. Trousers should not
look like jeans in style, example coloured jeans and no tight pants (body con garments).

har a
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Men
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Skirts/dresses are to be an appropriate length (on the top of the knee or lower). No body con
garments.

Modesty should be demonstrated with regards to the selection of appropriate professional
clothing.

Leggings/tights appropriate only with skirt or dress over the top.

Sheer fabric is not to be worn unless with an appropriate undergarment.

Extended armholes, low-cut (no cleavage), backless, halter neck or shoestring strap tops are
not to be worn.

Casual wear such as jeans, t-shirts, rugby tops, tracksuit tops or windcheaters are not to be
worn.

Shoes are to be professional looking. They must have structure to the front and back of the
foot with the majority of the foot being enclosed as dictated by OHS. Shoes must have a back
strap as dictated by OHS. Thongs, or thong styled sandals and excessively high heels are not
appropriate in a school environment.

Tailored trousers and shorts T no jeans, denim or casual dress.

Longorshort-s | eeved @bshitomnedworn tucked in

A tie to be worn in Term 2 and 3.

Casual wear, such as cargo shorts, t-shirts, rugby tops, tracksuit tops or windcheaters are not
to be worn.

Casual footwear e.g. gym shoes, sandals and skate shoes are not to be worn (unless teaching
PE).

Performing Arts Staff

)l
)l
)l

T

Collared polo shirt.
Appropriate leggings.

OHoodi es 6 ar e not to be worn w h Rerforminge Ars h'i n g

(Dance/Drama).
Appropriate footwear e.g. sport shoes.

Physical Education Staff

1 Collared polo shirt.

1 Appropriate length shorts or skirt. Tracksuits are acceptable.

1 Appropriate leggings.

1 AfiHoodi es® are not to be worn when teaching
acceptable.

1 Surf wear and casual beachwear are not to be worn except when engaged in beach classes.

1 Sport shoes are to be worn.

General

1 When representing the College on formal occasions such as meetings, parent information
evenings etc., staff may be required to wear formal attire.

1 Staff involved in such work as gardening, maintenance or catering have different dress
requirements, but these staff must ensure clothing and footwear complies with the required
Occupational Health and Safety standards.

1 Please note only staff teaching Physical Education classes should be wearing Physical
Education dress. After school sporting team coaches should change for the fixture or training,
as do the students.

1 Any item of school clothing regarding school crest etc. must be approved by the College and
purchased through the College Uniform Shop.

1 Covering of body markings, face piercings and tattoos to be decided by the discretion of the

Principal.

c |
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Procedures
1 The Deputy Principal is responsible for ensuring that staff dress appropriately and, if required
will discuss any concerns privately with the individual.

1 In the case of repeated breaches of the Professional Dress Policy a written warning will be
issued by the Deputy Principal.
1 If you are unsure about what constitutes acceptable professional attire, please ask a member

of the Irene McCormack Executive Team. Staff should remember that they are professionals
and also representatives of Irene McCormack Catholic College and as such, their personal
presentation helps to reflect a positive, professional organization. At all times, the dignity of the
individual will be adhered to. Any member of staff may, for medical or cultural heritage
reasons, discuss particular preferences with the Principal.

Review History

Date Policy Introduced: 2010
Date of Last Review: 2016
Date of Next Review: 2022

3.19 STEWARDSHIP & SUSTAINABILITY

Rationale
Stewardship of Creation reflects J esus 6 cal | to Il ove God the Creat
and our choices impact on our environment and on others, both now and into the future.

At Irene McCormack Catholic College we seek to be a school where sustainable practices are
modelled, taught, valued and practiced. In which acts of stewardship are co-owned by staff and
students grounded in the Gospel values of |l ove f
future may be bright for all.

Definition

Stewardship means taking proper care of a resource and never treating it only as personal property.
As stewards we are not the owners of, but only custodian of God's gifts in this world, to use them
and produce with them the fruits of eternal life. The way we use and care for all of creation needs to
be steeped in the Gospel values.

Sustainability means the ability to maintain healthy environmental, social and economic systems in
balance, indefinitely, on a global and local scale. All acts of sustainability offer a gift to those who will
benefit in the future. They are acts of love, "summarised in the supreme commandment of love of
God and | ove of neighboro. (Compendpaul6d) of t he Soc

Scope
This policy seeks to awaken us to our responsibility and opportunities to teach, model and live, as
better stewards of creation at Irene McCormack Catholic College.

Principles

Il rene McCormack Catholic College ( IPvbgeC)Servicéa andds b
Justiced. These are pillars in our Christian Ch:
community. Hence, we seek to be known as a school community who stands for stewardship of all

of Godbés Creati on. sho bse made, rebources ta bel akbocatbe and ractices

put in place to increasingly teach and model increasingly sustainable practices at Irene McCormack.

Stewardship and sustainability are important partsof our Cat hol i c. Tliep hebdaa e 6 s
be planned for, budgeted and implemented in sustainable ways. Over time these will become part of

the Collegeds culture and grow in scale and bread
Through the Australian cross curricular the priority of Sustainability, students develop the
knowledge, skills, values and world views necessary to contribute to more sustainable patterns of

living.



Page 94 of 163

Procedures

T
)l

Processes shall be established for ongoing evaluations and renewal of all aspects of
stewardship and sustainability priorities at IMCC.

College staff shall undertake the necessary formation in order to deepen their understanding
and commitment to Catholic values of stewardship and sustainability.

Strategies and programs shall be established to help members of the school community
experience and demonstrate practical commitment to stewardship and sustainability.

The curricula developed by schools shall integrate stewardship and sustainability into all areas
of learning.

Gospel values shall be embedded in the language and curriculum concerning practices of
stewardship and sustainability.

Opportunities shall be provided to develop the knowledge, understanding and skills necessary
to discern the Gigns of thetimes§ parti cul arly with rtegeaatercare
for our Common Home (especially evidentinLaudax o si 6

Curriculum decisions shall chall enge student

order to transform the world by developing a sense of active social responsibility.

Practical Stewardship & Sustainable Practices at Irene McCormack Catholic College

1

Liturgies and Prayer: will make regular connections to the spiritual and religious call to
stewardship and sustainable lifestyle choices.

Purchases: When assets are bought the cost to the environment should be added to the cost
of purchase. Life should be prolonged with repair, adaptation to changing needs and ultimately
the sale, donation or responsible recycling of that asset.

Waste management systems: designed and constantly reviewed, sort waste through multi-

waste collection systems, sorting, reusing and recycling wherever possible.

0 Substituting organic waste skip (in place of general landfill skip)

o Implement a recycling program to capitalise on the deposit scheme on recyclable
containers

0 Streaming waste into appropriate clearly labelled collection bins

0 Thoroughly communicating the purpose and system of waste disposal / co-mingled
stream.

o Inviting and working closely with studesnt

I r e ne ds-LeSreing Priograen and House Points System, to sort contaminated waste
into appropriate collection bins.

0 Specific classes of plastic waste appropriate to produce filament for 3d printing could also
be identified.

| r eneds -L&8ening Progeam: including providing students with opportunities to work on
projects concerning the promotion of environmental stewardship; waste minimisation; sorting
co-mingled stream and sharing of sustainable lifestyle choices.

| r e ne 6 ¢$Cantean) ®enu: including the banning of plastic straws, minimizing single use
plastics and over packaged items wherever possible.

Grounds and maintenance as well as other departments within the College: all working
towards improved, sustainable and workable practices, all designed to reduce forms of waste,
maximise recycling and minimise pollution.

t
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1 Curriculum, throughout the breadth of teaching and learning programs in the College:
recognition and awareness of both the cross-curriculum priority of stewardship and the
Catholic Mission of stewardship and sustainability to raise awareness, challenge culture,
present choices and grow stewardship and sustainable education, values and practices.

1 Individual departments will be invited to explore and own means to improve
stewardship and sustainability in their own context and means. This is envisaged to be
both invitational and supported wherever possible by the College Executive to empower
ownership and grow sustainable practices that will become in time part of the culture of the
College.

1 Other examples of Stewardship & Sustainable Priorities to be considered:

0 Electricity (eg: LED lighting should be implemented as fluoro tubes fail, expansion of solar
panels (even a solar mobile charging station), management of air conditioning.

0o Water (eg: Tanks could capture rainwater for a herb garden, the supply of plastic water
bottles should end)

o Paper (eg: Metrics of the scale of paper waste should be developed)

o Food Waste (eg: Composting and Worm Farm with particular concern about over-catering
or supplying food that is essentially unhealthy or deteriorates quickly if not refrigerated -
the iconic BBQ and soft drinks should be challenged!)

o Landscaping (eg: Native trees to provide passive shading, plants that attract birds,
planning to recreate an ecosystem that requires minimal/no use of glyphosate.)
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3.20 STUDENT LEADERSHIP

Irene McCormack Catholic College strives to teach and embody the pattern of servant-leadership
exemplified by Jesus Christ. Jesus explained to His followers that their practice of leadership was to

be distinctly different than the self-seeking, self-serving and domineering style of leadership often

found in the world: i Whoever would be first among Vyou-44must
Matthew 20:25-28). By serving others, students not only develop their own leadership but also show
others how to lead.

Rationale

Irene McCormack Catholic College promotes leadership as a relationship of serving and
empowering others to make a difference in our world. It is a shared process of building a stronger
community, improving the way things are done, developing better relationships, showing
compassion for others and making our world a better place.
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In their commitment to a common purpose, our student leaders learn to be both self-reflective and
action-orientated individuals who can develop a vision, create new ways of seeing and doing,
challenge the process, enlist and encourage others on their journey, unleash energy, solve
problems, raise awareness, help others, share opportunities, facilitate change and create results.
Most significantly, student leaders learn to empower and recognize others in their initiatives to
accomplish a goal.

At Irene McCormack Catholic College students are nurtured with the explicit expectation that, over
time and with many and varied opportunities, they will discover a style of personal leadership that
also encourages trusted, respectful fellowship.

The College leadership program seeks to nurture and develop this potential through a student-
centred and student-led experiential model, guided through mentorship, education and lots of
experience.

Principles

Il rene McCormack Catholic Collegebs student I
individual and invites each to use their God given talents to benefit the whole community. We call
t his model AServant Leadershipo.

One must lead by example. Shared leadership is the ability of a person to work well with others as
part of a team. It requires strengths and abilities not normally associated with the traditional version
of leadership, to look beyond them and minister to the needs of others through service.

One must lead by actions. The capacity for nurturing others and bringing out their best talents, the
ability to mediate conflict and to volunteer when asked for by the College community. One must lead
with compassion. The qualities to both express empathy and compassion for others and educate
others about the importance of these feelings. Have the talent for encouraging different viewpoints

eade

while upholding onebds core values and principles.

One must learn to serve. Service-learning experiences aid in the personal growth of students as
future leaders by developing young men and women as leaders who would act with compassion and
a strong sense of justice.

There is a leadership focus for each year group.

Year 7: Awareness

Year 7 is designed to transition students into the College, allow them to feel safe and supported,
experience success and develop an understanding of self, while learning about the culture and
traditions of the school. This developmental phase focuses on the awareness of:

1 Leadership

1 Personal talents and skills.

1 How these skills can be shared with others.

1 Understanding the language of leadership and the leadership model of the College.

Leadership in Year 7 will coexist with the personal development progbamand t he | reneds

Learning program. Students will be acknowledged for their leadership achievements and develop a
connection between leadership and service.

Year 8: Essential Skills

Year 8 focuses on identifying essential life skills, which help students, interact more effectively with
others.

Helpful thinking and self-talk.

Emaotion recognition and regulation.

Life problem solving.

Communicating effectively.

Planning and time management.

=A =4 =4 =4 =9



Page 97 of 163

1 Personal Well-being.

Our students in Year 8 are expected to understand and demonstrate:

1 Situational leadership.

1 Reliability.

1 Face the consequences of truth and honesty.

1 Show active concern for the people and environment of the College.

Training sessions will require students to reflect on the Gospel message as an inspiration to serve
others. The Assistant Deputy Principal will incorporate these sessions in Personal Development and
during Care.

Year 9: Self-Leadership

Year 9 is recognised as a time of significant change in the lives of adolescents and a time they begin
to grow from children to young adults. A time when young people may look to establish their
independence, test boundaries, take risks and question authority. Leadership in Year 9 will support:
1 Social and emotional development.

1 Positive psychology.

1 Self-awareness.

1 Engagement.

1 Responsibility.

Leadership focus will coexist with the Camino program, culminating in a Year Nine Camp held in
Term 3.

Year 10: Relationships-Building a Team
Year 10 is designed to help enhance and maintain resilience and psychological wellbeing in our
students by building their social and emotional skills. The aim is to build a team to:

Feel valued and accepted.

Connected to the community.

Provide a sense of belonging.

Build a cohesive and effective team.
Collaborate to achieve a common goal.
Display commitment to members of the group.

=A =4 =4 =4 4=

The Assistant Deputy Principal will incorporate workshops in Personal Development and will record
the level of commitment demonstrated by the students.

Year 11: Preparing to Lead

Year 11 students build on their earlier leadership roles and experiences to formally prepare to take

over from the incumbent senior student | eader s i
become a Peer Support Leader.

The Peer Support program is designed to train senior students to work regularly with small groups of
Year 7 students. The Year 11s are responsible for leading groups through the program content and
activities:

1 Goal setting.

1 Group decision-making.

1 Problem solving.

1 Development of support networks.

The program fosters the development of effective group work skills, values, mutual respect,
kindness and tolerance and eveylimgibidua wheck comtribges folwn i q u ¢
safe and supportive school environment.
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An opportunity for Year 11s to model their leadership efforts on the servant approach preferred by
Jesus.

Year 12: College Leaders

After completing five years at the College, students are expected to embrace leadership and should

be leaders. For thisreason,at t he end of Year a¥lkedi retaldermsddelo
are College leaders.

As such, all are expected to contribute to the daily operation of the College by:

Electing to be members of various committees and groups.
Demonstrate leadership through their behavior and attitude.
Display active application to studies.
Model correct uniform and grooming.

= =4 =4 =4

Shared responsibilities benefit both leaders and followers. A true leader is not afraid to ask for help,
it is a sign of humility.

Leaders benefit from feedback on their leadership, even as Jesus, the perfect leader, asked those
He trusted for personal feedback. It is the role of College leaders, both staff and students, to offer
feedback to our leaders.

The positions of College Prefects are awarded to students who embody the ethos of the College,
serve as role models to younger students and act as ambassadors. The expectation is that they are
to lead by example in every setting and to offer advice and support to the younger students.

Procedures

Student Representatives

The Assistant Deputy Principal will co-ordinate Care Group Teachers to present the philosophy
behind the IMCC Student Leadership Policy to their students. Care Group Teacher to invite students
to become their Care Group representatives.

Care Student Representatives will be inducted at a Year level ceremony, with their parents invited.
Badges and certificates will be presented.

In order to be eligible for a position as Student Representative for a Care Group, a student must
satisfy the following criteria:

Positive attitude towards the College.

Commitment to the College Motto, of Prayer, Service and Justice.
Attendance and support at all College events.

Compliance with uniform and grooming standards.

Good school record.

Polite to all staff and students of the College.

Good communication skills.

A sense of responsibility.

Ability to get along with other students.

High level of motivation.

Good organisational skills.

=8 =4 =8 =8 =8 -8 -8 -8 -8 -8 A

When applying for Care Group Student Representative positions in Year 7-12:

1 Students nominating for Student Representative will speak to their Care Group outlining their
reasons for the position.

1 Students will vote for Student Representative.

1 Care Group Teacher will review votes and discuss position with Care Group.

1 A recommendation will be made to the Assistant Deputy Principal.
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Role of Student Representatives:

=A =4 =4 =4 = =4

Work closely on a daily basis with their Care Group Teacher and Assistant Deputy Principal.
Attendance at meetings is compulsory. If a Student Representative cannot attend a meeting,
they must advise their Assistant Deputy Principal.

Assist their Care Group Teacher but does not take the role.

Promotion of IMCC events throughout the school year.

Help organise events that are designated to the year group.

Prepare and run year assemblies.

Peer Support Leaders 1 Year 11

Year 11s complete an application form to be considered as a Peer Support Leader. Assistant
Deputy Principal selects 40-45 students to take on the role for the new academic year. Training of
new candidates takes place in Term 4 in preparation for the following year.

Criteria for the role of a Peer Support Leader

=8 =4 =8 =8 =8 -89

Commitment to the College Motto of Prayer, Service and Justice.
Attendance at all scheduled College events.

High standard of work ethic.

Compliance with uniform and grooming standards.

Good standing record with the College.

Good communication skills.

Willingness to develop leadership skills.

Role of Peer Support Leaders

=A =4 =4 =44

To assist Year 7s with day-to-day organisational matters of a student at IMCC.
To contribute towards creating a caring College community.

To develop a relationship with their group of Year 7s.

To manage a small group.

To lead discussions.

To create a friendly environment.

College Prefects
In order to be eligible for a position as Prefect of the College, a student must satisfy the following
criteria:

=8 =4 =8 =8 =8 -8 -8 888

Commitment to the College Motto of Prayer, Service and Justice.

Attendance and support at all College events.

Must be an exemplary student with regard to grooming and uniform.

Good standing held at the College.

A sense of responsibility.

Ability to get along with other students.

Good communication skills.

High level of motivation.

Good organisational skills.

Must have demonstrated extra-curricular involvement through sport or cultural activity.

Be role models for all students with respect to behaviour, punctuality, application to class work,
grounds cleanliness, uniform and grooming and in the participation and support of the College
activities.

Must have served as a student leader for at least one year. This criterion is waived in the case
of a student who has entered the College at the beginning of Year 11 or later and who can
demonstrate a track record in leadership qualities.

Must have completedt he | reneds Ser viasequlree byrthe Callege. pr ogr am
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The Procedure for Selection of Prefect:

Nominations

1 Students interested in becoming a College Prefect are to collect an information booklet
outlining criteria and a timeline from the Assistant Deputy Principal Year 11.

1 A nomination form will need to be obtained from the Assistant Deputy Principal Year 11.

1 Nominations must be submitted to the Assistant Deputy Principal by the due date.

Process

1 Assistant Deputy Principal Year 11 to select suitable candidates from nominations and consult
with Principal and Executive members.

Final list to prepare a speech that they will give to their respective House.

Students from Year 11 vote and staff vote.

Assistant Deputy Principal Year 11 to tally votes.

A recommendation will be made to Principal and Executive members.

Selected College Prefects will sign a contract made out to the Principal.
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Prefect Camp/Retreat
Successful candidates will attend a two-day camp held at end of Term 4. Prefects to be inducted at
a ceremony held at the beginning of the new academic year. Parents of new prefects are to be
invited to the ceremony.

The Responsibilities of Prefects are:

Head Boy and Head Girl

Display outstanding leadership and direction to the whole College community.
Represent an ideal role model for students, staff and College community.
Represent the College at official College functions.

Be involved in the coordination of events in the College e.g. College assemblies and functions.
Chair the Prefect Committee meetings.

Promote school spirit and unity amongst the student body.

Meet regularly with the College Principal.

Represent a student voice in College newsletter, The McCormack Messenger.
Liaise with staff, students and parents e.g. present student needs to staff.

=8 =4 =8 =f =8 =8 -8 8N

Campus Ministry Prefects

1 Be an Extraordinary minister of Holy Communion.

1 Attend and promote ministry activities at Prefect Committee Meetings.

1 Be prepared to represent the student population in raising the profile and promote the value of
Student Ministry at the College.

1 Communicate regularly with Assistant Deputy Principal of Campus Ministry and | r ene 6 s
Service Learning Coordinator.

1 Assist in planning and reviewing liturgical celebrations held in the College e.g. Year Masses,
House Masses and whole school Masses.

1 Meet regularly and chair meetings with Ministry Committee (student representatives from each
year level).

House Prefects

1 To attend and participate at all House events and activities.

1 To promote and communicate all House events to all Care Groups during the year.

1 To promote role of House Prefect within the College by being a leadership mentor for younger
students.

1 To communicate with Assistant Deputy Principals of Year and House Coordinator on a regular
basis and represent the student population in building pride and allegiance to their House
patron.

1 To maintain and model enthusiasm with their peers and to empower younger students to be
involved in all House events.
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1 To provide personal assistance to staff, students and community with the organisation of
House events e.g. House Carnivals, IMCC Day and House Days.

1 Meet regularly with and chair House Committee (student representatives from each year
level).

Sports Prefect

1 To attend and patrticipate in all house events and endeavor to participate in ACC Interschool
events.

1 To promote their role within the College by being a leadership mentor for younger students.

1 To communicate with the Head of Sport and Physical Education Department on a regular
basis and represent the student population in raising the profile and promoting the value of
College sport at the College.

1 To maintain and model individual excellence in their chosen sporting field (s) and to share their
passion for the sports with the student body.

1 To meet regularly with and chair a Sports Committee (student representatives from each year
level).

1 To participate at the Sport assemblies and Awards evening.

Arts Prefect

1 Provide personal assistance to students, staff and community with the organization of College

Arts activities, Arts assemblies, Art Exhibition, Sounds of Sunset, Productions and Preforming

Arts Festival.

Represent the Arts at College and community functions.

Communicate with Arts staff on a regular basis and represent the student population in raising

the profile and promoting the value of an Arts culture within the College.

1 Maintain and model individual excellence in their chosen artistic field and to share their
passion for the Arts with the student body.

=A =

Review History
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3.21 STUDENT MANAGEMENT

Rationale

The Student Management Policy reflects the gospel values of love, justice and reconciliation,
recognising our students are created in the image and likeness of God, recognising the dignity of the
person. The management of student behaviour emanates from an understanding of the Pastoral
Care policy statement that includes:

1 A recognition of the basic attitudes and responsibilities of teachers and students.

1 The fostering of an environment which facilitates the development of self-discipline.

Managing student behaviour entails guiding the student towards self-control and self-direction.
Discipline should not be reduced to mere enforcement of a set of rules. The task of the teacher is to
encourage and promote constructive and positive behaviour based on mutual respect, courtesy, a
sense of co-operation and common sense.

Constructive discipline grows out of a warm, friendly and positive student-teacher relationship. A
well-planned curriculum, effective teaching and competent management of the classroom provide
foundation for good classroom discipline. Sanctions administered as an expression of power can
never bring about the required results.

Teachers by nature of their vocation are role models for their students. It is important that this
modelling is constructive and growth promoting. Students will set their standards of behaviour and
attitudes in accordance with teacher expectations.
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These expectations are communicated most effectively through the way teachers interact with
students and other staff, through their own responses to problem solving and the way teachers
accept responsibilities.

The Student Management Policy at Irene McCormack Catholic College aims to be one where rules
are clear, sensible and firm. The emphasis is on student choices and learning consequences rather
than punishment. The ultimate aims are student self-discipline and a positive learning environment.

The use of any form of child abuse, corporal punishment or other degrading punishment to manage
student behaviour is explicitly forbidden. These terms are defined in accordance with the Guide to
Registration Standards and Other Requirements for Non-Government Schools:

Child abuse: Four forms of child abuse are covered by Western Australian law:
1. Physical abuse occurs when a child is severely and/or persistently hurt or injured by an adult
or a childbés caregiver.

2.Sexual abuse, in relation to a child, includes sexual behaviour in circumstances where:
a) the child is the subject of bribery, coercion, a threat, exploitation or violence;
b) the child has less power than another person involved in the behaviour; or
c) there is significant disparity in the developmental function or maturity of the child and

another person involved in the behaviour.

3. Emotional abuse includes:
a) psychological abuse; and
b) being exposed to an act of family and domestic violence.

4. Negl ect includes failure by a childds parents
a) adequate care for the child; or
b) effective medical, therapeutic or remedial treatment for the child.

Corporal punishment: Any punishment in which physical force is used and intended to cause some
degree of pain or discomfort, however light; typically involving hitting the child with the hand or with
an implement; can also include, for example, forcing the child to stay in an uncomfortable position. It
does not include the use of reasonable physical restraint to protect the child or others from harm
[UN Committee on the Rights of the Child, General Comment No. 8 (2008)].

Degrading punishment: Any punishment which is incompatible with respect for human dignity,
including corporal punishment and non-physical punishment which belittles, humiliates, denigrates,
scapegoats, threatens, scares or ridicules the child [UN Committee on the Rights of the Child,
General Comment No, 8 (2006)].

Emotional abuse:Emot i on all abuse occurs when an adult harm
treating and speaking to a child in ways that da
feelings.

Psychological abuse: Repeatedly treating and speakingt o a c¢child in ways that

perceptions, memory, self- esteem, moral development and intelligence. It is a form of emotional
abuse.

Rules of procedural fairness

These rules require:

(a) a hearing appropriate to the circumstances;
(b) lack of bias;

(c) evidence to support a decision; and

(d) inquiry into matters in dispute.
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Principles

Conduct in the Classroom

As sound classroom management is necessary to maximise student outcomes. The classroom
teacher is ultimately responsible for the classroom learning.

As a College we strive to create a positive working environment for all students and staff. In order to
do so it is important that we have an approach that use a 5:1 ratio of positive comments/interactions
for every negative.

Throughout the year through consultation with staff and students the College will implement specific
focuses to both highlight the positive that the students are doing and also areas for improvement. In

the case of the later the announcement of focus through SEQTA wi | | act as the
students.
Al students wil/l sign the 06Student Code of

what is expected of students in their interactions with peers and staff both at the College and away
from the College. Staff should strive to highlight positive examples of students following this code of
Conduct but also explain to students when they are in breach of the Code.

The Classroom Routine is what is expected all staff follow to maximise teaching and learning and an
engaging learning environment. Through a uniformed approach to lesson structure students become
aware what is expected of them in all learning areas.

The flow charts the follow are a guide to achieving successful Student Management.

Review History

Date Policy Introduced: 2010
Date of Last Review: 2019
Date of Next Review: 2022

3.22 STUDENT CODE OF CONDUCT

| shall try to understand and support Catholic teaching and Christian faith and values. | shall try to
do my part in building a caring College community. | shall:
1 Act with dignity and respect towards College staff, students and other members of the

community.
Behave in public in such a way as to uphold the good name of the College.
Ful fil the requireimamngBrogam. | renebds Service

Try to achieve my personal best in my studies.
Work to the best of my ability to develop excellent learning attributes.
Make myself available to represent the College in sporting and cultural activities.

and to attend training sessions/rehearsals.
Follow the uniform, hair and jewellery standards of the College.

Comply with all College rules and regulations, including the College classroom and travel codes
of behaviour.

=a = =A =4 =a=a =4

I will not engage in the following actions at College, at College functions and while travelling to and
from suchvenues:

The possession or use of illegal drugs.

The possession or use of alcohol, tobacco, vaping paraphernalia or unauthorised prescription
medication.

The possession or use of a weapon or implement that may inflict harm.

Bullying, including cyber bullying at any time, fighting or verbal intimidation.

The illegal use of social media and electronic devices.

Vandalism or theft.

Offensive language and possession of, or accessing, offensive materials.

=A =4 =8 =9 ==

Overl

Cond
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Disruption of lessons through inappropriate behaviour.
Unauthorised absence from class or school.

1
1
Classroom Routine

1 Punctuality - students and teachers on time.

1 Line up T students line up and wait quietly outside the class.

1 Entry to class T students have uniform checked and stand behind desk (or similar).
1 Greeting exchanged.

| Attendance checked and confirmed in the first ten minutes of the lesson.
1 Student materials for class:

o] Student Planner.

o] Laptop.

o] Correct Text books.

0 Pens, Pencils, Ruler.

o] The prescribed activity/exercise books and files/folders.

Student must keep their laptop closed until directed by the class teacher.
Lesson to consist of

o] Engaging activity to commence.

Review previous lesson/s learning.

Check homework.

Articulate learning intentions and success criteria for the lesson.
Lesson learning structure to comprise of:

A Instruction.

A Individual task/s to promote individual thinking.

A Collaborative activity.

Review lesson learning.

Evaluate and provide feedback, individual and /or class.

Detail Homework and students enter in planner.

Outline connection with learning in next and future lessons.

1 Students tidy and prepare classroom for next class.

1 Uniform to be checked.

1 Exchange greeting.

I Students exit in an orderly manner.

=A =4
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If students seek permission to leave class at any time, they must have their planner.
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Examples of students upholding the Student Code of Conduct and suggested outcomes:

9 Always on time

M Maximum effort

9 Manners

9 Service Learning volunteer
1 Helps other students

9 Positive interactions

>

Possible Outcomes

9 Verbal Praise

I Referral on SEQTA
9 Phone Call home
i Parent Meeting

9 Referral to ADP

9 Certificates

Examples of students breaching the Student Code of Conduct and possible outcome

Breach

Minor Breach
9 Lateness to class

Not having the right equipment
Lack of focus

Dropping litter

Shirt untucked

Lack of effort

Using mobile phone

Jewellery

= =4 -4 4 -8 -4 -9

Persistent Breaches
9 Continuation of any of the above
minor breaches
1 Throwing objects
9 Dangerous play at recess/lunch
1 Frequent non completion of
assessments

Possible Outcomes

9 Speak to student about what
the breach is and how to
rectify it

9 Relocate in classroom

9 Recess/Lunch detention

9 Note in planner

9 Record on SEQTA

9 Hand in to office

9 Speak to student about what
the breach is and how to
rectify it

i Relocate in classroom

9 Note in planner

1 Record on SEQTA

9 Parent phone call

9 Department Time Out

9 Consultation with HOLA.

9 Refer to ADP i After School
Detention
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Upholding Student Code of Conduct in the Classroom
Flow Chart

=
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Breach of Student Code of Conduct In the Classroom Flow Chart

| 1

l

l

l

l
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Review History
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3.23 CHILD PROTECTION

Rationale
From the time students join the Irene McCormack Catholic College community, they should learn of
their value as human persons. Every aspect of 't he

dimension. The pastoral dimension of a Catholic school needs to include the mutual care and
support staff demonstrate both towards each other and for their students.

The College has Assistant Deputy Principals for each year level, Care Group Teachers and a
psychologist, contributing in a special way to the wellbeing and development of students with
particular needs. While appreciating the contribution of these people, we stress that every staff
member shares responsibility for the pastoral dimension of the College in accordance with the
Framework for the Development of Pastoral Care in Catholic Schools. All staff have a responsibility

to develop the Kkinds of relationships that wi ||
pastoral needs.

The College as a Catholic schools is entrusted, in partnership with parents who are the primary
educators of their children, with the total education of the child. The College staff therefore have a
duty of care to students during school operating hours and at other times when a staff/student
relationship exists. Staff discharge this duty by taking reasonable care to avoid acts or omissions
which they can reasonably foresee would be likely to result in harm or injury to the student. The
College is committed to child protection strategies and procedures to ensure the care, safety and
protection of all students.

Definitions

Child Abuse refers to the long term and/or short -erm maltreatment of a person under the age of 18
years of age. It is the result of action or inaction which results in harm or injury to a child. Child
abuse may be categorised as follows:

A Physical abuse.

A Sexual abuse.

A Emotional abuse and/ or psychological abuse.
A Negl ect

Greater detail on the definitions of child abuse may be found in the Child Protection Procedures for
Catholic Schools in Western Australia.

Child Protection refers to prevention and response to abuse against children. This includes the
policies, preventative measures and procedures to protect children from both intentional and
unintentional harm. In context it applies particularly to the duty of Catholic Education and individuals
associated with Catholic Education, towards children in their care.

Historic Allegations refers to any information alleging child abuse where the child is a former student
of any Catholic school.

Parent is regarded as a studentds parent, | egal
law, has responsibility for the long-term or the day-to-day care, welfare and development of the
child.

Scope
This policy applies to all members of the College community, students, staff and parents.
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Principles
In the best interests of the child, the child protection strategies and procedures to be followed are
based on the following principles:
1 All staff at the College have a responsibility to care for children and to promote their safety and
wellbeing.
9 All students have the right to a thorough and systematic education in all aspects of personal
safety. This should be done in partnership with their parents.
1 The dignity of the person shall be maintained and respected in all dealings regarding
allegations of child abuse.
9 The Principal is required to ensure that all staff are aware of and comply with legislation and
policies with respect to child protection.
1 The confidentiality of all concerned in relation to an allegation of child abuse should be
respected subject to the disclosures required to be made in accordance with the Child
Protection Procedures for Catholic Schools in Western Australia.

Procedures

All staff who identify concerns regarding the sexual, physical, psychological and emotional abuse or
neglect of a child must respond according to the Child Protection Procedures for Catholic Schools in
Western Australia.

Allegations of Misconduct and Serious Misconduct against Staff T Processes and Procedures for
Catholic Schools in Western Australia, is to be followed when an allegation is directed against
school employees. These include teachers, administrative staff, grounds staff or any other staff
member.

Allegations directed against any clergy or members of religious institutes should be discussed with
the Director of Professional Standards and follow Towards Healing: Principles and Procedures in
Responding to Complaints of Abuse against personnel of the Catholic Church in Australia, as well
as fulfilling other relevant requirements i.e. mandatory reporting.

The Principal:
1 Shall ensure that staff receive induction, in relation to the Child Protection Procedures for
Catholic Schools in Western Australia and Mandatory Reporting within the first 12 months of
appointment.

T Shall ensure the Collegebs pastoral car e
for Catholic Schools in Western Australia.

T I's an approved A adcadarce vitlh thepAet arsl ara al@ to take mandatory
reports regarding child sexual abuse. The Principal has a legal obligation upon receiving
mandatory reports regarding child sexual abuse to forward these unaltered to the approved
agency (currently the Department for Communities Child Protection and Family Support -
CPFS) as soon as possible, usually within 24 hours. Teachers also have the option at law to
report directly to CPFS.

M Staff shall act in accordance with the relevant section of Child Protection Procedures for
Catholic Schools in Western Australia in regard to any historic allegations of child abuse.

References
Framework for the Development of Pastoral Care in Catholic Schools

Bishops of Western Australia 2009, Mandate of the Catholic Education Commission of Western
Australia 2009 7 2015

CECWA The Management of Confidential Information in Schools policy

stru
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The Child Protection Procedures for Catholic Schools in Western Australia

Allegations of Misconduct and Serious Misconduct Against Staff i Processes and Procedures
for Catholic Schools in Western Australia

Towards Healing, Principles and Procedures in Responding to Complaints of Sexual Abuse Against
Personnel of the Catholic Church in Australia

Related Documents
Children and Community Services Act 2004 (as amended in 2008) (WA)

Review History
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3.24 STUDENT UNIFORM AND GROOMING

Rationale

1 Student dress standards are important in that they act as symbols of other more important,
though less discernible, characteristics.

1 The quality of dress can influence powerfully the attitudes of students; in particular, mutual
respect flowing from being members of a united school family; and identification with and pride
in oneds school family and its values.

1 The self-discipline exercised in meeting dress standards can reinforce a disciplined approach
to studies and behaviour.

1 Students are required to wear the correct school uniform:

o] To develop a sense of student unity and identity with the College and its values.

o] To minimise differences resulting from socio-economic background.

o] To de-emphasise differences in appearance and to focus on the real purposes
of schooling - the development of an individuality of intellect, imagination and
personality.

College Uniform

The College Uniform must be worn in all classes except during Physical Education. The uniform
should always be clean, well-pressed and in good repair. All articles of clothing should be clearly
marked. While in transit to and from school, students must wear the full school uniform. The only
exception is when there is training before school or at the conclusion of sport or training after school,
when the sports uniform may be worn. Students who attend training before school must change into
the full school uniform before proceeding to Care Group. A note is required if a student cannot wear
part of the school uniform. This note must be presented to the Care Group Teacher.

Requirements

Shirts

1 To be tucked in.

1 All undergarments to be plain white with no motif.

1 When worn with tie, the top button is to be done up with the tie knot covering it.
Trousers/Shorts

1 Trousers to be worn correctly belted around the waist.

1 Shorts should be worn no lower than knee level, and above the hip.

1 Belts are to be the plain black school belt with non-descript buckle.
Dress/Skirt

72 To be worn knee-length or longer.

Socks

72 Bands on the girlsdé socks should be clearly
72 Sports socks to be worn with sports uniform only.

\Y
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1 Summer socks for boys are marle socks. Winter socks are grey.

Blazer

72 The blazer is to be worn to and from school and must be worn in Care Group. It may be worn

in the classroom.

72 The blazer is a compulsory part of the winter uniform.

72 Blazers are to be worn to College assemblies and Masses.

Sports Uniform
Runners/joggers/track shoes are to be appropriate and predominately white.
Casual canvas shoes, Dunlop Volleys, casual shoes and basketball shoes are not permitted.
Students will not participate in the PE program with incorrect footwear.
Sports shirts should have at least the lower button done up.
Shorts are not to be rolled up and shirts are to be untucked.

hoes
Regular heeled shoes to be worn with plain black laces.
Polished standard black, leather lace-up shoes required (not casual or sportswear).
No buckle up shoes are permitted.
Shoes must be fully enclosed, and laces need to be done up for safety reasons.
No other style of shoe e.g. ballet flats, are acceptable.

air Accessories
Only yellow, purple, black or white scrunchies or hair ties.
No decorative headbands. They must be plain white, purple, yellow or black.
Bobby pins or plain silver clips only to be used for clipping hair back.

8

College issued caps or bucket hats are to be worn when outdoors in Term 1 and Term 4.
carves
College scarves may be worn during Terms 2 and 3.
Ties must be worn if a College scarf is being worn.
No other scarves are permissible.
Dance Students
1 Students in Years 9-12 must wear Dance uniform.
1 Year 7 & 8 students to wear Sports uniform to Dance classes.

MMAMNMEOMAIMAMANNANIMAAARANRNONRMANANAR

Casual Dress Day

On casual dress days students may wear smart, neat and modest clothes and closed in shoes to
school. It is unacceptable for students to have bare midriffs and/or excessively short skirts and/or
shorts.

Leavers Jumpers
Jumpers will be selected and ordered from a limited and accepted range and students will order the
Leaversd6 Tops in the final t er m ofér us¥ atahe Yearll2 The
Retreats. Students will only be permitted to wear their jumpers on the following occasions:
q Year 12 Retreat.
1 Semester 1 examinations until the end of their time at the College. However, the College
blazer is still to be worn to and from the College, during Care Group, for Mass, Assemblies,
Excursions and other formal occasions.

Please note that:

1 The Leavers6é Jumpers must be clean and in gooc
Students who wear their tops at school outside the above occasions will have their tops
confiscated and returned at the end of Term 3.

1 All items of IMCC uniform, except shoes, will be available only from the College Uniform Shop
located on the campus. The shop is open on Tuesdays from 12.00pm to 4.00pm and
Thursdays from 08.00 am to 11.00 am. A uniform price list is available at the College Office or
the Uniform Shop.

1 The blazer is a compulsory part of the dress and winter uniform and is worn to and from school
and during Assemblies and Care Time.
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School shoes are described as plain black leather lace up shoes without raised or platform
heels or soles. Heel height may be no more than 3cms.
Girlsdé skirts or summer dresses should be

Boysd6 shorts and trousers mustworbathawaistt corr ect

College scarves may be worn with the winter uniform (no other scarves permitted).

Tee shirts worn under school shirt must be plain white and short-sleeve.

Girlsbé undergarments worn under school shi
Plain black or grey gloves may be worn with the winter uniform.

The College jumper must not be worn with the Physical Education uniform.

Grooming and appearance
In keeping with the uniform regulations at the College it is necessary for presentation and health
reasons to establish some degree of uniformity when considering hairstyles. The following
guidelines may prove helpful for staff and parents when determining what is acceptable at Irene
McCormack Catholic College.

Hair

Z
Z

M ™M ™MW ™

Girl sé6 hair | onhgrustbetsécaratytiedbdck. ar | engt

B o y s 6 mustabé worn neatly above the collar and off the face, with any extra hair length
having to be tied up above the collar with a black hairband.

Any hair which falls in or around the eyes or face is not permitted. This includes sporting and
PE sessions when the students may be required to swim or exercise, therefore, hair must be
pinned or tied back.

Styling of hair to make an obvious statement is not permitted. A number 3 cut is the minimum
length permitted.

Unruly or untidy hair of any description is unacceptable. Hair should also be clean.

A small amount of hair gel may be used to keep hair neat. Excessive gel used to sculpt hair is
not permitted. Students will be asked to wash out excess gel.

Extreme hairstyles are not permitted. This includes extreme colour, beaded hair, dreadlocks,
Mo hawk s, ratodés tails etc.

Boys should be clean shaven and will be required to shave in Administration if this does not
occur. Sideburns are permitted to halfway down the ear.

l ong
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Whenever a studentdés hair is considered inappropri a
timeline will be negotiated. If the timeline is not met, the student will be required to stay at home until
the change has occurred.

Jewellery

EZ

Z
Z
Z

A student may wear one small plain, gold or silver stud in the lower lobe of each ear. No other
form of ear jewellery is acceptable.

No other jewellery except for a wristwatch is permitted and this includes any form of facial or
body piercing.

Tattoos are not permitted.

Jewellery will be confiscated (as per our College Policy on Jewellery) and will be available to
be collected from the Front Office by the parents or by the student at the end of term.

Nail Polish/Make-up

Z
Z

Artificial fingernails or nail polish is not permitted.
Makeup is not to be worn.

Review History

Date Policy Introduced: 2010
Date of Last Review: 2017
Date of Next Review: 2020
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SECTION 4717 TEACHING & LEARNING

4.1 ABORIGINAL EDUCATION

Rationale

Aboriginal people are the original inhabitants of Australia. Catholic Education embraces the richness
and diversity, which exists within the Aboriginal nations of Australia. Catholic education is committed
to maximising the learning opportunities for Aboriginal people.

Irene McCormack Catholic College is committed to growing a school culture of understanding and
appreciation of Aboriginal people, their histories, cultures, spirituality and future.

Irene McCormack Catholic College like all Catholic schools will play an important role in the
formation of their students to develop as active and contributing members of Australian society.
060Catholic schools can serve as models for all wi 1
communities. Such communities are always founded upon shared commitment to the 6 c o mmo n
gooddé (Mandatp paragraph 6T

Definitions

1 The term Aboriginal refers to the original inhabitants of Australia and includes the Torres Strait
Islander people.

1 The term Aboriginal education applies to all areas within the school including learning and
teaching, reconciliation, employment, career pathways and community partnerships.

1 The term Aboriginal Education Plan refers to schools developing a formalised approach
through the development of a strategic action plan and Aboriginal Education Planning Map to
address Abariginal education in the school.

1 The term O0Aboriginal Nationd refers to Aborigi
sophisticated. Australia is made up of many Aboriginal Nations.

Scope
This policy lines up with CEWA directives, which applies to all Catholic schools in Western Australia.

Principles

1 Aboriginal people have a rich history, culture and spirituality that can be shared with all
Australians.

1 Irene McCormack Catholic College is committed to increasing knowledge and understanding

of the histories, cultures and experience of Aboriginal people as the first peoples of Australia.

The College recognises that parents are the first educators of their children.

We are committed to collaborative decision-making and capacity building with Aboriginal

people, parents, caregivers, families and communities.

1 Aboriginal students in Catholic schools have the right to be provided with educational
experiences comparable to all Australians whilst maintaining their cultural identity.

)l
)l

1 IMCC is committed to reconciliation, which promotes the principles of inclusivity, equity, justice
and consultation.

1 IMCC is committed to increasing employment and promotional opportunities for Aboriginal
people.

Procedures

1 Irene McCormack Catholic College (IMCC) will fly both the Aboriginal Flag as well as the Torre
Strait Islander Flag daily sign of respect and recognition of Aboriginal history, culture,
reconciliation and dignity. We seek to promote a future, which recognises the dignity of all
people and works for a bright future for all Australians.

1 IMCC explores the unigue needs and our potential response through a proactive plan to
inspire and support indigenous students in their learning and journey with us.
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IMCC will continue to develop and grow its Aboriginal Education Plan, which is consistent with
guidelines provided by national, state government and CEWA directives.

Aboriginal education will be explicitly addressed across all areas of curriculum at IMCC. This
calls on all areas of the College Curriculum to explicitly and implicitly incorporate Aboriginal
Education into their teaching and learning programs and practices.

In time, the College seeks to develop Aboriginal language and cultural education programs for
use in our schools and perhaps too our local Catholic Primary Schools. These are to be shall
be developed in collaboration with the Aboriginal community which are consistent with relevant
documents developed by the Catholic Education Aboriginal Committee (CEAC).

IMCC willseekt o hol d at | east biannually profess
Members of the local Aboriginal community shall be invited to be involved in the delivery of this
professional learning.

IMCC shall actively encourage and support Aboriginal people to be represented appropriately
on our school decision-making committees where the welfare of Aboriginal students could be
concerned.

IMCC shall, where able, actively encourage and support Aboriginal people to undertake
training and further education.

IMCC shall, where able, encourage the employment and promotion of eligible, qualified
Aboriginal people to leadership roles.

IMCC shall be involved in the reconciliation process through the recognition, acceptance and
celebration of Aboriginal cultural traditions and values. This builds on past practices and
involvements of the College Community in participating in NAIDOC Week; Reconciliation Day
and National Sorry Day.

IMCC shall continue to provide an Aboriginal Liaison Officer to work closely with our Aboriginal

students AKoolangkab6ésodo to support their cultur

work in partnership with families and staff.
IMCC shall continue to offer scholarship opportunities to Aboriginal students (known at IMCC

i onal

by the Noongar word for young people AKoolangkads

connections between IMCC and Aboriginal students and their families as well as provide broad
opportunity for | MCCbs Kool angkads.

IMCC will develop an Aboriginal Sacred Space, to celebrate, recognise and embed Aboriginal
education, respect, reconciliation and awareness at IMCC as well as providing a unique place
for | MCCb6bs Kool angkabés to own and share wi

th t
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4.2 CURRICULUM, ASSESSMENT AND REPORTING

Rationale

Justi

6Student

6Justi
6 Clummo i

c.e
cu

ce Educat

Enr ol ment

Educati

Irene McCormack Catholic College implements a curriculum to meet the learning needs of all
students, from Year 7 to Year 12, and assesses and reports student achievement in accordance

with the established standards of the School Curriculum and Standards Authority.
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Principles

Irene McCormack Catholic College assessment programs comply with the requirements of the
School Assessment and Standards Authority (SCSA). These include the Policy Standards for Pre-
Primary to Year 10 Teaching, Assessing and Reporting in Years 7-10. The principles are:

An integral part of teaching and learning and contribute to ongoing learning.

Educative.

Develop processes to support teachers in making valid and reliable judgements.

Fair and equitable.

Designed to meet a specific purpose.

Enable students to demonstrate their knowledge, understandings and skills in relation to the
year level standard.

Lead to informative reporting.

Lead to school-wide evaluation processes.

Provide significant data for the improvement of teaching practices.

= =4 =4 =4 =4 =8 = -8 =9

Student Responsibilities

Students must:

1 Complete all assessments required in each course.

1 Complete all work requirements in each course.

1 Ensure that they inform the school before anticipated absences and request an extension on
assessments with the O0Appl!l icamhbeiaccessed foom th& fxonte n s i ¢
office.

Teacher Responsibilities

It is the responsibility of the teacher to:

Develop a teaching and learning program that meets the syllabus requirements for the course.
Provide students with a course unit outline and an assessment outline at the start of the
course.

Ensure that all assessment tasks are fair, valid and reliable.

Provide students with timely assessment feedback and guidance.

Maintain accurate records of student achievement.

Meet College and external timelines for all types of assessment and reporting.

Inform students and parents of academic progress, as appropriate.

=A =4 =4 =89 =A =4

Course Outlines
All students in Years 7-12 will be provided with the appropriate course outline for their respective
courses of study.

For students in Years 7-10, the outlines and relevant programs are available on the College website
at www.imcc.wa.edu.au and SEQTA.. General information about curriculum and the relevant
standards are available through the School Curriculum and Standards Authority at
http://www.scsa.wa.edu.au/.

Students in Years 11 and 12 will be given the appropriate Course syllabus, the College course
outline and the assessment outline for each course they are studying. They are also available
electronically via the College website and SEQTA. Year 11-12 WACE course information is also
available at http://www.scsa.wa.edu.au/ and the College website www.imcc.wa.edu.au.

The College course outline will contain:

1 The content and activities which will be taught and assessed during the course, including
approximate timing.

1 The outcomes that will be assessed by each task (if applicable).

1 The relative weighting of each assessment.

Each student will also receive an Assessment Outline which must contain:
1 A list of the assessment types utilised in the course.


http://www.imcc.wa.edu.au/
http://www.scsa.wa.edu.au/
http://www.scsa.wa.edu.au/
http://www.imcc.wa.edu.au/
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1 A brief description of the content and nature of the work to be assessed in each assessment,
including a marking guide to be handed out with Assessment.

A weighting for each assessment.

A schema showing the outcomes to be assessed by each task, if applicable.

A statement showing compliance with School Curriculum and Standards Authority assessment
guidelines.

=A =4 =4

For WACE courses that have separate a statistical moderation process for written and practical
components the College Assessment Outline weightings are to be the same as the WACE
examination weightings.

Changes to the assessment outline must be clearly communicated to students in paper format and
updated in digital format on the College website and on SEQTA, students must be informed to
discard the previous copy.

All Year 11 and 12 students must keep a hard copy of all assessments if they request to have them
back.

Examinations

Requirements for all students

1 All students will undertake examinations at the College in Years 7-12.

1 No examinations can be completed by a student prior to the scheduled date and time.
If a student is absent from an examination, the parent must inform the Assistant Deputy
Principal. At all times, should a student be absent from an examination, a medical certificate is
required to be given to the Assistant Deputy Principal.

Year 11 and 12 Courses

The rules of conduct for the Year 11-12 examinations comply with SCSA requirements for WACE

examinations and as such only specified items can be brought into the examination room for each

examination. Course teachers will inform students prior to the examinations of relevant items.

Examinations are scheduled near the conclusion of Semester 1 and the end of year and are

compulsory for students to complete to the best of their ability. The scheduled weeks for

examinations will be clearly shown on the term planners provided inside the Student Planner.

1 Students studying ATAR courses will be required to complete an examination as part of their
course assessment schedule during the timetabled examination period. These may vary in
length between 2 and 3 hours with 10 minutes reading time.

1 General, Foundation and Preliminary students may be required to complete an examination or
settasksorproect s during the examination period and d

1 Students will receive examination timetables, indicating date and time, at least 4 weeks prior to
the commencement of examinations.

1 Students are only required to attend school for timetabled examinations during this period of
time.

1 The week before the scheduled examinations is an EXCURSION and ASSESSMENT FREE
WEEK for courses with examinations or assessments during the formal examination period.

1 OLNA'1 some students will be required to complete their Literacy and Numeracy Assessment.
Clear guidelines and schedules will be provided by SCSA.

T If a student does sit an examination after the scheduled time, the examination mark will not be
recorded on their report and N/A will be recorded. The Head of Learning Area and Classroom
Teacher wi | | determine |f the examination mar Kk

Externally Set Tasks (EST)

Year 12 Foundation and General courses

ESTs will be administered in compliance with SCSA requirements and as such will occur in Term 2
at the time prescribed by SCSA and be completed under invigilated conditions provided by SCSA.
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Years 7 to 10

1 All courses in Religious Education, English, Mathematics, Science, and Social Science will
require an examination to be completed during the scheduled examination week, in Term 2
and the end of year. Other courses may also have examinations.

1 Students will receive examination timetables, indicating date and time, at least 2 weeks prior to

the commencement of examinations. Students in each year group will have examinations of

varying duration.

Students in Years 7 and 9 will partake in NAPLAN testing.

StudentsinYear 9 wi | | partake in the Bishopso L

Specific details for each examination will be provided by the College to the individual students.

If a student is absent from an examination a parent must inform the Deputy Principal (Years 11

and 12) and Assistant Deputy Principal (Years 7 to 10). Where appropriate, alternative

arrangements will be made for the student to sit the examination. Penalties may apply, in the

absence from the exam is not substantiated.

1 If a student does sit an examination after the scheduled time, the examination mark will not be
recorded on their report and N/A will be recorded. The Head of Learning Area and Classroom
Teacher will determine if the examination

= =4 =4 =4

Absence from School and Missed Assessments
The College requires that all absences from school be accounted for by direct communication from
parents via telephone call or SMS followed by an email, letter or medical certificate.

On the day of absence from an assessment, the Classroom Teacher must be notified by telephone
call and or email by a parent or guardian.

If the Classroom Teacher in his/her professional judgment is satisfied that the circumstances which

led to the student missing an assessment are satisfactory, he/she will arrange with the Head of

Learning Area for the student to sit an in-class assessment at an alternative time which could

include: before or after school, a lunch time or at an alternative time agreed to by all parties. For

other assessments, the student must hand it to the relevant classroom teacher the day that they
return to school, not the next scheduled lesson. On return to the College the following must be
handed in to the Classroom Teacher:

1 Students in Year 7-9: A Parental/Guardian Letter of Explanation and/or Medical Certificate.

1 Students in Year 10-12: A Medical Certificate (in the case of illness) or A Parental/Guardian
Letter of Explanation for significant personal circumstances (funeral, car accident).

1 If the Head of Learning Area and Classroom Teacher in consultation with the Head of Learning
Area in their professional judgment are not satisfied that the circumstances which led to the
student missing an assessment are satisfactory, the student may be directed to the Breaches
section of this policy. Acceptable reasons include:

o] Where sickness, injury or significant personal circumstances for a considerable part or all
of the period of the out-of-class assessment task prevents completion and submission.

o] Where sickness, injury or significant personal circumstances prevents a student
attending on the day that an in-class assessment task is scheduled.

1 The College will make no allowances for students who miss assessments due to appointments
that could have been arranged outside of school hours and where prior communication has not
been made with the relevant classroom teacher (see Breaches of Policy Section).

1 If students miss assessments due to involvement in school-related activities (such as
interschool carnivals), camps and excursions he/she will be given an opportunity to complete
the assessment as soon as practicable after the event. Itisthestud ent 6 s r espon
the relevant teacher prior to the day of the scheduled assessment.

1 Where a student is absent from school due to a family holiday the penalties for missed
assessments will apply unless prior approval is sought and approved by the Principal.

1 Oral Presentations & Practical Assessments will be treated as in-class assessments and the
due date will be considered the first day that the presentation/practical is due to be completed
in class. In the case of missed oral and practical assessment, the HOLA in discussion with
class teacher will decide on how the grade will be determined.

ter
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1 If students are required to produce written evidence (notes, research, palm cards) on the first
day and are unable to do so, a marks penalty will apply (see Penalties).

1 Due to the nature of Oral & Practical assessments, not all students will always be able to
complete their assessment on the due date. If due to time restrictions, a student does not
complete the assessment on the first day and is subsequently absent on any day when the
remainder of the Oral or Practical Assessments are being completed, the same conditions
outlined under Assessments will apply.

1 If a student knows he/she will be absent due to another College commitment, he/she must
volunteer to complete their Oral or Practical Assessment on the first day.

1 Where a student is unable to attend school for a lengthy period due to injury or illness, and
communication has been made with the Assistant Deputy Principal, then the College will
endeavour to provide support for their learning program.

1 Classroom teachers are to communicate to parents when a student has missed an in-class
assessment or not submitted an assessment. This is to occur on the scheduled due date of the
assessment.

Planned Absences

Students who are absent through planned events that are medical or are of a personal family nature
will reschedule their task submission date through negotiation. Parents will need to contact the
relevant classroom teacher and Assistant Deputy Principal regarding these issues for clarification.

Absence due to family holidays. Due to the progressive nature of assessment tasks family holidays
are highly discouraged, particularly in Year 10-12 during the school term. The academic learning
programs will continue, including all assessment tasks.

Approval for absence due to a family holiday must be sought from the Assistant Deputy Principal.
Upon Approval from the Assistant Deputy Principal, students must i mmediatel
Absenced f orntmalldheidteacherdfonsignature.

For Approved absence, it is a studentds responsi |
days in advance to departing and remind them of the intended absence and make plans for any
missed assessment task(s). If negotiations are not made,t hen t he student will r

for the task(s).

Extensions
Generally, it will not be possible for students to seek an extension of deadlines. In cases where work
is not submitted on time, teachers will follow the procedure outlined in Penalties.

Extensions may be given at the discretion of a teacher, in consultation with the Head of Learning
Area and/or Assistant Deputy Principal, in cases of illness or significant personal problems which
have occurred in the lead-up to the assessment due date.

Extension forms requested in writing from the parents need to be submitted at least two school days
prior to the due date for any assessment. Extension forms are available from the College office.

Technological Issues

Failure or breakdown of technology is not a suitable excuse for the non-submission of work.
Students should be saving work to an additional storage device/cloud in addition to just on their
personal device. All students have access to personal storage on the College network.

If a student 6s c o mp y arelran &ssessmerat rcansdht del accessed then the
Parent/Guardian must make immediate contact with the relevant classroom teacher to make them
aware of the situation. Where sufficient notice is given, the student may apply for an extension at the
discretion of the teacher. This time is to allow the assessment to be completed to an acceptable
standard that reflects their ability.
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The student must produce evidence of their research, notes and/or drafts on the next school day and
prior to the due date. Failure to do so will result in Penalties as outlined in the Assessment Policy. If
a student claims that their printer has broken down, he/she must print a copy at school and submit it
by no later than 3.30pm on the day that the assessment is due or by alternative arrangement or be
penalised as specified in Penalties. The student must also provide the teacher with an electronic
copy of the assessment that is sighted by the classroom teacher during the scheduled lesson.

If a student claims to have submitted an assessment by email, the teacher must sight the emailed
document prior to or during the scheduled lesson as proof of delivery. This will be communicated to
the student via reply email.

Students must complete the Assessment task using appropriate software that can be readily
accessed electronically by the teachers.

Assessing students who transfer
If for medical reasons a student transfers early in Years 11 and 12, the student is withdrawn from the
course. The student is then enrolled in another course.

The school is required to provide the student with extra work to cover the content of the education
program they have missed and have the students complete any missed assessment tasks. Where
the marks have been returned to the students, a similar task may be completed as an alternative.

Students typically enroll in a Year 11 or 12 course before Week 4 of Term 1 in consultation with the
Assistant Deputy Principal and Deputy Principal. Prerequisites must be met.

Students in Years 8, 9 and 10 may withdraw from a non-Compulsory course within two weeks of its
commencement and enrol in another provided there are places available.

Breaches of Assessment Policy

In-class Assessments

Where an extension or exemption has not been sought and agreed upon by the College, students
will lose 10% of the total possible marks for that assessment for each day that they are late sitting
the assessment. This applies up to a maximum of 2 school days after the scheduled date of the
assessment.

After this time the student will be required to complete the assessment, to a standard that reflects
their ability, in an after-school detention and will receive a maximum of 50% for the task.

Refusal to complete the assessment or not completing an assessment to a standard that reflects
their ability will be referred to the Head of Learning Area. The Teacher will organise a meeting with
the Parent/Guardian to discuss the situation and make arrangements to complete the task, either
prior to or on the day of suspension. The mark for the initial assessment attempted will be recorded.

Students who consistently do not submit tasks and assignments on the due dates, or who
consistently miss in-class assessments will have their names submitted to the Assistant Deputy
Principal who will follow up these breaches with interviews with students and parents.

General Assessments
Where a student has not handed in the required task, either completed or to a standard that reflects
their ability, on the agreed date and an extension has not been given, the following procedures will

apply.
Failure to submit an assessment will be communicated to the Parent/Guardian on the due date.
The student has until 8:30 am the following school day to submit the assessment, either completed

or to a standard that reflects their ability, at the front office and receive a receipt of submission. This
incurs a loss of 10% of the total marks available.
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Please note that a weekend will incur an additional loss of 20% of the total marks available. An
absence on this day needs to follow the procedure outlined in this policy. Acknowledgement by email
is accepted so long as it is printed when returned to the College.

Failure to submit the assessment either completed or to a standard that reflects their ability, by 8:30
am will result in an afterschool detention that day and loss of 10%. The teacher will communicate this
information to the Parent/Guardian either by telephone call, sms or email. Before communication
with the Parent/Guardian the teacher will inform the relevant Assistant Deputy Principal. The student
is required to attend the detention and complete the assessment. At the end of the detention
completed assessments will be collected by the supervisor and passed on to the relevant teacher.

If a student is present at school the day of the detention and does not attend the detention without
the prior permission of the Assistant Deputy Principal, the Assistant Deputy Principal will discuss this
situation with the Parent/Guardian and make arrangements for the student to complete alternative
arrangements.

Failure to submit the assessment either completed or to a standard that reflects their ability, at the
end of the detention, the student will be required to complete the assessment to a standard that
reflects their ability during another set time. A maximum of 50% will be recorded for this assessment.
The Assistant Deputy Principal will communicate this information to Parent/Guardian.

If the situation is repeated the College Discipline Policy will be implemented.
Group work tasks will be marked according to criteria provided with the task.

Where one member has not contributed, due to absence or other reasons that have not been
communicated to the College, they will receive a zero for that assessment. The other group
members will be marked according to the work they have done and the assessment criteria.

The following reasons for not completing work will not be accepted even if a note is produced by
parents in the Planner:

1 Prior engagements the night before task or test.

1 Absence due to camps or expeditions.

1 Part-time work commitments.

Assessment Feedback

When each assessment has been completed by the student and marked by the teacher, it should be

returned to the student in a timely manner with:

T The total mark.

1 Justification of the assessed achievement (this may take the form of schemas, marks within
the assessment, marking keys, comments, etc.).

Assessment results will also be available to students and parents via SEQTA.

Review of Assessment of Individual Tasks

When assessment tasks are returned to students, they should be given the opportunity to check
their work. Students may request a review of their results. Initially, this request must be made
directly to the class teacher at the time the assessment is returned. The review should justify the
results of the assessed item. If the matter is not satisfactorily resolved by this process, the student
may then make a further request for an assessment review by the Head of Learning Area. If the
matter is resolved the appropriate adjustments should be made on the students' scripts and their
assessment records.

Review at the Completion of the Course
Prior to achievement information being reported to the School Curriculum and Standards Authority,
students should have the opportunity to check that their results have been accurately recorded.
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Cheating, collusion and plagiarism

Students found to have plagiarised all or part of an assessment will receive 0 marks for the section
of the assessment when cheating and collusion has been determined. They will need to re-submit
the task by a negotiated due date for learning purposes.

The Assistant Deputy Principal and the Head of Learning Area/Classroom Teacher will meet with
the parents and student to discuss the plagiarism and educate regarding best practice.

Appeals

If students wish to appeal their course final result, they may request an assessment review by the
Deputy Principal. If the matter is not satisfactorily resolved, students may lodge an appeal with the
School Curriculum and Standards Authority.

Assessment reviews and appeals to the School Curriculum and Standards Authority against any

College assessments are intended to determine whether:

1 The assessment program for that course conforms to School Curriculum and Standards
Authority requirements.

1 The assessment procedures within the course ¢
based on School Curriculum and Standards Authority guidelines.

1 There are any procedural or comput ati onal errors in the det
assessed achievement.

In the case of a student appealing to the School Curriculum and Standards Authority, the College is
required to provide the following information to the appeals panel:

1 A copy of the College assessment policy.

1 A copy of their assessment program in the Course concerned.

1 A copy of the assessment records for all students studying the course in the school with the

appealing studentds results indicated.
1 Any other relevant school information as required by the panel.

The School Curriculum and Standards Authority does not re-assess student work as part of the
appeals process.

Reporting process

Years 7-12

College Grade Descriptors

At Irene McCormack Catholic College, the assessment and reporting of student achievement is
communicated by marks and grades for all courses. The reporting standard for each course is:

A Excellent achievement.

B High achievement.

C Satisfactory achievement.
D Limited achievement.

E Very low achievement.
Years 7-10

All Western Australian schools are required to report according to the School Curriculum and
Standards Authority Assessment and Reporting Policy. In their learning areas, student
achievement is reported in relation to the range of performance for all students in the year level.

Grade Descriptions:
A Excellent The student demonstrates excellent achievement of what is expected for this year

level.
B High The student demonstrates high achievement of what is expected for this year level.
C Satisfactory The student demonstrates satisfactory achievement of what is expected for this year
level.
D Limited The student demonstrates limited achievement of what is expected for this year

level.
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E Very low The student demonstrates very low achievement of what is expected for this year
level.

Student reports provided to parents/carers each semester, with an Interim Report in Term 1.

Students are also rated on their learning attributes:

Academic progress i This reflects how well students are achieving in their respective subjects.
Focus towards achievement i Outlines how actively a student engages with the learning
process. Students who achieve fiConsistentlydbar e positive in answer.
are involved responsibly in the class and group discussions. The student listens attentively to
teachersd explanations and directions and to
good research skills and apply themselves when tasks are difficult.

Completion of tasks T This refers to students completing homework and assessment tasks by the
required date to the best of their ability.

Effective organisation i Students who receive fConsistentlyd are always punctual to class, have
the correct texts and materials for class and record homework correctly in the planner.
Responsible behaviour i Students receiving fiConsistentlydoare those who always act with respect
to teachers and other students, follow directions of teachers and show consideration for all others
in the classroom.

If a student achieves fConsistentlyoin all or most courses, it is an indication that the student is
working to capacity both at school and with the follow-up homework and study. The student is
achieving their potential. If a student achieves indicators that are regularly below fiConsistentlyg
improvement and communication is required with teachers.

Reporting Year 12
At the end of senior secondary schooling, all students receive a Statement of Results.

Irene McCormack Catholic College Statement of Results
This certificate is issued to all Year 12 students outlining the courses studied and results achieved.

Vocational Education & Training Grade Description

Student achievement in Vocation Education & Training programs is competency-based and specific
requirements are outlined in national training packages or accredited courses.

Semester One Report:

S| Satisfactory Progress.

Ui Unsatisfactory Progress.

End of Year Report:

AT Achieved.

Learning Support
Students with a diagnosed learning difficulty, that the College is aware of, will have any provisions
regarding assessments stated on their individualised plan.

Where provisions are not required or applicable, the College Assessment policy will apply in all
aspects.

Learning Support: Assessments and Good Standing
When a student does not complete or submit an assessment on the due date it will be recorded on
their student record in SEQTA.

Students who consistently do not submit tasks and assignments on the due dates, or who
consistently miss in-class assessments will require an interview with the Assistant Deputy Principal
and their Parent/Guardian. The Good Standing Policy will apply, and students may be at risk of
losing their good standing within the College.

ng
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Learning Support: Reports

This is a formal document developed by the College to provide information related to the academic
achievement and work ethic of all students in Year 7-12. This information is compiled for the parents
and as such is posted home. Semester and End of Year reports are provided for all students in
Years 7 to 12.

Parent Teacher Interview Nights are scheduled to enable parents and students to meet with
teachers to discuss a studentds progress. Il nt
within SEQTA. These are a valuable experience and as such parents and students are strongly
encouraged to attend.

Relevant legislation or authority
School Curriculum and Standards Authority Act 1997 (WA)
School Education Act 1999 (WA)

Policies

Notional Time Allocation Guidelines: pre-primary to Year 10.

Principles of Learning, Teaching and Assessment.

Western Australian Curriculum and Assessment Outline Implementation Timeline.

Review History

Date policy introduced: 2014
Date of last review: 2019
Date of next review: 2022

4.3 EXTERNAL LEARNING EXPERIENCE FOR STUDENTS

Rationale

Out-of-school Learning and Training Programs provide a valuable pathway for students to explore
their transition from school to post-school opportunities. Irene McCormack Catholic College offers a
range of pathways and provides information, advice and options to students so that they can make
informed choices to pursue university or post-secondary vocational qualifications.

Definitions

Out-of-School Learning and Training Programs are those which place students in work
environments as part of Workplace Learning programs, School Based Traineeships or
Apprenticeship programs and VET courses offered by various RTOs off campus.

Scope

This policy applies to Year 11 and 12 students at Irene McCormack Catholic College.

Principles

1 Irene McCormack Catholic College is involved in learning, training and other educational
contexts in physical settings beyond the school environment.

1 Irene McCormack Catholic College has a responsibility to focus on risk management issues
and procedures initiated as part of the school curriculum.

1 The Principal and staff are -ofeapersirbelgeui fr

place when students are involved in out-of-school learning and training programs.

1 Principals and Host Employers and Trainers share a responsibility for ensuring adequate
supervision and safety for students in the workplace and/or training facilities.

1 Parents have a responsibility to provide relevant information including medical and learning
conditions when their child is attending out-of-school learning and training programs.

1 Students are expected to meet College behaviour expectations and failure to do so might
result in withdrawal from the courses/programs.

er vi
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Procedures

1 Irene McCormack Catholic College complies with the Out-of-School Learning and Training 1

Processes and procedures for Catholic Schools in Western Australia and when using Onsite,

follow the procedures outlined in Onsite Workplace Guidelines.

The Principal or nominee shall approve all Out-of-School Learning and Training Programs.

Teaching staff shall take reasonable care for the safety and welfare of students whilst students

are involved in Out-of-School Learning and Training Programs.

1 Planning for Out-of-School Learning and Training Programs shall be in accordance with Out-
of-School Learning and Training i Processes and procedures for Catholic Schools in Western
Australia.

= =

Part One: Assessing and minimising risks for students
Schools shall implement a Risk Assessment and Management Plan which addresses the following
areas and procedures.

Providing Appropriate Induction and Preparation for the Workplace Induction of Students
Students on work placement need to be appropriately prepared for their work placement and also
need to recognise that they are representing their school.

Students shall undergo an induction program appropriate to their needs. This induction shall be
accompanied by a school based Out-of-School Learning and Training Handbook.

Induction Programs will typically focus on preparing the students to be 6 wor k r eady®6. An
part of the induction shall focus on workplace health and safety and familiarisation with the school

and workplace policies and procedures which help reduce risk and which deal with critical incidents.

The induction program shall include the following:

Rights and responsibilities of being a student/employee in the workplace.

Use of Authority prepared Logbooks and Skills Journal (developed by the Authority for 2015 if

enrolled in the Workplace Learning ADWPL Endorsed Program).

Role(s) of the Out-of-School Learning and Training Supervisor(s).

Personal grooming and hygiene.

Appropriate use of mobile phones and computers in the workplace.

General occupational, safety and health awareness and completion of the Work Smartmove

Safe Certificate.

Accident procedures.

Confidentiality of the host employerds business
Communication strategies, interpersonal skills and courtesy protocols.

How to deal with incidents such as workplace bullying and harassment.

Studentsdé travel kpace. and from the wor

How to take breaks appropriately.

The concept of competency-based training and assessment in the case of School Based
Traineeships and Apprenticeships and VET courses.

= =4 =4 =4 = =4

=8 =4 =8 =8 =8 -9=9

Expectations of the School based supervisor and Host Employer in the Workplace
1 The Host Employer or authorised delegated officer shall be provided with an information
session, typically, but not exclusively, delivered within the workplace by Onsite. A suggestion
of information to be covered could include:
o] An explanation of competency-based training.
The role of the host employer in training and assessing the student in the workplace.
How to identify the workplace learning skills that are to be assessed in the workplace.
How to identify the units of competency that may be assessed in the workplace.
Provide the host employer with details about the student including their contacts as well
as providing them with the Insurance Information Form.
1 Provide a process for emergency procedures for accidents requiring specialist medical
attention.
o] Apply appropriate first aid immediately.
o] Seek immediate medical advice.

O o0oOo0o
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Provide medical attendant with student contact details.

Contact the emergency contacts.

Contact the school.
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The Out-of-School Learning and Training Supervisor or authorised delegated officer shall use
opportunities such as these to determine the safety and appropriateness of the workplace.

Assessing the Workplace Environment (completed by Onsite)
A brief observation of the workplace can be made at the time of the initial visit to establish the
suitability of the workplace for the student placement whether for Work Experience or Workplace
Learning (or ADWPL Endorsed Program 2015 onwards).

Parent al Consent

decisions about

about t he

Prior to Acceptance into the Workplace
Parents shall be provided with details such as provided in the school developed Out-of-School
Learning and Training Handbook and students will be given a copy of the Authority prepared
Logbook and Skills Journal (from 2015 if enrolled in ADWPL Workplace Learning Endorsed
Program).
No student shall participate in any work placement without prior written consent from the
parent/guardian.
Signed parental acknowledgement and consent must be retained by the school for 7 years
from the day in which the student enrolment ceases.
A Parent/Guardian Information Letter is to include relevant details about the out-of-school
learning and training information as per the school developed handbook. Out-of-school
learning and training information shall include:
Location of workplace learning placement.
Days, dates, and times of placement.
Contact details of the person responsible for organising the learning and training in the

T

(0]
(0)
(0)

O O O0OO0Oo

(0]

suitable for a student to undertake a work placement the school/Onsite shall write to the Host

workplace.

Student 6s Wor k Pl aceme
Parent/guardian consent is required for all Out-of-School Learning and Training Programs.
Information shall be provided to parents/guardians in writing to enable them to make informed
t hei r -otSchodl beérsing pral Mraining Prpgaams. i doesi n O
not, however, diminish the duty-of-care to be provided by the school or the supervisor/s. Parents
shall be provided with information about the program and be encouraged to assist their child where
possible. (see Appendix A)

Student contact arrangements during the workplace learning placement.
Parental responsibility for arranging transport to and from the workplace.
Supervision to be provided.

Special clothing or other items required.
Procedures to be put in place regarding departure from the workplace for early or

unscheduled departure.

Support to be provided such as a Teacher Assistant or extra visits in the case of
students with special learning needs.
A Host Employer Confirmation Letter. When the school is satisfied that the workplace is

Employer and:

(0)
(0)

(0)
(0)

Confirm the placement

Provide insurance details including the insurance information form which requires

acknowledgement by signing (see Appendix B).

Provide details of the school contact person.
Provide a copy of the student Logbook (if enrolled in Endorsed Program ADWPL from
20157 Logbook Authority prepared).
Provide details of days, times, and dates of student attendance at the workplace provide
emergency contact details provide relevant health information.

Provide releva n t
workplace.

nf ormati on

on

t he

student 6s

spec
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o] Provide details of the necessary student supervision (see Appendix A).

Transport Arrangements
Parents are responsible for arranging transport to and from the workplace.

Assessing the Studentdés Capacitsy to Undertake Wor
When matching students and workplace settings it is important that the school consider information

gained from the interview process, school performance and attitude to assess the work readiness of

t he student . Generally, t he school woul d attem
preferences with the work placement.

Any physical or personality issues need to also be considered. It is important to retain a record of
the following:

Thest udent 6s age

Information about any special needs of the student.

Any disabilities or specific health requirements.

Emergency/Health Care requirements.

Contact details for a parent or guardian.

= =4 =8 =8 =9

Induction of the Supervisor/Supervisory Team

The school has a shared responsibility with Onsite the host employer of ensuring a duty-of-care
during the work placement. All relevant school personnel must be aware of their responsibilities
when involved in out-of-school learning and training and the related Catholic Education Commission
of Western Australia (CECWA) documents.

Developing Communication and Supervision Strategies

1 Students will need to ring the College on 9562 2400 in cases of emergency. This number
should be kept on their mobile phone.

1 Supervisory requirements for out-of-school learning and training shall be considered in
accordance with the:

Age of the students.

Experience and ability of the students.

Student medical conditions or disabilities.

Supervisor(s) competence and experience.

The number of students on placement at the one workplace.

Type of activity to be undertaken.

Nature of the environment.

Location of the activity.

O O0OO0OO0OO0OO0OO0OOo

Supervision

Where practicable, every work placement shall be visited annually, and relevant contact made.
School Based Traineeship and Apprenticeship students shall be monitored as required by a
personal visit by the school supervisor when needed. The school shall ascertain that the host
employer will provide an appropriate level of workplace supervision. A clear process must exist
whereby students in the workplace can contact the school in the event of an incident; the school
shall also liaise with the student when at school to monitor progress and issues.

Emergency Response Planning Processes

During the out-of-school learning and training placement the school supervisor, or a nominee, shall
have ready access to:

1 The student ds par e altohtgcutelephbineaumbeasn d s c ho

1 The relevant Student Health Form.
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1 Emergency response procedures will follow the normal school procedures in place to deal with
critical incidents. In the case of an accident in the workplace appropriate first aid must be
administered, medical advice sought, and the parents/guardian and school shall be contacted.
The emergency procedures shall followth e i ndi vi dual school 6s cri si ¢
well understood by all parties involved.

1 All details relating to any critical incident needs to be fully recorded and filed. Eventually all
relevant parties need to be informed in writing and anecdotal notes of any telephone contact
made.

Duty of Care VET for school students attending public and private training organisations

Public and private registered training organisation trainers have a duty of care for Vocational
Education and Training (VET) for School students. When trainersar e i n t he sithe\ddent s
have the same duty of care as teachers.

In discharging their duty of care responsibilities, staff must exercise their professional judgement to
achieve a balance between ensuring that students do not face an unreasonable risk of harm while at
the same time encouragingst udent s i ndependence and maxi mi sing

A VETIS program which is conducted at a State Training Provider/Registered Training Organisation
is classified as an off-school-site  student learning and training activity. The program is organised
jointly by a member of teaching staff and a member of the private or public training organisation.

Parents and guardians must be given sufficient detail about the program and the nature of the State
Training Provider/Registered Training Organisation learning and training environment to make
informed choices. Parental consent for participation for their children must be obtained before
commencing a program.

Principals and Managing Directors of the State Training and Registered Training providers are
responsible for ensuring that the management plan for a program addresses the risk factors that
may exist for both students and staff.

Part Two i Insurance details and processes

All Catholic schools in Western Australia maintain insurance policies which cover students against
accident and public liability claims. Public Liability Insurance is normally held and indemnifies
schools, their employees and students when participating in school-approved out-of-school learning
and training programs.

It i s not considered essenti al to sight document
insurance certificate. It is, however, essential that the school provide to the employer an Insurance
Information Form similar to that provided in Appendix B. A clause in this letter reminds employers to
determine the extent of their public liability insurance. Host employers must sign this letter to

indicate they have received a copy and the school must retain a copy of this letter. This letter must

be issued and signed every year by the host employer.

General Insurance Claims

I'n the event of an accident to a student in the

insurer before any action is taken in making an insurance claim. This is to ensure the correct

procedures are followed. Once this has been done, in order to claim for insurance, the school must

advise parents/guardians that:

1 All medical certificates and receipts must be retained.

1 Appropriate health insurance forms must be completed for reimbursement of expenses from
Medicare or private health insurance organisations.

1 It is essential thatthe College6és | nci dent Repor iscompetednandretained) ui v a
by the College for record purposes. (For further details see Part Three on Retaining Records.)



Page 128 of 163

Motor Vehicle Accident Claims

1 Parents must be fully informed, in writing, of insurance coverage held by the school.

1 Employers must be provided with a letter indicating details of insurance cover, held by the
school, on behalf of the student. The letter shall contain a clause indicating the suggestion
that they determine the extent of their cover. A copy of the letter must be signed by the
employer or Authorised delegated officer and held by the school.

1 |t i s not essenti al for t he school to request
certificate.

1 All insurance claims must be processed after the appropriate liaison with the insurer; all
appropriate records must be kept by the school.

Part Three i retaining records

Schools are required to maintainc | ear records of details relafting
School Learning and Training Programs. This is particularly important in matters dealing with
approval letters from parents and records relating to school visits. Files shall be retained by the
school for 7 years from the day on which the student enrolment ceases. Of particular importance in

the records management processes are:

1 Signed approval forms from parents.

1 Details of visits to the workplace by the school.

1 Records of any comments about the safety or otherwise of the workplace.

1 Any critical incident reports and any medical records or insurance claims.

Students shall not be allowed to participate in Out-of-School Learning and Training Programs unless
written permission is granted by a parent/guardian.

Schools shall adhere to the regulations pertaining to specific industries and the placement of minors
in work environments.

During the course of the Out-of-School Learning and Training Program a report shall be submitted to
the Principal by the staff member of the Out-of-School Learning and Training program if a student:

1 Suffered an injury.

1 Experienced ill health.

1 Was involved in an incident which was related to student discipline or safety.

1 Was involved in any other serious consequence.
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APPENDIX A
HOST EMPLOYER
INSURANCE, SUPERVISION and OCCUPATIONAL SAFETY and HEALTH
ACKNOWLEDGEMENT FORM 20_ _

ORGANISATION/COMPANY NAME:

SUPERVISION

1. Appropriately trained and experienced members of our staff will provide
supervision and support to the student during the placement.
AYes ANo

2. As the host trainer we will contact the Out-of-School Learning and Training
Supervisor (insert Telephone no. ) if the student is late or fails to attend for
work.

AYes ANo

OCCUPATIONAL SAFETY AND HEALTH (OSH)

3. The

organisation understands that a student may lack any experience in the workplace
and may be unaware of health and safety risks. The organisation will take
appropriate measures to meet the specific OSH needs and requirements of students
whilst they are in our workplace(s) includingan OSH i nducti on oinst
day in our workplace(s). AYes ANo

4. (Where applicable) The organisation will familiarise ourselves wi t h t he
identified special needs. We understand that the school will provide a record of
such needs to the organisation prior to the placement.

AYes ANo

5. We agree the student will not be permitted to undertake any activities requiring a
licence, permit or certificate of competence unless they have relevant current
licence, permit or certificate and the activity is directly related to the outcomes of
the placement.

AYes ANo

6. Should the student accompany a member of our staff or other person in a motor
vehicle as part of their placement tasks, the driver of the vehicle will hold a
current WA dr i appropdase tolthe gehicled, and {hea \wehicle will be
currently registered, fully insured (compulsory third party and full comprehensive
insurance) and roadworthy.

AYes ANo
7. In the event that the student is injured or becomes ill at work, as the host trainer
we will contact the school, as soon as practicable, after being notified of the injury

or illness.

AYes A No
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CHILD PROTECTION

8. To the best of my knowledge no member of my staff are a danger to the student.
NB: Within the employment environment a Working With Children Check is
not required.

A Agree A Disagree

ANTI-DISCRIMINATION AND HARRASSMENT

9. My organisation understands and complies with the anti-
discrimination/harassment laws of the State in which the placement is conducted
and will act in accordance with those responsibilities.

AYes ANo

CHANGE OF CIRCUMSTANCE

10. We will contact the school immediately if:

1 an allegation is made against a member of staff or other persons, of child abuse
or sexual misconduct against the student

1 we become aware of any ill treatment of the student, act of violence that occurred
in the student s presence, act of Vv ie
that puts the student at risk

1 an allegation is made against a member of staff or other persons, of
discrimination or harassment against a student or a student makes an allegation
of discrimination.

AYes ANo

11. If the circumstances of my organisation/business change prior to, or during the
student s©o pl acement , and w e ar e n
acknowledgments, we will advise the school at the earliest opportunity.

AYes ANo
INSURANCE ACKNOWLEDGEMENT
12. The organisation has received a copy of the stude nt 6 s i nsur ance
AYes ANo

Company:

Name of person completing form:

Position:

Signature:

Date: / /

Student Name:

ONCE COMPLETED, PLEASE RETURN THIS FORM TO THE OUT-OF-SCHOOL
LEARNING AND TRAINING SUPERVISOR USING THE FOLLOWING OPTIONS:
FAX: (NO COVER LETTER REQUIRED) POST:
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APPENDIX B
INSURANCE INFORMATION FORM
January to December 20_ _

All (insert school or cluster name) students are insured through policies put in place
through their respective schools.

The policies cover the students in any form of school approved workplace learning
for the following:

Personal Accident:

This covers students for death and disability in respect of accidents within the
workplace and benefits are paid according to a schedule. It also covers injury arising
from direct travel to and from the workplace and home or school, except where the
injury is subject to a motor vehicle third party injury claim administered by the
Insurance Company.

Students who sustain injury during training are covered by the Personal Accident
Insurance. However, this insurance does not cover the cost of any medical service
for which a Medicare benefit is payable, nor the gap.

Public Liability

All schools have Public Liability Insurance coverage which includes the actions of
their students and staff involved in the workplace learning and training programme.
These policies indemnify the schools for their legal liability arising from the placement
and training of workplace learning students and also the legal liability of the students.

The school 6s policy wil |l not , of cour
or omission of the employer. Employers are advised to contact their insurance
companies or brokers to determine the extent to which they are indemnified.

Damage to Equipment or Property

Students are not covered for accidental damage to workplace equipment or property.
Employers may decide to take independent action if the damage is malicious or
wilful.

Declaration

The information provided in this Insurance Information Form represents an accurate
summary of the insurance cover carried on behalf of Catholic students from (insert
name of school or cluster).

Signed on behalf of (insert name of school or cluster)

Acknowledgement

I acknowledge that | have received a copy of this Insurance Information Form.

Signed on behalf of (insert name of business or company).
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4.4 PROFESSIONAL DEVELOPMENT

Rationale

At Irene McCormack Catholic College, Professional Learning is the formal and informal learning
experiences undertaken by staff and school leaders. This process enables them to improve their
individual |l earning, professional practise and
enhanced student learning, engagement with learning and wellbeing.

Professional Learning enables all staff, teaching and non-teaching, to engage in reflective practices,
to best facilitate the effective and efficient administrative or maintenance procedures for the good of
the College. The process of ongoing learning, promotes the individual and collective capacity of staff
to plan, implement and address current needs as well as future trends, opportunities and
challenges.

Aim

1 Improve the professional knowledge, practice and engagement of all teaching staff and school
leaders to achieve improvement in student outcomes.

1 Ensure all teachers and school leaders actively engage in professional learning throughout
their careers.

1 Establish a high-quality professional learning culture and of reflective professional learning, to
assist teachers, school leaders and those who support them to get the maost from their
professional learning.

1 Support the development of non-teaching staff in their respective roles.

1 Ensure that all teaching staff fulfil AITSL Standards requirements and that all staff engage in
meeting the requirements of the CEWA Accreditation Framework.

Procedures

All staff, teaching and non-teaching, are invited to and are expected to be part of our professional
learning community. The College acknowledges the importance of the AITSL Charter for
Professional Learning of Teachers and School Leaders. This reflects the following foci:

1 Staff participate in professional learning and accreditation requirements. These include: AITSL
Standards - Graduate, Proficient, Highly Accomplished and Lead and the CEWA Accreditation
Framework (to Work in a Catholic School, to Teach in a Catholic School, to Teach Religious
Education, Leadership and Leadership for a Catholic School Community). The College
supports this accreditation process by matching staff attendance during school holidays with
workdays.

1 Staff develop a culture of professional learning through line management and collegial
encouragement and with the provision of time and space for professional reflection, reading,
conversation, mentoring and sharing.

1 Staff are expected to regularly engage in professional learning via formal and informal reading,
sharing, conversation, sharing of expertise.

1 Staff are expected to attend and engage in whole staff, department and pastoral / year group
meetings as scheduled.

1 Staff who attend external professional development are invited to reflect on how best to share
the benefits of the learning with peers.

1 New staff to the College engage in a formal Induction program (including Faith, Story &
Witness).

1 Ongoing staff engage in a process of self-reflection and participate in the mentoring of other
staff.

Professional learning priorities

1 Professional Learning is budgeted for by each Learning Area and is discussed between
HOLAs and staff.

|l The main source of Professional Learning is CEWA and SCSA.
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1 Staff use targets set in reviews and individual target setting as a focus for the professional
development they seek.

1 Professional Learning requests must be signed off by the Assistant Deputy Principal Campus
Ministry (for Accreditation Courses) and respective HOLA, then lodged with the Deputy
Principal, who after consultation with the staff member, will forward the information to the
Relief Coordinator.

1 Staff seeking CEWA Accreditation (to Work in a Catholic School, to Teach in a Catholic
School, to Teach Religious Education, Leadership and Leadership for a Catholic School
Community) are able to attend 50% of these professional learning events on school days. The
remainder must be completed in their own time.

1 Staff seeking Accreditation Renewal will be able to do so with planned renewal opportunities
arranged through the College as well as external renewal learning opportunities.

Review History

Date policy introduced: 2010
Date of last review: 2019
Date of next review: 2022

4.5 SELECTION AND USE OF TEXTS IN CATHOLIC SCHOOLS

Rationale

Irene McCormack College, as a Catholic school, aims to help students to integrate culture, faith and
life. Culture is valued, and Irene McCormack Catholic College promotes discussion and critical
thought. The values and attitudes at Irene McCormack Catholic College are founded upon the
teaching of Jesus Christ. Therefore, the selection of texts is a rigorous and careful process.

Principles
1 Texts are used to:
o] Support and develop the desired outcomes of schooling.
o] Address student diversities in culture, gender, special learning needs and socio-
economic background.
o] Provide students with learning experiences which access a wide range of knowledge,
understandings and skills.
1 Texts enable students to:
o] Develop their unique potential i physical, emotional, creative, spiritual, intellectual, moral
and social.
o] Develop a critical understanding of the diversity of beliefs and values found in society
and in human experiences.
o] Deepen their understanding of the values of Christ including absolute values such as the
sacredness of human life and the dignity of the human person.
1 Texts are not studied in isolation and are related to the contexts of their production and
reception.
1 Some texts enable students with assistance, to challenge dominant societal ideas, particularly
stereotypes and undesirable models of human behaviour.
1 Texts dealing with controversial topics or challenging situations need to be selected with
sensitivity to community expectations.
1 Texts containing gratuitous or extreme violence, or pornographic material, have no place in a
Catholic school.

Definitions

1 Texts can be written, spoken or multi-modal and in print or digital/online forms. Multi-modal
texts combine language with other systems for communication such as print text, visual
images, soundtrack and spoken word, as in film or computer presentation media.

The term visual texts include but are not limited to: Film, video, static images.

The term written texts includes but is not limited to: essays, articles, newspapers, magazines,
brochures, books, letters, manuals, transcripts, novels, short stories and poems.

=a =
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1 The term 6audio textsod includes but ongs, recied
prayers and poems.

1 The ter-modamudtincludes but i s nhwoks.l i mi t ed

Procedures

Texts which are made available to students at Irene McCormack Catholic College are all previewed
and evaluated prior to their selection and use. Recommended curriculum materials or syllabus texts
still need to be extensively reviewed before inclusion in the Library or used in classes.

The Principal, Deputy Principal and/or Teacher Librarian are the first persons to consult for advice
on the selection of texts and the Office of Film and Literature Classification Guidelines for non-print

texts.

The document, Guidelines for The Classification of Films and Videotapes document is available in
the Library. It should be noted, however, that these guidelines must work within the framework of
this document, which forms part of the ethos of a Catholic school.

In selecting a documentary, feature film, television program, animated film or short film, the
guidelines set by the Office of Film and Literature Classification apply:

G GENERAL 1 Suitable for all ages. Suitable for Years K-12.

PG PARENTAL GUIDANCE i Parental guidance recommended for persons under 15
years. Suitable for Years 8-12.

M 15+ and over MATURE i Recommended for mature audiences 15 years and over.
Suitable for Years 10-12.

MA 15+ MATURE ACCOMPANIED i Restrictions apply to persons under the age of 15.
The MA category is legally restricted. Children under 15 will not be allowed to see
MA films or hire them on video unless in the company of a parent or adult guardian.
Some may be suitable for Years 11 and 12.

R 18+ RESTRICTED i Restricted to adults 18 years and over. The R category is legally
restricted to adults. Material, which is given a restricted classification, is unsuitable
for those under 18 years of age. Material classified R deals with issues or contains
depictions that require an adult perspective. Not suitable for high school students.

X 18+ RESTRICTED i Restricted to adults 18 years and over. Not suitable for high
school students.

1 This set of guidelines is to be used for any incursions or excursions involving non-print texts.

1 Where the class teacher and a member of the Leadership Team consider the text suitable
(e.g. a documentary on the Holocaust which may contain graphic footage) but its rating is
above the recommended age group, then permission must be sought from the parent or
guardian by letter and reply slip. If a parent or guardian declines consent, then where possible
the student will be provided with an alternative text covering the same concepts.

1 It is not the policy of Irene McCormack Catholic College to abridge a text and no text will be
censored by the removal of pages or editing of footage because this contravenes the
Copyright Act.

1 If a parent or guardian makes a complaint about the relevance or suitability of a text, the

following procedures should apply:

(0]

Ascertain the nature of the complaint:
- Content.

- Language.

- Concepts.

- Relevance.

- Religious/ideological concerns.

t

(O

mi
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o] Refer the matter to a member of the Executive Team.

1 The teacher and/or member of the Executive Team shall meet the parent or guardian to
discuss the complaint where every attempt will be made to address their concerns.

| Irene McCormack Catholic College will remove a text from its lists if there are sufficient
grounds for its removal. If appropriate, the relevant authorities at Catholic Education Western
Australia (CEWA) and the SCSR will be consulted, after the complaints have been examined.
The Principal will have the final say on the removal of a text. In the case of a text having
different complaints brought against it, each complaint will be examined independently.

1 If a member of the general community makes a complaint, the nature of the complaint should
be ascertained. The matter should be reported to the Principal.

1 Irene McCormack Catholic College has Internet safeguards as a strategy to prevent students
accessing materials that are of a dubious nature, inappropriate, offensive or irrelevant.

Review History

Date policy introduced: 2010
Date of last review: 2018
Date of next review: 2021

4.6 STAFF PROFESSIONAL GROWTH

Rationale

At Irene McCormack Catholic College, Professional Growth is a yearly review process, which aims
to empower and engage teaching and learning undertaken by teachers and school leaders within
the Coll ege. Reflective of Il rene McCor mack
enables teaching staff to engage in self-reflective practices to best facilitate the empowerment and
continuous improvement of professional practice. Professional Growth involves the participation of
an Open Forum and mentor program, which allows for the setting of personal goals and a peered
review.

There are two aspects to the Professional Growth Policy:
1 The process of practice for New Staff Induction.
1 The process of practice for ongoing staff.

Aim

All staff:

1 Reflect on teaching practice using the ATISL Self Reflection Tool.

1 Establish and implement measurable whole school and personal goals.

1 Develop professional skills in pedagogy.

1 Engage in the application of consistent classroom management and teaching practices as
mandated by Irene McCormack Catholic College and AITSL standards.

1 Engage in an open space and peer review.

Process for New Staff Induction
All new staff are invited and expected to be a part of the New Staff Induction Program which occurs
from Term 1 to Term 4 during their first year at the College.

New Staff will:

1 Engage in using the AITSL Self Reflection Tool. The Self-Reflection Tool enables staff to
identify key areas for learning (strengths and weaknesses) and staff will use these to establish
two personal professional goals.

1 Establish personal and professional goals with the support of the relevant Head of Learning
and allocated mentor.

i Engage in lesson observations and feedback discussions as part of the Induction Process.

Catt
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1 Establish a plan for classroom visits with their respective Head of Learning and mentor (a
minimum of three visits during the year).
1 Provide students with surveys to engage in the teaching and learning reflection process.

Heads of Learning and Mentors will:

1 Engage in reflective teaching practice planning and discussions with the new staff
member/mentee.

1 Assist in organising specialised professional learning, if required.

1 Meet with the College Deputy Principal to summarise the strengths of the new staff
member/mentee and to clarify areas for improvement.

Deputy Principal will:

i Liaise with the Head of Learning and the alloc
and set goals for areas of improvement for the coming year.

1 Draft a letter that will be given to the new staff member by the College Principal in Term 4
outlining his/her strengths and note areas for improvement.

Process for Ongoing Staff

The College acknowledges the importance of the AITSL standards for Teachers and School

Leaders. At Irene McCormack Catholic College, this enables staff to do the following:

1 Engage in a voluntary review process following the same steps as that of a new staff member.
Once staff have begun this review will take place every 4 years of their service at the College.

1 Engage in using the AITSL Self Reflection Tool. The Self-Reflection Tool enables staff to
identify key areas for learning (strengths and weaknesses) and staff will use these to establish
two personal professional goals.

1 Staff work with their mentor to establish a process of review i.e. classroom visit with a focus on
viewing a selected standard in action for no more than 10-15 minutes.

1 Staff are expected to be honest and accountable and report to a group leader once this
process is completed.

All staff will set 3 targets at the beginning of each Academic Year. The targets will be focussed on
areas to develop to improve teaching, professional understanding and growth potential. These
targets will be discussed and agreed upon with the relevant Head of Learning Area.

The staff member will work on these targets throughout the Academic Year.

All staff members who are not involved in the review process will meet informally with the Deputy
Principal during the school year to discuss their targets and the progress they are making with them.

At the start of the following Year the staff member and head of Learning Area will review the
previous year 6s Target s an dthigppint# &l havd been met thredinew e b e
targets will be set.

Review History
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4.7 STUDENT TEACHER PRACTICE

Rationale
At Irene McCormack Catholic College, the College accepts student teachers on practice as a
contribution towards the development of beginners in the teaching profession.

The attainment by student teachers of high standards in their development of professional attitudes,
understandings and skills can be achieved best by fully integrating school-based experience into
their programs of study.

In accepting student teachers into Irene McCormack Catholic College, it is important that College
staff realise that these students will take with them into their teaching careers many attitudes,
understandings and skills that they acquire while working with the staff. Hence it is important that
their experiences be positive and professional, while at the same time formative and diagnostic.
Irene McCormack Catholic College offers the wealth of experience and expertise of its teaching staff
to student teachers studying in the various tertiary institutions.

It is College policy to offer practice teaching to a maximum of four student teachers concurrently.

Aim

9 To coordinate the induction of the Student Teacher into the school.

1 Improve the professional knowledge, practice and engagement of student teachers.
1 To encourage and support the work of the Student Teacher.

Procedures

Head of Professional Practice

1 To negotiate with Head of the Learning Areas the desirability of Learning Area involvement, and
to organise through Head of the Learning Areas which staff will have a student teacher in their
classes and to notify the tertiary institution of these names and details on the appropriate forms.

T Review the ongoing development of the Stude

1 To ensure the evaluation form is completed at the end of the practice and to forward this form
along with the Claim for Training form and other relevant forms to the Co-ordinator of
Professional Practice.

1 To exercise the right to discontinue an unsatisfactory teaching practice.

T Ensure that student teachers understand and

9 Organise access to Wi-filSEQTA

I To discuss the guidelines "Expectation for the Professional Practice" from the Practice

Handbook with the student teacher.

Head of Learning Area

I To discuss the guidelines "Expectation for the Professional Practice” from the Practice
Handbook with the student teacher.

1 To inform the student teacher of departmental expectations including programming, lesson
plans, timetables and punctuality.

1 To see the student teacher, teach and provide relevant written feedback on strengths and
weaknesses as well as information on classroom management and teaching techniques.

1 In consultation with the Supervising Teacher, to compile the evaluation form at the end of the
practice.

Supervising Teacher

1 To introduce student to Administration Secretarial staff and to discuss the College, its
practices and organisation.

1 Supervising teachers have preferably at least five years' teaching experience or, where
placement difficulties arise, at least three years' experience.

nt
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Supervising teachers are to adhere strictly to the "Guidelines for Teachers" from the Practice
Handbook.

Initial teaching tasks should be those in which there is a good chance of the student teacher
experiencing success. This is facilitated by a gradual progression into actual teaching
preceded by a period of familiarisation and incidental involvement in lessons.

Supervising teachers are to check draft lesson plans on the day prior to the lessons taking
place. They should ensure that content and methodology are appropriate.

Supervising teachers are to provide feedback where appropriate.

Supervising teachers should ensure that the student teacher is thoroughly familiar with College
policies and practices and should make sure that these policies and practices are strictly
followed.

Student teachers are not to be left alone with a class and should under no circumstances be
expected to fulfil the supervising teacher's teaching responsibilities.

Supervising teachers should also read and comply with requirements of individual universities
as published in guidelines provided with each teaching practice.

Student Teacher Practice priorities:

)l
)l

Evaluation of student teachers will be based on the guidelines issued by the tertiary
institutions.

Evaluation material is to be drawn from observation of lessons by the supervising teacher and
the Head of the Learning Area. It should be done positively and with formative intentions such
that the student teacher does not need to wait until the end of the teaching practice before
receiving evaluative feedback.

The Evaluation form should be discussed with the student teacher. Evaluation forms are to be
returned to relevant universities.

Supervising Teachers are remunerated by universities for most practicums and observation
lessons. Remuneration claim forms are processed by the Head of Professional Practice at the
end of the practicum and are returned to the university with the evaluation form.

Review History

Date policy introduced 2017
Date of next review 2019
Date of next review 2022
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SECTION 517 COLLEGE ORGANISATION

5.1 Bursary and Scholarship

Rationale

1 Irene McCormack Catholic College seeks to assist parents who wish to develop their children
with a comprehensive Catholic Education to assist their development as to adults who will be
agents for good in society who are committed to the love, compassion and justice of Jesus
Christ.

1 Irene McCormack Catholic College make a distinctive contribution in the provision of
educational excellence in the community together with minimising the barrier for families who
are focused on improving educational outcomes for their children.

1 The College is committed to creating an inclusive learning environment for Aboriginal students.

Definitions

Bursary 7 Financial assistance to a quality education opportunity that may otherwise not be
possible.

Scholarship T An award for excellence providing financial assistance for education.

Aboriginal Student Bursary

Bursaries are available to Aboriginal families who desire for their children to receive a Catholic
education. The bursaries are intended to recognise commitment to schooling by Aboriginal students
as well as to assist Aboriginal students who might be denied a Catholic education because of
financial circumstances.

Two bursaries will be awarded each year to students entering Year 7.

Each bursary is tenable from Years 7 to 12 and will cover tuition fees only. The bursary does not
cover any College levies such as the Building Levy or Parent Auxiliary Levy and does not cover the
cost of books, uniforms, music tuition or special course charges such as Outdoor Education.

Applicants must be Aboriginal or Torres Strait Islander. It is expected that applicants have
established strong foundations for learning and aspire to complete Year 12.

Conditions for the Aboriginal Student Bursary recipient are that the student:
Makes a commitment to complete Year 12 at the College.

Maintains excellent learning attitudes and work habits.

Maintains an excellent attendance record.

Preserves a good standing status, with the student behaviour policy.
Participates in College extra-curricular programs.
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I f t he bur s atitude to leacningpanadwoik dabits daes not remain at a high standard or
the student does not participate in extra-curricular activities the bursary will be withdrawn.

Academic Scholarship

The College awards one scholarship to an academically outstanding student entering Year 7 each
year. Each scholarship is tenable from Years 7 to 12 and covers cover tuition fees. The scholarship
does not cover College levies such as the Building Levy or Parent Auxiliary Levy and does not cover
the cost of books, uniforms, music tuition or special course charges such as Outdoor Education.

The College collaborates with the Australian Council of Educational Research (ACER) for the
Scholarship Examination.
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Applications are invited from academically outstanding Year 6 students. Application information will
be advertised in the College newsletter and community newspapers in February and March in the
year prior to the commencement of Year 7. The Scholarship Examination is conducted at the
College on a Saturday morning in May. There is a fee payable for the administration of the
Scholarship Examination by ACER.

The Academic Scholarship is awarded on the basis of the ACER Scholarship examination and the
assessment of the studentdés val ues abgrimary dchoal ud e
reports and an interview with the College Principal.

The successful candidate will be announced in the College newsletter and an advertisement in
community newspapers.

Conditions for the Academic Scholarship recipient are that the student:
Makes a commitment to complete Year 12 at the College.

Maintains excellent learning attitudes and work habits.

Maintains an excellent attendance record.

Preserves a good standing status, with the student behaviour policy.
Participates in College extra-curricular programs.
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I f the scholarship recipientés attitude to | earni
or the student does not participate in extra-curricular activities the scholarship will be withdrawn.

Music Instrumental Tuition Scholarship

The College offers two Concert Band Instrumental Scholarships and one Choral Scholarship for
students commencing in Year 7, tenable for six years and cover the cost of all individual music
tuition fees. Successful applicants are chosen from an audition and a test conducted at the College.
A Specialist Scholarship for a particular instrument may be offered depending on the needs of the
College.

References
Mandate of Catholic Education Commission of Western Australia 2009-2015.
Catholic Education Western Australia website T www.ceo.wa.edu.au.

Related Policies
School Fee Policy.

Review History

Date policy introduced: 2014
Date of last review: 2017
Date of next review: 2020

5.2 DISPUTE AND COMPLAINT RESOLUTION

Rationale
Irene McCormack Catholic College (the College) serves as a model to create a genuine community
founded upon a shared commitment to the common good.

The interactions and protocols of the College emphasise the sacredness of human life and the
dignity of the individual.

On occasion, there may be a disagreement with a decision and a dispute or complaint may arise
within, or with, the College.


http://www.ceo.wa.edu.au/
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The College is committed to ensuring that disputes and complaints are dealt with fairly, objectively
and in a timely manner, and that processes reflect the principles of participation, co-responsibility
and subsidiarity.

Definitions
Complaint means a written expression of dissatisfaction with the College policies, procedures,

decisions, omissions, quality of service, staff or student behaviour.

Dispute means a conflict regarding a right, claim or demand of one side, met by contrary claims or
allegations on the other.

Scope
This policy statement applies to all within the Irene McCormack Catholic College Community.

Principles

o] Any person may make a complaint in writing to the Principal about any matter arising from the
operations of the College.

o] Complainants are personally responsible and liable for the content of their complaints.

o] A dispute or complaint made in accordance with this policy is a dispute or a complaint about
the College notwithstanding the naming of any staff member in a dispute or a complaint.

o] All decisions are to reflect the paramount importance of the student(s).

o] Natural Justice must be exercised in resolving any dispute or complaint. This requires that
both parties receive a fair hearing and that the decision is made without bias.

o} Individual cases must be examined on their merits.

o] Resolutions must balance the principles of justice with compassion.

o] Decision making shall be guided by the principles of participation, co-responsibility and
subsidiarity.

o] Appropriate confidentiality must be respected by all parties.

Information in a complaint will normally only be disclosed to those parties who have a need to know
to investigate and resolve the complaint. Any further disclosure of information will be at the
discretion of the Principal.

Procedures

o] Information about the process for dealing with disputes and complaints will be readily
available to parents, students and staff through the College website and policy handbook.

o] When a dispute or complaint arises, the immediate parties involved should attempt to
resolve the dispute in the first instance.

o] The Principal is responsible for the resolution of disputes or complaints within the College in

accordance with procedural fairness.

If the dispute involves an employment issue, the prescribed process in the relevant

Enterprise Bargaining Agreement will be followed.

All notifications of complaints and disputes must be made to the Principal in writing.

The complaint shall be promptly acknowledged in writing by the Principal.

All relevant parties will have the opportunity to place their version on record.

Parties may involve a support person to assist them in resolving the dispute or complaint.

Where a dispute or complaint is about the Principal and there is no likelihood that it can be

resolved with the Principal, the immediate parties may refer the matter to the Executive

Director of Education.

o] The Principal may request external assistance and expertise including the CEWA
Employment and Community Relations Team.
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