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1. INTRODUCTION 
Dear Staff, 
 
Geelong Baptist College aims to offer to the community the highest standards of education 
possible within a Christian context. 
 
As teachers, we have a wonderful ministry in Christian Education. Our Christian lifestyle, 
hard work and prayer are two of God's ways of helping Christian students to grow in their 
faith and of challenging non-Christian students to seriously consider Jesus Christ as their 
Saviour. 
 
Welcome and may God bless you as you join the team of Christians serving this 
community. 
 
Yours in Christ's service, 
 
Trudy Knol – Primary Principal 
Neil Wetmore – Secondary Principal 

 
The College Staff Handbook 
The College Handbook is designed so that all staff may have access to the policies, guidelines, 
responsibilities and administrative procedures in one volume, for easy reference.  
 
Each teacher should keep a copy on their staffroom desk so that it is readily available for relief 
teachers.  
 
The Handbook is designed to provide: 

 Guidelines for serving in the College 

 Clear outlines of procedures 

 Effective communication concerning matters which must be familiar to all staff 

 A clear structure for effective accountability to occur 

 Consistency in approach to all matters in the College 

 Safety and welfare to all staff and students.  
 
1.1 A Brief History and Description of GBC 
Geelong Baptist Collegecommenced in 2002 and is governed by a Board in Perth, which has 
opened several very successful schools.  The College caters for students from Foundation through 
to Year 12.    
 
The College is a modern co-educational day school located in a semi-rural setting at Lovely Banks 
overlooking Geelong.  It is envisaged will cater for 400 Primary students and 720 Secondary 
students when it is fully developed.  
 
Geelong Baptist College has an open enrolment policy. This means that we accept all enrolment 
applications regardless of religious affiliation. Parents who place their children in the College will 
do so for a variety of reasons and come from a wide range of backgrounds.   
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A Seamless Curriculum 
Geelong Baptist College is founded on the authentic nature of Christ.  It is interested in the 
fulfilment of social justice, the pursuit of truth, and personal integrity.   
 
The staff at the College is committed to providing students the best environment with varied 
opportunities and experiences for achieving success and they will endeavour to make sure 
students achieve their potential.  
 
Geelong Baptist College provides a seamless education from Foundation to Year 12 where 
students are in the same community from the start to the end of their schooling.  All the key 
learning areas are addressed and the learning experiences offered are contemporary and relevant 
in today’s society.   
 
All staff members encourage students to take responsibility for their own learning, to develop 
independent and group learning skills and to take risks without fear of failure.  

 
In Primary levels, children will be nurtured in a stable environment of positive care where basic 
skills are taught thoroughly in a safe and predictable environment.   
 
As students grow into maturity in Secondary levels, the College program is designed to challenge 
them to accept further responsibility for their own learning, to pursue excellence and to put into 
practice those things that they have learned in earlier years. The best of traditional and modern 
methods will be chosen.  
 
Secondary courses aim to provide students with all the skills and experiences they need to make 
informed choices in life and to be fully prepared to make a positive contribution to society.  
 
At times, special programs are run to ensure that students of all ages meet and learn from each 
other.  
 
What can be expected at Geelong Baptist College? 

 High standards in education and a wide range of courses, with emphasis on the 
individual 

 Strong pastoral care and discipline 

 Opportunities for parent participation in the College community 

 Skilled Christian teachers committed to student success 

 Students contributing to and serving community needs through fundraising, social 
action and leadership 

 
1.2 The GBC Vision and Mission 
Vision 
For the College to provide a positive and engaging learning experience that has been developed 
within a Christian framework of values and beliefs. Through the development of an inclusive, 
nurturing and challenging environment, students explore and develop their individual abilities, 
maximising their potential; personally and academically. 
 
Motto 

“ Live the Truth” 
We encourage our students to seek out truth and then to live it out in their lives.  
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Mission 
To deliver to society young people who have: - 
Discernment:The ability to discern what is good and have the skills and desire to commit 

themselves to action for a better society. 
Character: The ability to demonstrate self-discipline, integrity, acceptance and compassion, and 

to respect and value themselves and others. 
Success: The ability towork hard, and to strive for success in their personal life, in further 

education and in employment. 
Faith: The opportunity to discover the truth of the Gospel of Jesus as well as the nature of 

God and choosing to have a relationship with Him. 
 
GBC Values 

Respect – Integrity – Initiative -Resilience - Positive work ethic – Compassion – Teamwork 
 
GBC is committed to provide four things to students. These are: 

o Justice 
o Acceptance 
o Learning 
o Safety 

 
These four aspects underpin discipline at GBC and are further detailed on the following page. 
 
Geelong Baptist staff will take action if any of these are not maintained and their responses will 
aim to restore any situations that fall short of community standards. 
 
Logo 
Our College crest depicts the image of a white bird soaring above the water. This is symbolic of our 
community rising above the challenges they may face todaywhilst learning from their experiences 
in preparation for the future. The bird is representative of the white dove being God’s presence 
among us. 
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1.3 MUTUAL RESPONSIBILITIES AND COMMUNITY STANDARDS 
 

 
 

Our commitment is to 
ensure that each person  
can expect to have: - 

Students have the responsibility to:- Staff have the responsibility to:- 

OPPORTUNITY TO LEARN 
- without interruption through 
the actions and words of 
others 

 be punctual 
 enter rooms politely 
 be prepared for lessons and complete 

homework 
 co-operate with teachers 
 prevent disruptive actions 
 listen and speak with care for others 
 allow others to learn 
 allow others to achieve without “putting them 

down” 
 be involved in school activities 
 

 be well informed and prepared 
 be punctual 
 recognise and encourage genuine 

effort 
 provide modern and adequate 

resources 
 accurately assess and report 

student progress 
 use effective methods 

PERSONAL ACCEPTANCE 
- recognition and respect for 
endeavour and personal 
difference 

 treat others as you would like to be treated 
(respect, courtesy) 

 accept others with understanding 
 respect differences and not hurt,  laugh at or 

tease others 
 use appropriate language 

 

 offer unconditional acceptance to 
every student 

 offer positive personal relationships 
 treat all students with equity 

SAFETY 
- environmental safety 
- freedom from physical and 
verbal abuse 

 respect the authority of the teacher 
 use the appropriate procedures to pursue 

grievance (report harassment or bullying) 
 Obey the rule of  “NO  threatening, hitting or 

hurting anyone” as we do not tolerate bullying 
 observe the safety rules 
 remain in bounds 
 walk along verandahs and pathways  
 place any litter in bins  
 line up and wait quietly outside rooms and 

buses 
 

 treat students with respect 
 observe agreed procedures 
 make sure that students are not 

exposed to danger 
 teach safety 
 take care of all students  
 ensure students observe rules 

JUSTICE 
- to receive fair treatment and 
equal access to resources 

 share and take care of equipment (no graffiti)  
 seek permission when borrowing others’ 

property 
 hand in lost property 
 report theft 
 prevent stealing and destruction of property 
 speak and respect the truth  
 dress neatly in correct uniform 
 leave banned items at home 
 

 investigate any student concerns 
 teach and insist on careful use of 

property 
 provide  students the best 

environment for achieving success 
and make sure students achieve 
their potential.  
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2. GBC STAFF  
Staff are selected on the basis of merit, qualifications, skills and especially for their attitude of 
commitment to students. Teachers should see their work here as a Christian ministry and not just 
as a job. GBC teachers are expected to be examples upon which children can confidently model 
themselves. 
 
2.1 Staff lists and further details regarding GBC House and Homeroom allocations etc, are all 
provided at the commencement of each year. 
 
2.2 Support Staff 
College Chaplain 
Through the National School Chaplaincy Program, the College is able to offer the services of a 
chaplain for our school community, providing support, guidance and teaching for students, staff 
and parents, especially in dealing with difficult issues.  
 
At GBC, we have a chaplain who is at school for two days in a week. Our chaplain shows great 
initiative in planning appropriate activities for a class, group, or an individual child. These are often 
related to topics such as resiliency, friendship, teamwork, bullying, cooperation and leadership. 
The chaplain also participates in sporting activities, excursions, camps and other College events. 
 
Students may request to speak with the chaplain.  The chaplain will then arrange a time to see the 
student. Generally it is not appropriate for students to request permission, or to seek time with 
the chaplain during class time. 
 
Parents may also request for their child to have a chat with the chaplain or parents themselves can 
come and see the chaplain. 
 
At times, when teachers see that a student is upset or is not coping (emotionally) in a lesson, the 
teacher may speak to the student after class and may even ask the student if they would like to 
see the school chaplain.  This should always be confidential and private; teachers should never 
publicise to the class another student’s distress. 
 
Teachers should not send a student to the chaplain for discipline. The Discipline Coordinator or 
Principal must be involved in disciplinary actions and then it will be up to this person to decide 
whether a visit with the College Chaplain may be of benefit to the student. 
 
The chaplain should not be seen as a “babysitting service” where teachers send students who they 
want to give “time out” (other than the exceptions mentioned above). 
 
Maintenance and OH&S 
Should you have a maintenance request, please indicate that by completing the Maintenance 
Request Tab on SMS. 
Be aware that there are some pressing things that need to occur and will take precedence, 
particularly if they are potential safety issues. Priority will be determined by the principals and 
regularly reassessed. 
If there are things that just require doing, like emptying a bin, removing rubbish etc, please use 
your initiative and tend to such things yourself or with the help of students. 
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Integration Aides 
The College employs Integration Aides to assist students as required. Their responsibility is to 
support regular teachers in delivering work appropriate for the specified students. The regular 
class teacher’s role and responsibility is to plan and provide work for these identified children; this 
is not the Aide’s role. 
Teachers, in consultation with the Aide and the student’s parents, may be required to create 
Individual Education Plans for identified students. 
 
Bus Coordinator 
All requests for usage of buses must initially be made through the office by completing the 
Excursion Request Form. (Available in Staffroom or on Staff ‘x-drive’)  Then, all bookings for buses 
for excursions, camps, sports, local activities etc, must be made through the Bus Coordinator. 
Bookings can be made by writing in the bus booking diary and making arrangements with the Bus 
Coordinator. 
The College has three buses; all with different seating capacities, hence indicating the number of 
children that will be travelling, is important. 
 
Cleaning 
Contract cleaners come and clean rooms daily and begin at 3:30pm.   The cleaners need to be able 
to clean and vacuum without hindrance. Teachers are responsible for having the chairs up on the 
desks at the conclusion of each lesson. Prior to students being dismissed from any classroom, 
floors should be checked and rubbish should be picked up and placed in classroom bins, always 
leaving rooms tidy for the next class or lesson. 
 
Friday afternoons, cleaners will wipe down all the student desks, so teachers are to leave the 
chairs down at the end of Fridays. It is important that the floors are still tidied as per usual to allow 
the cleaners to vacuum. 
 
Teachers are also responsible for keeping their own classroom desk and benches clean and tidy. If 
staff members require their desks or benches to be wiped, all obstacles and papers must be 
removed. Likewise if windowsills require dusting or cleaning, please remove all items and leave a 
note for the cleaners.  
 
The College has its own cleaning products, including vacuum cleaners, in a designated storeroom. 
Staff are to use these products and not those that belong to the contract cleaners. Staff must 
promptly return all used items and inform office staff if products are running low or items need 
replacement to ensure availability for the next person. 
 
If staff have any concerns regarding cleaning responsibilities or any cleaning issues they are to 
direct these issues to the Principal. 
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3. PARENT INVOLVEMENT 
Parents are the prime educators of our students and the College seeks to work closely with them. 
Staff involve parents at every opportunity with college programs, and parents are invited to be 
involved in classrooms and in the Parent Support Group which meets monthly. 
 
3.1 Parent Support Group (PSG) 
Purpose of PSG 
The aim of PSG is to unite and support parents and friends in their partnership with GBC. It does this 
by promoting the College and providing opportunities for community building and parent 
involvement. 
 
The PSG meets once a month in the evening over a “cuppa”. All parents are invited to come along for 
a visit or to become part of this enthusiastic group of people. 
 
Main Functions 
1. Community Care 
2. Social Activities such as GBC Community BBQ 
3. Fundraising activities – to be organised in conjunction with College staff and the Principal  
4. Provide activities and services for the GBC community – Mother and Fathers’ Day stalls 
5. To work and communicate with the College staff and College captains 
 

** Lotteries and raffles are not permitted at the College. 
 

3.2 Visitors and Volunteers/ Helpers 
The College encourages parental involvement through many means and capacities. All visitors and 
volunteers must report to the Administration Office to sign in and consequently be provided with 
a visitor’s pass. Visitors without a pass should be asked to report to the office.  
 
It is important that we uphold current law and ensure that all volunteers and visitors that work 
with our children obtain a “Working with Children Check”. This system aims to protect children 
from abuse, and all staff must abide by these guidelines. Application Forms are available at the 
Administration Office.  
 
At any time a new person volunteers to help at the College during school hours, the receptionist 
will check whether the person is on the Working with Children Check register. If they are not, they 
will be required to obtain a WWCC prior to commencing their voluntary work.(Refer to Working 
with Children Checks Policy) 
 
Visitors to the College 
We seek to provide an open and friendly learning environment, which values and actively 
encourages visitors to the College. At the same time we recognise our duty of care to provide a 
safe environment for our students and staff, and we recognise our responsibility to protect and 
preserve our resources against theft, vandalism and misuse. 

[A visitor is any person who attends the College during school hours; to make a delivery, visit a 
class or complete work at school. Parents arriving before and after school are not classed as 
visitors and neither are College staff members] 
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Guidelines for Visitors 
i. Visitors/Parents do not have the freedom of the College buildings and should not assume 

the liberty of entering classrooms or areas at the College site without invitation. 

ii. When visiting the College, all visitors must ‘sign-in’ and ‘sign-out’ in the Visitor’s Book’, 

which is located at Reception.  

iii. ‘Visitor’ badges are to be visibly displayed whilst on the College premises. 

iv. Guided tours for visitors should be made by appointment. 

v. Visitors / Parents need to consult with the staff before any student is engaged in formal 

discussion, ie, we encourage students to be courteous and helpful to visitors, but not 

engage in any other matters without staff approval. 

 
Voluntary Aides 
A voluntary aide is generally a parent, relative, or friend who has agreed to make a real commitment 
in time and effort to the College’s program on a regular basis.  
 
Allowing voluntary aides to work in our school provides an opportunity for parents and other family 
members to be involved in a practical way in their children’s education by assisting teachers in the 
classroom with a variety of teaching and teaching-related activities. This assistance is also of real 
benefit to teachers in carrying out teaching duties. Consequently, all parties (students, parents and 
teachers) benefit, and the essential harmony among parents, teachers and students is strengthened.  
 
Staff do need to consider appropriateness of tasks delegated to Aides and with which activities they 
are asked to assist. Privacy and confidentiality need to be honoured at all times.  
 
Prior to commencing, parent volunteers are required to sign a Confidentiality Agreement. (Available 
on Staff ‘x-drive’) 
 
Voluntary Aide activities include: 
Assisting individual children or small groups of children with reading, writing, etc 
Assisting teachers with art and craft activities and other various classroom activities 
Library assistance 
Excursion supervision 
Cleaning, book covering, photocopying etc 
Assisting with sport teams or any sport activities 
 
Volunteers should not be left in charge of a classroom (unless in an emergency situation) and 
should remain under teacher supervision whilst working with students. 
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4. ORGANISATION OF GBC 
4.1 Term Dates and Daily Times 
Staff are provided with new College calendars and term dates each year.   
 
Class Times 
** Students should arrive at the College after 8.30 am and leave before 3.45 pm, unless alternative 
arrangements have been made with the College.   
 
Structure of the Day 
In order to maximise the number of electives available, the College runs on a daily timetable of 7 
periods.   
 

8.45-9.00am Homeroom ** The school day finishes at 3.20pm 
and buses will depart at 3.30pm.   
 
** Both Primary and Secondary will run 
according to these break times. 
 

9.00-9.45am Period 1 

9.45-10.30am Period 2 

10.30-10.50am Recess 

10.50-11.35am Period 3 

11.35-12.20pm Period 4 

12.20-1.05pm Period 5 

1.05-1.50pm Lunch 

1.50-2.35pm Period 6 

2.35-3.20pm Period 7 and dismissal 

 
4.2 Year Levels  
 

 
4.3 College Houses 
All staff are allocated to a particular House: Sladen (Green), Ormond (Red) or Austin 
(Yellow).House teachers will be involved with students during various house activities and sporting 
events. In this role, teachers are expected to support their house with enthusiasm and encourage 
team identity through wearing appropriate colours etc. As a team member, teachers should also 
assist house leaders in organisational matters as well as helping to enthuse and encourage student 
participation.  
 
4.4 Student Leadership (SRC, House Captains & College Captains) 
Student leaders and representatives will have the opportunity to raise and discuss student issues 
and contribute positively towards the College life. They should be good role models for all 
students and display a keen interest in the GBC community, participating and becoming involved 
in the organisation of school events.Student leaders will be encouraged to recognise the 
importance of accepting responsibility and using their gifts for the benefit of the wider 
community. 
 
Student leaders will be encouraged to enhance the development of school spirit. 

Primary 
 

Secondary  

Lower Primary: Foundation to Year 2 
 

Lower Secondary: Year 7 to Year 9 

Upper Primary: Year 3 to Year 6 Upper Secondary:  Year  10  to  Year 12 
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The Student Leadership Team 
The structure and roles of the team may vary slightly from year to year depending on the student 
cohort and College needs, but will generally consist of:  
 
College Captains: Two senior students (a male and female when possible and appropriate) 
Primary Captains: Two Year Six students (a boy and girl when possible and appropriate) 
House Captains: (Secondary)Six in total:two captains per house (a male and femalewhen 

possible) 
House Captains: (Primary)Six in total:two captains per house (a male and femalewhen 

possible) 
 
Student Representative Council 
Students from Foundation to Year 12 will also elect their class leaders (2 per class). 
 
Teachers will be assigned to oversee the Student Leadership teams. 
 
5. STAFF RESPONSIBILITIES AND EXPECTATIONS 
5.1 Courtesy, Manners and Politeness 
It is important that all staff actively promote the practise of common courtesy and good manners 
amongst students. It is therefore also important that the staff be good models of such standards 
to the students. 
If students exhibit bad manners or discourtesy towards any adult or another student, disciplinary 
action should be taken. 
 
Teachers must ensure that a positive, professional tone is maintained in dealings with students at 
all times. Staff should never attack students personally, nor use bad language.  Staff should also 
attempt to avoid moodiness as many young students find it difficult to deal with adult mood 
swings; they are often too busy dealing with their own! 
 
Staff need to ensure students address them by their full and proper name. Students should not 
use nicknames or shortenings. 
 
It is essential that staff present a happy, positive and approachable manner to students, parents, 
colleagues and visitors to the College. Staff must be friendly to the students, yet firm, fair and 
consistent. Staff should never discuss personal or College matters, another student, or staff 
members with students. Staff should also be mindful of what information is given to parents. 
 
It is imperative that staff are familiar with the College’s rules, policies and procedures so that they 
can be consistent, fair and impartial as they instruct, guide and discipline the students. 
 
5.2 Staff Devotions 
All school staff are required to be at the College for an 8:10 am start for devotions on Monday, 
Wednesday and Friday. On the rare occasion that a staff member cannot attend, an apology 
should be passed onto the Principal. 
 
Monday: Prayer, seeking God, and placing the week into God’s hands. 
Wednesday: All staff will be rostered on to take devotion. 
Friday: Guest speaker. (If staff have suggestions for guest speakers, please let the Principal 

know.) 
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5.3 Attendance and Punctuality 
On Tuesday and Thursday, teachers are expected to be at school by 8:15 am. Teachers should 
utilise this time for preparation, planning and conferring with fellow teachers. Through such 
punctuality, queues should be avoided at the photocopier and last minute rushing to be ready for 
class. 
 
It is expected that all staff will set an example to their students in punctuality, especially class 
times, and after any breaks during school. 
 
5.4 Staff Meetings 
The purpose of Staff Meetings is to provide an opportunity for communication and Professional 
Development. It is also an important opportunity for the staff to have an input into decisions that 
need to be made. Teachers and support staff members are free to raise matters for discussion, but 
should add main items onto the agenda prior to the meeting.  Minor items may be raised under 
“other business”. 
 
Communication that is generally about administration or staff messages should be emailed to all 
relevant staff, allowing greater opportunity for Professional Development sessions to take place 
during staff meetings. 
 
All staff are expected to stay informed and up to date by checking their emails on a daily basis.   
 
Staff meetings will be held on a rostered cycle.  
 
Staff meeting cycles will be determined each year depending on staffing and faculties. 
 
A general guideline is that there will be: 
1.  General (combined) staff meetings fortnightly or monthly, depending on need and Professional 
Development requirements 
2.  Secondary meetings fortnightly 
3.  Secondary Faculty and HOLA team meetings fortnightly or as outlined for the year 
4.  Primary Meetings weekly 
Staff meetings will start at 3:40pm and generally aim to finish by 5.00pm. 
It is expected that all staff will make themselves available on scheduled meeting dates and refrain 
from booking outside appointment at these times. An apology must be tendered if the absence is 
unavoidable.  
 
If a staff member or support staff member is absent from a meeting, it is their responsibility to 
check the minutes, to catch up on all the information and to seek clarification as necessary.  
 
** It is essential that all staff have a commitment to the group during these meetings and strive to: 

 be punctual and come prepared 

 participate and speak up 

 be supportive, listen to others and respect other’s opinions 

 keep the group on task and respect the chair 

 be prepared to compromise and abide by decisions made. 
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Part-time teachers and support staff are expected to be in attendance at school to a degree that 
is both appropriate and commensurate with their time fraction.  Hence, some part-time or 
support staff may not be expected to attend staff meetings if they are not teaching or at school 
that day or afternoon.  However, it is the teacher/support staff member’s responsibility to remain 
informed and kept up to date.  Occasionally, part-time staff and support staff may be required to 
attend relevant meetings.  
 
** It can be assumed that staff meetings are taking place unless otherwise notified (not the 
converse). 
 
Meeting Minutes 
Minutes for each meeting will be emailed to all relevant staff. A copy will also be kept on the         
x- drive on the College network.  
 
5.5 Daily Notices 
Daily Notices assist with communication throughout the College. Notes, messages or items from 
staff should be entered in the Daily Notices section on SMS. These notices will also be seenby 
parents so should read well. 
 
Staff are to add their notes or messages to the Daily Notices personally. Specific days / dates to 
which the notices apply can be preselected so notices can be entered well ahead of time. Please 
use the pull down message to indicate whether the message is for students in Primary, Secondary 
or both. 
 
In most cases, these notices will be the prime source of information and means of communication 
for messages that need to be passed onto students. Additional verbal announcements at 
Devotions should generally be avoided. 
 
The Daily Notices may contain messages to students regarding: 
i)  Calendar updates 
ii)  General information students may need to know 
iii)  Changes to timetable, guest visitors, excursions etc 
iv)  Upcoming events (eg the following week) 
v) Reminders 
 
5.6 Professional Development/Curriculum Days at School 
Start time for all staff on Curriculum or Professional Development days will be 8:30am.  
Staff will be expected to put in the usual hours and not leave the grounds for extended periods of 
time, or without notifying the Principal. 
 
5.7 Leaving Grounds 
Both as courtesy and as a safeguard, whenever staff wish to leave the school grounds for any 
reason during the normal hours of attendance, they should inform their Coordinator or the 
Principal and sign the “Sign Out/In Register”. 
 
If staff are going to arrive late, or need to leave early for a particular reason, permission is to be 
sought from Principals and, when possible, prior notification is to be given. 
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5.8 DOTT Time – (Duties Other Than Teaching) 
DOTT time is provided for teachers to have time without face to face contact with students. During 
this time, teachers are still considered on duty and may be required to undertake activities of a 
professional nature such as preparation, marking, professional reading, meetings, and curriculum 
development. 
 
Also, teachers may occasionally be required to take another class for an absent teacher. 
 
Unless arranged with the Principal, teachers are expected to remain at the College during DOTT 
time regardless of when this time falls during the day. 
 
5.9 Absences and Leave (Including Long Service Leave) 
All absences, including half days, are to be documented on the Staff Leave form available in the 
office. If no form has been completed after absences, deduction of pay may occur. Medical 
certificates should be attached, where available. 
 
If teachers seek paid or unpaid leave, they must apply for it in writing to the Principal, using the 
Teacher’s Leave Application Form, prior to taking leave. When permission is obtained, staff are to 
inform the Daily Organiser so that necessary arrangements can be made for a Relief Teacher. 
 
All leave taken falls into 3 broad categories: sick leave (including family leave), compassionate or 
bereavement leave and unpaid leave. Please note that any unpaid leave does not accrue Long 
Service Leave. 
 
Staff may be granted leave without pay, but only under special circumstances. Generally staff will 
not be permitted to finish the school year early or start the school year late. Requests for leave 
without pay are not always granted and should be considered as the exception rather than the 
rule. 
 
As much as possible, teachers should leave their work program available for the CRT coming in. 
Otherwise, they should endeavour to leave other appropriate and meaningful work. Work can be 
faxed or emailed to the College. 
 
To assist Secondary staff in leaving detailed plans for CRTs, it is requested that the “CRT Work 
Plan” template is utilised either via a hard copy or on the computer. This template is available on 
the Staff Drive in the ‘CRT’ folder. 
 
Teachers should prepare and leave their work with the daily organiser and/or office staff. 
 
In case of unexpected absences for personal or health reasons, the Daily Organiser should be 
contacted as soon as possible via a telephone call.  Leaving messages on answering machines or on 
emails is not sufficient, as these may not be checked at appropriate times.  
When possible, staff should inform of absences the previous night, but at the latest, should call on 
the morning between 7.00 and 7.30am. 
 
Primary and Secondary teachers need to telephone the Daily Organiser (Primary – Trudy Knol, 
Secondary – Neil Wetmore) 
 
The Daily Organiser will then inform office staff who will ensure absences are appropriately 
recorded. 
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Upon the inability to reach the Daily Organiser, the College should be contacted. If still 
unsuccessful, please call a teacher who is able to pass on the message for you. 
 
Requests for Long Service Leave must be in writing to the Principal. It is vital that this is done with 
at least two term’s notice. The College needs to plan for alternative staffing and ensure that 
student learning is not interrupted. 
 
5.10 Staffroom Etiquette 
The Staffroom should be a haven for the staff. All staff are encouraged to socialise and interact 
with colleagues. 
 
The following considerations are to be observed: 
 
a) Staff should encourage one another and share their experiences and ideas. They should seek 
out each other as friends and as colleagues. 
 
b) Discussing students quietly and confidentially, but sparingly, so as to avoid grumbling, gossiping 
and complaining. Staff need to seek assistance as required, when dealing with difficult children or 
situations but remember to show love for their students. 
 
It is recommended that discussions with staff regarding their own children at the school be done 
professionally and ideally be scheduled after school or at an agreeable mutual time and place 
other than the staffroom. 
 
c) Students are generally not permitted in the staffroom, which includes the children of staff 
members. If staff need to meet with a student at a break time another location is to be organised.  
 
d) “Many hands make light work”.  All staff need to clean up their own mess and also remember 
not to leave their school work or confidential information lying around. 
 
e) Students should not be chastised at the staffroom door in front of other staff. 
 
f) For confidentiality and safety reasons, students should never be sent to an unattended 
staffroom or office to retrieve items for teachers. 
 
5.11 Staff Dress Code 
Our students are expected to wear a neat, well presented uniform and staff need to enforce this 
so that students adhere to the uniform guidelines and respect the College’s standards. Hence, 
teachers are also expected to meet these high standards and dress appropriately to reflect their 
status as professionals. 
 
Dress is expected to be clean, modest, neat and appropriate to the teaching activity. 
 
Male staff are to wear a tie during winter (Term 2 and 3), unless considered unsafe to do so in a 
practical lesson. 
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The following items are not considered appropriate: denim jeans, shorts and skirts, casual shorts, 
singlet type tops, men’s T-shirts, clothing that may be seen as too revealing or that displays 
inappropriate logos, promotes inappropriate products or contains inappropriate language or 
messages.Leggings can only be worn underneath skirts etc. and not on their own. 
 
Extremes in fashion should be avoided in hair styles and dress. 
 
Teachers should also consider their footwear as teaching is often very active and involves Yard 
Duties. 
 
Unsafe footwear (e.g. thongs) is not permitted.  Runners / joggers / sneakers are also not 
permitted unless staff are involved in sporting type events. 
 
Teachers involved with sport activities, should wear appropriate sporting attire, not casual clothes. 
 
These standards are generally relaxed on appropriate Pupil Free Days and Special Activity Days. 
 
During excursions, staff are permitted to wear attire appropriate to the nature of the excursion. 
For example, the usual College dress code would apply for formal,academic excursions where 
students are required to wear their full College uniform. Staff are to be a good example and 
uphold the high expectations we have for College attire. 
 
For less formal excursions such as horse riding or a beach activity, appropriate clothing should be 
worn for that activity. 
 
5.12 Identification Badges 
All staff are issued with identification badges which are required to be worn at all times, especially 
at all College public functions including parent-teacher nights. This assists parents in being able to 
quickly identify the teachers and also to know their names.  
 
If a staff member loses their badge, they will be required to pay for a replacement.  
 
5.13 Keys, Codes, Use of Buildings, Respecting College Grounds 
All staff will be issued with necessary keys and a personal security code for the alarm system. 
Personal codes must not be used by any other person. Codes are applicable to ALL venues. 
 
Use of buildings for meetings or activities must be arranged well before the event and if the event 
is after school hours, appropriate notification must be given to cleaners and the security company. 
It is also important to avoid clashes with other groups or events scheduled at school. 
All furniture or equipment that is used or moved must be put back in place after any event. 
Staff must ensure: 
* All buildings are locked. 
* The security system is turned on. 
* Lights, heaters, fans, air conditioners and any other electrical equipment is switched off. 
* If they are the last staff member to leave the College grounds they are required to close the 
front gate.  
Individual staff members requiring to enter the College buildings out of normal school hours, must 
also ring Security upon entering the buildings.  
 
Security Phone Number: 1300 656 660 
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Staff, visitors, parents or contractors are not permitted to bring or drink alcohol, nor are they 
permitted to smoke, on College grounds or during any off site College events. 
 
5.14 End of Term Procedures 
All teachers need to prepare their class/homerooms for a thorough cleaning. 

Take down as much work as possible and clean the 
whiteboards. 

Remove all sticky tape etc from the 
windows. 

Return all teaching materials and equipment to their proper 
places. 

Complete class rolls and send to the 
office. 

Leave all benches and tables cleared for cleaning. Take all lost property to the office.  

Nothing should be left lying loose on the floor. Take all valuables home. 

Place all furniture in the normal positions (chairs placed on 
desks/tables). 

Clear all student lockers. 

Ensure that all equipment is not easily visible from the 
external windows of the classrooms, thus creating a target 
for vandalism. 

Ensure all windows and doors are locked 
and that everything is switched off. 
 

 
5.15 Expectations for Part Timers 
Participation in whole school events when required: 

- Availability at all parent teacher interviews 
- Report writing/checking days until task is completed 
- Staff Retreat 
- Meet the Teacher Night 
- Working Bees 
- Open Day/Evening 
- School Presentation Night 
- Devotions on the mornings they are scheduled on for teaching. 

(If staff are scheduled as ‘at school’ for Period 1 on Monday, Wednesday or Friday, it is 
expected that they will attend staff devotions as they are part of their usual routine). 

 
Attendance at the following is determined by timetabling, although staff may be required to 
attend special meetings, such as: 

 Staff meetings including Faculty / HOLA/team meetings. 

 PD days. Sometimes half a day of attendance may suffice, if it falls on a scheduled time or day 
off or if possible staff may change their time on for those days for when meetings are on. Staff 
should liaise with the Principal and/or Secondary Coordinator regarding programs for the day. 

 
Negotiable attendance at the following dependent on loading and days scheduled on: 

 Activity days 

 Sporting carnivals and Interschool sporting events 

 Information Nights 
 
Please remember that no staff member, whether they be full or part time, is timetabled for any 
evening or after school activity. The reality is that important functions/events occur outside of 
school hours and are considered to be responsibilities of the job not a particular day. 
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Alternative Program Days 
Although we make every endeavour to keep track of staff’s individual scheduled times at school, 
due to the large number of part timers, there may be times when specific time allocations are 
overlooked in these programs.  Please see the Principal/ Secondary Coordinator individually if 
there are any concerns when these programs are presented. 
 
Semester Two Timetable 
Staff are not to assume that they will have the same day off as this timetable cannot be done until 
staffing is finalised and confirmed for Semester Two. 
 
<0.7 FTE 
The timetable may be structured for these staff to have a day off, but unfortunately selecting the 
preferred day off makes timetabling extremely difficult, and this day off can only generally be 
determined as the timetable takes shape. 
 
>0.7 FTE 
A day off proves increasingly difficult to timetable - generally blocks of time at the beginning or the 
end of the day are provided as time ‘not at school’. 
 
DOTT (Duties Other Than Teaching) time 
Staff are given a number of DOTT times at school in proportion to their teaching load. Full time 
secondary staff have 7 DOTT sessions, whilst full time Primary staff have 4.  On the timetable, the 
time that the College expects that teachers are NOT at school is indicated as ‘Not At School’. If 
staff would like to make changes to their DOTT times, they are to inform the College so they are 
not placed on a supervision lesson at this time. 
 
Yard Duties 
Part time staff will have the number of yard duties in proportion to their time fraction (Full time 
staff have 3-4 x 20 min duties if they have a Homeroom class). If staff do not have a Homeroom 
class, they will be issued with additional yard duties in proportion to their time fraction. 
 
Cover Lessons 
 As a general rule, cover lessons that are scheduled for staff whilst they are ‘at school’ according to 
the timetable are part of the load expectation. At times the Daily Organiser may ask staff if they 
are available to come in before or after their scheduled time at school. Payment for this lesson will 
be in addition to their usual pay. 
 
Additional Work/Lesson Covers 
If staff are available to be scheduled for lessons in addition to that which is listed on the timetable, 
please see the Daily Organiser to outline such times. 
 
5.16 Supporting Fellow Staff 
GBC is proud to offer a high standard of teaching and quality education for its students. A high 
priority is our professional responsibilities as teachers to our students, along with accountability. 
 
Staff are encouraged to welcome other teachers into their classrooms occasionally. It is good for 
teachers to observe each other teach and to have the opportunity to see how a given student may 
behave differently with different teachers. 
Teachers all have their own teaching styles and strengths.  Observing others enables teachers to 
further develop their repertoire of skills and techniques to better meet the needs of students. 
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It is recommended that all teachers give up just one DOTT time per semester so as to visit another 
class. Hence, teachers should make approximately two visits throughout the year. The visits should 
be organised beforehand. Such visits would benefit both the visitor and the visited as both 
teachers should come together to reflect upon the experience and assist each other with ideas. 
These visits may also show students that staff are interested in areas beyond their own speciality 
areas and that they are involved with students and the whole education package at our College. 
Such visits would also help to camouflage more formal appraisal visits. 
 
The Principal will also visit classrooms, taking the opportunity to see classes at work and to 
examine student behaviour and work. 
 
Teachers in their first one or two years of teaching will be observed and appraised to ensure that 
their adjustment to teaching is progressing appropriately. Such teachers will be allocated a mentor 
who will serve as a model and adviser during the course of the year.  Notice will be given well in 
advance for any appraisal that is to be undertaken. 
 
From time to time, a member of staff may experience difficulties in managing/teaching a 
particular class/classes. In these circumstances, that staff member may be required to undertake 
an appraisal in order to identify the particular problem/s and provide specific advice to rectify the 
problem.  Notice will be given well in advance for any appraisal that is to be undertaken. 

All teaching staff have different gifts and talents to share with the College community and staff 
should value each others’ uniqueness.  However, we also need to clarify the differences between 
‘style’ of teaching and professional requirements, to ensure that ‘style’ is not mistaken as an 
excuse for overlooking our responsibilities as educators. 

As Principals, we would like to encourage all staff to come and speak to us regularly about any 
concerns, or issues of interest, or to share their experiences. Maintaining positive communication 
between all staff is a high priority, so please do not hesitate to come and see us at any time. 
 
5.17 Staff Appraisal and Evaluation 
One of the greatest resources at the College is our staff. The impact of this resource should not be 
underestimated. Teachers at GBC have been called to teach. God called them here and He will 
provide the strength they need. 
 
Teachers should endeavour to build up their teaching competence. As part of their professional 
development, it is important that staff are held accountable and are appraised of their 
performance. Hence the College will implement and maintain a system of review and appraisal of 
staff. 
 
This assists teachers to reflect upon and receive encouragement for the strengths they 
demonstrate as well as allowing them to address any areas which require improvement.  It is an 
important tool which will assist the College in discovering teachers’ skills, talents and gifts, which 
may then be further utilised for the good of the wider school population. 
 
The aim is that teachers will assist and seek out each other. The emphasis of appraisal is long term 
planning, goal setting and enriching one’s teaching, not as a method to find fault or criticise. 
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The College will undertake appraisals according to the Department of Education and Training 
guidelines 
For full details please refer to the Teacher Appraisal and Professional Development Policy. 
 
6. STAFF - DAILY ORGANISATIONAL MATTERS 
6.1 Internal and Class Mail 
The College has a good network system for communication which is effective if all staff regularly 
and correctly utilise the class mail folder and check their pigeon holes and emails. 
 
Each class has its own mail folder which is to be brought to the office by 9.00am with student 
notes, excursion slips, canteen orders etc. Return of the mail folders is imperative, allowing office 
staff to receive student mail and also to add new mail for the following morning. Student 
attendance is easily checked on SMS and all staff need to update this information at the start of 
the day and each subsequent lesson. 
 
Office staff will leave messages: for staff in their pigeon holes, for students in the class mail folder, 
and if it is urgent, the message will be directly delivered to the teacher or student. 
 
6.2 Classroom and Homeroom Responsibilities 
All students are assigned to classes, and in Secondary a Homeroom Teacher is appointed for each 
class. The Class and Homeroom teacher is the primary link in communication between home and 
the College and is also responsible for all matters pertaining to the daily administration of their 
class. 
 
Student Entry into Classes 
Staff should expect students to line up outside the classroom and wait in a quiet and orderly 
manner until the teacher arrives for the lesson.  Students should be punctual and fully prepared 
with materials relevant to the lesson. Upon entering the classroom, students are to stand behind 
their desk, wait to be greeted by the teacher, respond accordingly and wait to be seated upon the 
teacher’s instruction. 
 
Classroom 
a. It is the responsibility of all staff to ensure that classrooms are maintained in a manner 

conducive to motivation and learning. Rooms should be attractive, ordered, safe, comfortable 
and neat. 

 
b. It is important to train all students to have respect for school cleanliness and presentation, 

including student’s classrooms and homerooms. Teachers should ensure that upon usage of 
any room, they leave it tidy and ready for the successive class. Chairs are to be placed on 
tables and the floors tidied after each lesson. If furniture is moved for the purpose of the 
lesson, it should be returned to its original layout before leaving. 

 
c. Graffiti on furniture or school books or any stationery is not acceptable and teachers should be 

vigilant in identifying this and acting upon it appropriately and immediately. 
 
d. Classrooms are to remain locked unless a teacher is present in the room. Students should not 

be permitted to be in classrooms without the direct supervision of a teacher. 
 
e. Students should not be sent to unoccupied rooms to obtain resources or materials; this 

especially applies to staff rooms. 
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f. Student permission to be out of the class, will be recorded in the student diary, including toilet 

visits. 
 
g. Students requesting to go to the toilet during class time, will be required to place their mobile 

phones on the teacher’s desk. As outlined in the Discipline Policy, this is to minimise 
opportunities for Cyber bullying and for general student safety. 

 
Homeroom (Primary and Secondary) 
A Homeroom teacher has various tasks and responsibilities to carry out. These teachers have 
administrative and pastoral responsibility for their given class.  
 
Homeroom has a number of purposes: 
a. It helps to ensure that each day starts in an orderly manner and provides opportunity to seek 
God’s blessing at the beginning of the day. 
 
b. It provides the class with meaningful and suitable devotions in the morning. 
Please note:Devotions should be an integral part of homeroom and be based upon biblically 
oriented discussions which encourage children to reflect, share, pray and discuss issues. Devotions 
should be brief and simple and are to be held on at least two or three days of the week. 
 
c. Setting and maintaining the tone of the year level and maintaining oversight of general class 
behaviour. 
 
d. Encouraging development of class morale and build relationships. 
 
e. For a teacher to act as a main reference point for students when they may be seeking 
information, help, counselling or advice. 
 
f. To check diaries for parent notes and to ensure diaries are being used correctly. To utilise the 
diaries to communicate to parents about students’ behaviour or performance in class and or tests 
etc. In the event of a lost or misplaced diary, students should be proactive in seeking a temporary 
diary during morning homeroom when required. These should be recorded on the temporary 
diary record, issued and signed by the Homeroom teacher.  Students should return it to the 
homeroom teacher the following day with all correspondence transferred to their regular diary.If a 
student loses their diary, a replacement can be purchased by them from the office. 
 
g. To maintain accurate records of student attendance. Teachers are to use SMS to accomplish this 
at the start of each lesson. 
 
h. To utilise the internal class mail bag system by reading out daily notices from SMS, giving out 
letters or notices at the start of each day and by collecting student notes to send to the office. 
Homeroom teachers should get students to write in their diary the note received and place the 
note in the plastic pocket at the back of the diary. 
 
* Staff wishing to have notes or information distributed to other classes should use Notices on 
SMS. 
 
i. To check uniform and act upon any inappropriate items (refer to Discipline and Uniform 
Policies). 
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j. To check all class records:  merits (for Primary), demerits, and suspensions, etc. and follow up 
and support students as required. 
 
k. For teachers to be aware of set assignments and assisting students in devising home study 
management and study skills appropriate for their year level. 
 
l. To inform the Principal or relevant Coordinator of frequent behavioural or academic concerns of 
students, and to contact the parents as necessary. 
 
m. Extended Homeroom (EHR) is scheduled into the timetable, once a week, for all secondary 
students. 
 
It is important that when teachers communicate to students or parents through email, that 
these emails are kept brief and only relate to educational aspects; not personal or social.  
Teachers also need to think carefully about what they put in writing especially as the tone of 
emails can so readily be misinterpreted. Phone calls or a meeting may at times be better 
options; ensuring notes are taken to document the discussion. 
 

Teachers should NOT communicate with students through Facebook, Twitter etc. (Refer to 
Facebook Policy, Staff Using Information Technology Policy, Social Media and Networking Policy) 
 
Religious Discussions with Students  
GBC is a Christian school with an Open Enrolment Policy, allowing all students to participate in a 
quality education and importantly, also to have the opportunity to learn about God and the 
wonderful promises in the Bible. Staff need to remember and understand that a large number of 
our students are not Christian or do not attend church. 
 
This provides opportunity for Staff to participate in part of the College’s mission by sharing their 
faith with the students and answering questions students may ask. However, we must ensure that 
our communication with students is appropriate, Bible-based, non-denominational and does not 
make non-Christian students feel unwelcome, unvalued or “bad” about themselves. Likewise we 
invite students to pray and lead devotions, but this is not compulsory. Students will be expected to 
respect these times and participate appropriately. 
 
Therefore, it is vital that whilst the College shares the Word of God, that staff also respect differing 
family traditions and beliefs. For example, some families choose to promote the idea of “fantasy 
characters” (e.g. Santa Claus, Easter Bunny, Tooth Fairy, etc). 
 
When students ask questions about these characters, teachers should be free to share the Biblical 
meaning of our important celebrations - of Jesus' birth, His death and resurrection, etc, but 
without disavowing different families’ rights to believe different things. If students persist with 
questions about “fantasy characters” staff should encourage the children to discuss it with their 
own parents. 
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6.3 Pastoral Care 
Although the foundation of pastoral care lies with the class teacher, Homeroom teachers should 
be watchful and considerate of any struggles a student is displaying in any area. Teachers should 
be available by personal appointment for consultation where students are experiencing difficulties 
or have questions. 
 
Staff should be careful not to become too intensely involved in counselling serious problems. It 
should be recognised that important, specialised counselling skills may be necessary in the 
management of certain issues or crises. it is also important to utilise the skills and availability of 
the College Chaplain. 
 
In general, teachers should encourage children to deal with their personal problems in discussion 
with their parents, but where this is difficult for the student, staff should aim to provide them with 
appropriate people to listen, encourage and guide.(Refer to Mandatory Reporting, Discipline, 
Headlice, Student Safety and Welfare Policies)  
 
6.4 Roll Marking / SMS 
Each Class/Homeroom teacher is responsible for marking the roll accurately every school day. 
(Refer to Attendance Policy) 
 
Since rolls can be used as legal documents (including SMS), accuracy and safekeeping is 
imperative. 
 
Students are not to mark the roll, especially for confidentiality and accuracy purposes. Teachers 
are also to retain the integrity of SMS by retaining confidentiality and by keeping passwords 
secure. Displaying SMS on a data projector is not acceptable as this compromises confidentiality. 
 
6.5 Yard Duty 
Staff are rostered on to be on duty at all break times. Staff are to ensure prompt arrival for duty; 
remaining late in class or the staffroom is NOT acceptable. Also, teachers on duty are NOT to leave 
their ‘post’ until they have been relieved by the next teacher on duty. If the next teacher is late, 
the yard duty teacher may send a student runner to inform office staff. 
 
Teaching staff will be rostered to do Yard Duty in proportion to their teaching allocation. It is 
important that teachers ensure the safety and well-being of students, as well as students’ 
adherence to school rules prior to, during and after school hours. 
 
Teachers should also supervise out of bounds areas, buildings, yard cleanliness and Sunsmart 
compliance. Teachers on yard duty are to wear safety vests for easy identification, and should 
carry a Yard Duty shoulder bag allowing them to utilise the contents for minor injuries. For major 
concerns or injuries, the student should be sent to the office with a brief written explanation on 
the form provided in the shoulder bag. 
 
P-Block area is a quiet area where balls and running are not permitted. 
 
Students who form close relationships with members of the opposite sex should be instructed to 
mix with the rest of the student body.  They should not be permitted to isolate themselves.  Body 
contact in such relationships is not permitted. 
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Crude or aggressive language must be challenged and disciplined.  Students should be dealt with 
according to the discipline policy. 
 
Excessively rough games, tackling and “play fighting” are not permitted. 
 
6.6 Wet Weather Procedures 
When “wet weather” procedures are to be enforced, it will be announced over the PA system to 
the whole school. At rare times, due to other “inappropriate” weather or ground conditions, “wet 
weather” procedures may also be enforced. 
 

Primary students will remain in their own classrooms and Primary staff will share the supervision, 
ensuring two teachers are on duty at all times. 
 

Secondary students will go to the Lower M-Block and supervision is to be shared amongst the staff 
rostered on for yard duty. 
 

Year 11 and 12 students may remain in their common room, but other students cannot utilise this 
room. 
 

All other classrooms will be out of bounds and children are not to be in any unsupervised rooms. 
 

If the weather clears up, children are to remain in their current room until it has been announced 
that students may return outside. Teachers cannot dismiss children until notified because yard 
duty teachers may still be inside their rooms supervising their class. It must be a whole school 
decision and then the teachers on duty will recommence their roles. 
 
6.7 Assemblies 

 Primary classes have an assembly every week at a set time and day. 

 Secondary classes will have assemblies as per the Term Planner or as required during EHR. 

 Whole College assemblies will take place as required. 

 Special assemblies may be organised throughout the year for special occasions or guest 
speakers, or at the commencement of the year. 

 
All teaching staff are to attend the general assemblies. For special and/or longer assemblies, those 
teachers rostered on for lessons should remain at the assembly, whilst those on DOTT time may, 
in most cases, leave to utilise their DOTT time. 
 
6.8 Borrowing of Equipment 
Class Use 
When teachers need to use any equipment, arrangements should be made well in advance of the 
time it is required and all equipment should be promptly returned. (e.g. sport, audio visual, musical 
etc) 
 
Private Use 
Personal use of school equipment should be kept to a minimum.Permission should be sought andfull 
details recorded by the Principal. The equipment must always be available for school use ahead of 
personal requirements. At times, requests may be denied due to the risk associated with the 
equipment leaving school grounds, or depending for what purpose.  The teacher borrowing the 
equipment must accept the responsibility to pay the costs of any repairs, replacements or incidental 
expenses associated with the loss of availability of equipment. 
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Borrowing from the Library 
Teachers may borrow as many books as are needed from the library, especially for preparation of 
lessons or for classroom usage. All books are to be returned as soon as possible so as to allow other 
staff access to them as well. 
 
6.9 Use of Specialty Rooms (e.g. Computer, Art, Library etc.) 
Resources need to be shared and all teaching staff are to consult, be considerate and book rooms 
prior to utilising them with their class.  Individual students should not be allowed to enter these 
rooms unless they have written consent in their diaries or a “Student Pass” and will be supervised by 
a staff member. 
 
Temporary and permanent room changes need to be written on Shared Classroom Booking Sheet 
in P-Block Staffroom. The office should also be notified of change in location. 
 
6.10 Photocopying and Faxing 
The Photocopier is the printer and Fax Machine also. If the photocopier needs paper or has a jam, 
teachers are to ask the office staff for assistance. (Same goes for the printer in the computer room 
unless teachers are able to clear it themselves). 
 
To send a fax, place the document in the top feeding tray (remove all staples), press the fax 
button, enter the fax number, then press the green start button. 
 
The main photocopier to be used by staff is located in the P Block staff room. There is another copier 
in the L Block staffroom, Library and in the M Block staff room. Colour copying should be used 
sparingly. 
 
Every staff member will be allocated a personal code for the photocopier. Photocopying is to be kept 
to a bare minimum. 
 
In order to save paper: 

 Consider layout and where possible, back to back copying is encouraged 

 Utilise scrap paper for draft copies, but remove all staples etc first 
 

Staff need to be aware and abide by the law regarding copyright. Staff should role model this 
adherence when distributing materials to classes. 
 
Personal copying should be kept to a minimum. As a courtesy, it would be appreciated if private 
copying could be recorded in the provided book as soon as five or more copies are made. 
 
It is expected that staff have all their necessary materials and resources with them before a lesson 
commences and that they will prepare for lessons prior to class. Students should not be sent to the 
staff room or other classrooms to collect forgotten materials or the office for photocopying. Teachers 
may only rely on the Admin staff for this task in emergencies. Generally, worksheets should be 
prepared the day prior to avoid problems with queues and avoid rushing around at the last moment. 
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7. STUDENT WELFARE AND GBC SAFETY  
7.1 Student Welfare 
Teachers must be confident, skilled and proactive in the management of student welfare issues. 
Our aim is to create a productive, harmonious school environment. Whilst the school is an 
important force in developing the individual, the responsibility for socially acceptable behaviour of 
the child remains that of the parent. 
 

(Please also refer to Student Welfare Policy) 
 
7.2 Duty of Care 
Duty of care is an extremely important issue and staff need to exercise a high level of care and 
supervision.  
 
Duty of care refers to the fact that the standard of care expected for students is that of a 
reasonably careful teacher.  It requires taking reasonable steps to protect pupils against the risk of 
injury, which a teacher should reasonably have foreseen. This standard of care will vary, 
depending on factors such as age and ability of the students, and the situation. 
 
When staff have a group of students remaining after school or are involved at an activity off-site, 
teachers are to remain until all students have been safely picked up.  
 
7.3 Privacy Policy  
The School collects personal information, including sensitive information about pupils and parents 
or guardians before and during the course of a pupil’s enrolment at the school. The primary 
purpose of collecting this information is to enable the school to provide the appropriate schooling 
for their son/daughter. 

 
The school, from time to time discloses personal and sensitive information to others for 
administrative and educational purposes. This includes to other schools, government 
departments, medical practitioners and people providing services to the school, including 
specialist visiting teachers, (sports) coaches and volunteers. 
 
On occasions, information such as academic and sporting achievements, pupil activities, 
photographs and other news is published in school newsletters, magazines and on our website. 
 
Parents may seek access to personal information collected about them and their son/daughter by 
contacting the school. Pupils may also seek access to personal information about them.  However, 
there will be occasions when access is denied.  Such occasions would include where access would 
have an unreasonable impact on the privacy of others, where access may result in a breach of the 
school’s duty of care to the pupil, or where pupils have provided information in confidence. 
 
7.4 Custody Arrangements 
Where legal custody is involved, it is essential that the Principal is made aware of the necessary 
details and documentation is provided.  
 
7.5 Mandatory Reporting Of Child Abuse 
Protecting children from harm is a shared responsibility between the family, the general 
community, community agencies, and professionals working with children, police and 
government.  GBC abides by the mandatory reporting policy that is consistent with the Children, 
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Youth and Families Act 2005. Teachers have a legal and moral responsibility, and are mandated by 
law, to report instances that they believe involve physical abuse, sexual abuse or serious neglect. 
Teachers are also encouraged to report incidents of emotional abuse or neglect. Any person who 
believes, on reasonable grounds, that a child needs protection may report it. 
 
Any adult could be charged for failure to report a belief based on reasonable grounds that a child 
is in need of protection due to physical or sexual abuse. 
(Refer to Mandatory Reporting Policy) 
 
7.6 First Aid 
(Please refer to First Aid and Medical Condition, Anaphylaxis and Medication Policy) 
 
7.7 GBC Strives to be a Peanut Free Zone  
From time to time, we may have students who have allergies to peanuts. For 
some of these students, this may not be a small matter. In some cases it can be 
life-threatening. If they eat any food with even a trace of peanut in it, they will 
require emergency injections and immediate hospitalisation. It is that serious. Peanut products are 
not uncommon in school lunches (ie, chocolate bars, Nutella, snacks, etc). In spite of being 
reminded to do otherwise, children can sometimes ‘trade’ food and even the touch of a child who 
has been in contact with food containing traces of peanuts, will cause severe reaction. It is for 
this reason that we ask you to keep peanuts and peanut products out of the College. 
 
7.8 Other Allergies 
In light of children sometimes developing allergies and anaphylactic responses, we do ask that 
parents keep the College informed and provide all relevant medical information, including current 
management plans and appropriate medications. The College aims to ensure staff are prepared 
and equipped to assist in any such emergencies that may arise, but cannot do this without proper 
details.  
 
7.9 Energy Drinks and Soft Drinks are NOT Permitted at GBC 
Students are not allowed to bring soft drinks or ‘energy’ drinks of any sort to school. Drinks such as 
Red Bull, Red Eye, V, Mother, etc are banned from GBC. We ask that students bring water to drink 
as this is the most beneficial drink to quench thirst and prevent dehydration. These items are also 
banned when students are representing the College during off-site activities such as excursions, 
sports, camps etc. 
 
The Primary school is a H2Only school. Students are only permitted to drink water, unless a special 
lunch is planned once a term. 
 
7.10 Other Banned Items 
Liquid white out, spray deodorant, chewing gum, lollipops and electronic games are not permitted 
at the College. 
 
7.11 Staff Illness and Accident Procedures 
At the start of each year, staff is required to provide the following details: allergies, contact 
person, dietary requirements.  
 
Accidents/ Incidents – staff need to complete the Accident / Incident Report and also 
communicate with the Principal if they are considering lodging a Work Cover Claim. 
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7.12 Emergencies  
All staff must be familiar with the Emergency Management Policy as well as the emergency plan 
displayed in all rooms.  (Refer to Emergency Management  Policy) 

 
7.13 Access Arrangements 
Parents are required to notify the College of any restricted access arrangements upon enrolment, 
or as they are changed / modified. Failure to disclose such information prevents the College from 
acting according to Family Court orders made in the interest of the child. 
 
If staff are notified of any changes, they should direct the parent to the Office and make a record 
of the change on SMS. 
 
The College will not place themselves in a position where it may be seen as favouring one 
parent, or enter into an argument on behalf of a parent with the other parent. It is presumed 
that the parents can come to a workable arrangement, or agree on one in the Family Court, and 
will advise the College of the protocols for dealing with the child. 
 
Parents must disclose information affecting the child, including: Contact or Access Order, 
Residence Order, and / or Specific Issues Order (medical, educational). 

 
All persons who have authorisation from a Family Plan or a Court Order may have access to their 
child while fitting in with the College rules and requirements. 
 
A person seeking access to a student must go via the College Office, as per protocols for visitors. A 
person who is seen walking around the grounds is politely greeted by staff and directed to the 
Office. Should they not go to the Office, the staff member will send for assistance. They will 
remain with the person until assistance arrives. 
 
The Principal may refuse a person access to a student if s/he knows they do not have access to the 
student or if s/he considers the person to be a potential or actual risk to the physical or moral 
wellbeing of the student. 
 
Being that separation and family breakdown is a very stressful and emotional time, the College 
would seek to sensitively deal with all involved. 

 
8. COMMUNICATION 
Parents are an important aspect of the College community. Through formal and informal contact 
positive, supportive relationships are built between parents, staff and students.  Much of this 
contact takes place by phone, by note, or in person. This allows small problems to be dealt with 
easily and quickly, and larger problems are considered against a background of previous successful 
discussions. 
 
8.1 Notes and Written Correspondence 
GBC has established a lovely tradition that Foundation to Year 7 teachers send an introductory 
welcome letter to their students at the beginning of the year.  
 
Staff are required to have all outgoing correspondence proof read by either the Coordinator or the 
Principal, even if letters are a repeat of previous years. It is important that all written information 
is sent out professionally and exemplifies the College’s high standards. 
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Teachers must also leave a copy of the correspondence with the Administration.Teachers should 
have all finalised notes/letters etc to the office before lunchtime in order for them to go out that 
day for Primary classes or by the following morning for Secondary classes. Late notes or unchecked 
notes will not be sent until the next day.  Please ensure letters are received by the Principal / 
Coordinator in a timely manner for proofing (at least 2 or 3 days prior to dispersal requirement) to 
avoid disappointment or late dispersal. 
 
It is important that when teachers communicate to students or parents through email, that 
these emails are kept brief and only relate to educational aspects; not personal or social.  
Teachers also need to think carefully about what they put in writing especially as the tone of 
emails can so readily be misinterpreted. Phone calls or a meeting may at times be better 
options. 
 

Teachers should NOT communicate with students through Facebook, Twitter etc. 
 
8.2 Verbal Communication  
Part of a teacher’s role is maintaining regular and positive communication with parents.  Teachers 
are encouraged to make a real effort to contact parents providing them with positive feedback 
and praise regarding their child, and not only about negative issues. At times, teachers may need 
to communicate directly with individual parents.  Parents should be contacted if a student has 
been absent from school for more than two consecutive unexplained days,  if a student is 
struggling with some work, or if a student is misbehaving. Student reports should never come as 
an unpleasant surprise (or shock) to parents. 
 
Where such communication is likely to be controversial (or regarding an issue in which the staff 
member would prefer advice), it may be wise to consult with, invite, or at least, inform the 
Principal. 
 
At any time that communication becomes “heated” or inappropriate, teachers are wise to end the 
interview and inform the parent that the meeting should be rescheduled with the Principal 
present. 
 
Record of Conversation 
Staff should keep records of interviews, telephone conversations, etc. with parents and/or 
students, especially if this information could prove useful in the future. It is essential that records 
of conversations are made on SMS. In addition, any physical notes or evidence must be filed on 
the student’s file which is kept in the Administration Office. 
 
8.3 GBC Newsletters 
Newsletters are an important means of communication between the College and families. They 
are produced weekly and are handed out on a Thursday to the youngest in the family only. 
 
The newsletter is also uploaded onto our College website and will be emailed to all families where 
possible. 
 
If staff have any newsletter items or children’s work, these must be sent to the Newsletter 
Coordinator by the Monday afternoon (4pm) prior to the newsletter date. Staff are rostered on to 
provide a submission for their department. 
 
Administration staff cannot accept hand written notes or late entries. 
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Term dates are issued at the beginning of each new term to notify parents of coming events. 
 
8.4 Student Diaries  
It is important to utilise the students’ diaries to convey individual messages to students and to 
parents.  Staff should record test results, positive and/or negative academic concerns and relay 
when a student’s behaviour has been unacceptable.  Homework or assignments not completed 
should also be noted. 
 
Staff need to check the diaries regularly to catch up with notes written by parents. 
 
It is important that allstudents receive some positive feedback in their diary and that in secondary 
classes, all teachers assist in this and not just leave it for Homeroom teachers. 
 
Demerits and merits (for primary) earned during class time should also be recorded in the diary, 
with the teacher initialling each entry. 
 
8.5 Reports 
Students’ Reports are a formal written communication to parents informing them of student 
progress. Teachers are provided with a Report Writing Guidelines booklet to assist with this 
process. 
 
8.6 Parent Teacher Interviews and Information Nights 
These nights are an oral presentation to inform parents about their student and what is happening 
at GBC. 
 
8.7 Crisis Management 
In the event of a crisis, or any event, which has media implications, all information must pass to 
the Principal. NO member of staff is permitted to speak directly to media except on approval by 
the Principal. 

 
9. CURRICULUM AND ASSESSMENT 
The College uses the Victorian Curriculum as the basis for planning from Foundation to Year 10. 
(Refer to Teaching,, Learning and Assessment Policies, Curriculum Coordinators and planning 
documents available on Staff ‘x-drive’) 
 
9.1 Homework 
(Refer to Homework Policy) 

 
10. BUDGETING AND EXPENSES 
10.1 Budgeting 
It is expected that all staff will be wise and careful with their budget to ensure that deficits are 
avoided. Staff should plan for the whole year to avoid running out of money and supplies. 
 
Individual records are to be kept by each staff member so that they know their own expenditure 
and balance. The bursar also tracks expenditure and periodically presents these to the relevant 
staff. 
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10.2 Primary Budgets 
Students receive booklists and it is the responsibility of parents to ensure their child has the 
appropriate stationery to commence the year.  Parents pay for this prescribed list of required 
items. 
 
Each class is allocated a class budget with a set amount per student including all excursions and 
incursions. Staff are expected to submit a budget for the year on the template provided.  
 
This class budget needs to last all year and must cover the following costs: 

 Classroom materials, Art/craft materials, books 

 Teacher stationery and texts 

 Incursion and excursion costs 

 Teacher professional development 
 

10.3 Secondary Budgets 
Teachers submit budget requests for their specific subject to the Principal. Through consultation 
with the teachers, each Key Learning Area is then allocated a budget. Different staff may be 
responsible for, or assist with different budgets. 
 
10.4 Staff Purchases 
There is a Purchase Order Book located in the office. All purchases must be written out on the 
Purchase Order Form and be shown to the Principal for approval and signature priorto any 
purchases taking place. Our suppliers will not accept orders unless they see the Principal’s 
signature on the purchase order form. This also helps with budgeting and cash flow purposes. 
 
This includes purchasing materials privately and wanting reimbursement especially for purchases 
above $50.00. Due to annual auditing requirements, reimbursements cannot be made without 
receipts/tax invoices. 
 
Staff need to clearly indicate on the order who the order should be directed to when it arrives and 
to which budget it should be allocated. 
 
Staff need to tear out the white and green copies. 
 
If staff are personally going into the supplier, they need to take the signed white copy with them 
and hand the green copy to the office. 
 
If staff are faxing through to a supplier, they need to hand both the white and green copies to the 
office and write on the form “faxed” and the date it was faxed. 
 
When the orders arrive, the office staff will pass the packages onto the relevant teacher who then 
needs to make sure the goods received match with the invoice. Teachers should then give the 
invoice to the bursar to ensure payment occurs. 
 
10.5 On Approval Orders 
When ordering supplies on approval from companies, staff first need to attain approval from the 
Principal and then complete the Purchase Order Form by writing “on approval” on the form. It is 
imperative that when such supplies arrive, the office staff know that they are only on approval. 
 
Approval orders should be kept to a minimum as returning of such supplies is very costly to GBC.  
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10.6 Teacher Supplies 
All primary staff need to place their own order for teacher stationery through the Purchase Order 
Book. The Primary Principal will need to approve the purchase order before staff fax it through to 
the supplier. 
 
Secondary staff members will be permitted to draw down stationery as is needed from a central 
stationery cupboard. 
 
10.7 Text Books 
GBC uses booklists for all students, thus parents order and pay for text books and stationery. 
 
Teachers create their booklists for the following year, during Term Three. 
 
Secondary Text Books 
For some subjects, teachers may give out texts from a class set. 
 
It is imperative that a record is kept of texts given out to students and allocating numbers to books 
and students so as to make all students accountable for the books they receive.  Students will be 
invoiced for lost or damaged books. The replacement cost, plus a $4 processing fee for each book 
will be required. 
 
10.8 Excursions 
An educational excursion is any student-learning activity conducted outside the College site that is 
organised and supervised by the College. 
 
Excursions are to be encouraged as they are an integral aspect of our well-rounded educational 
program.  However, they should be justifiable to parents and appropriate to the current studies in the 
class.(Refer to Camp and Excursions Policy) 
 
10.9 Camps 
At GBC, students have the opportunity to go to camp once every two years. Due to a number of 
Primary classes being composite, camps may vary from year to year. Generally camps commence for 
students in Year 4 whilst students in Year 2 or 3 may have a sleepover at the school. 
 
In Secondary, students go on camp in Year 7, Year 9 and Year 11. Camps are compulsory for students. 
 
Other camps are only to be organised with thorough discussion with Coordinators and the Principals. 
(Refer to Camp and Excursions Policy) 
 
10.10 Transport 
Although the use of private vehicles for educational excursions is generally discouraged, it is at times 
unavoidable.  If private vehicles are to be used, the teacher must be satisfied that drivers and vehicles 
are reliable and appropriately licensed, and that the vehicles are covered by a comprehensive 
insurance policy.  The parent/guardian of each student being transported in a private vehicle must be 
advised of the relevant details, and written consent must be obtained.  It is inadvisable for a teacher 
to transport only one student in his/her car. 
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11. ADMINISTRATION NOTES 
11.1 Payroll 
All staff are paid fortnightly. The payslips are emailed to individual staff. Staff should promptly 
hand any leave forms and/or relief forms into the office. 
 
11.2 Reimbursement Forms 
The office only carries a limited amount of petty cash. If staff have received approval from the 
Principal and have purchased supplies, they need to complete a reimbursement form, attach the 
receipt and sign it. Once these four criteria are met, reimbursement will be issued in the form of 
cash, or be transferred directly into the staff member’s bank account. Reimbursements cannot 
occur without receipts. 
 
11.3 GBC Staff Calendar 
A GBC calendar will be provided to all staff each year. A central and electronic calendar will also be 
available via the computer network and College email system. Once events have been approved 
by the Principal, staff are expected to add details (eg excursions, camps, sporting activities, school 
events etc. ) to the electronic calendar. It is important that staff carefully check that they are using 
the correct options for such postings ensuring all staff can in fact see the entry. If staff require 
access to a calendar or need assistance with using the calendar, they should see the Office Staff.  
 
11.4 Student/Uniform Passes 
These are a yellow pass and are issued to students by staff.Students must have a note from their 
parents, when out of uniform, to attain a pass without a demerit. This should also be recorded on 
SMS. 
 
In most cases, the Student Diary is to be used to record and authorise students to be attending 
sick bay, the toilet, the office, library, appointments, etc. Obviously if a child needs urgent medical 
assistance they are to come straight to the sick bay. 
 
When students are given an official “Send Out”, teachers are also to record this on SMS. This 
assists office staff in knowing what procedure to follow at the office. Students should take their 
diary with them to the office so that the Discipline Coordinator can write a brief comment in the 
diary about the Send Out to inform parents of the situation. Please remember that if students 
have a “Time Out” they are not to be sent to the office, but are to be kept in sight of the teacher 
or sent to another class for a specified amount of time. 
 
11.5 Key Register 
Each member of staff is issued with keys for the areas of the College for which they require regular 
access. If staff require keys to buildings they don’t normally use, they are to ask the office staff for 
the key required. Staff will need to complete the Key Register (signing out and in of the keys used) 
located in the office. Keys cannot be issued unless they have been signed out. 
 
All staff need to accept responsibility for closing all windows and locking all doors before leaving 
rooms in the afternoon. If in doubt, staff should lock up as anyone who may need access later 
should have a key. 
 
11.6 School Car Usage 
Staff may use the school car for any school related travelling, but when possible, should book it at 
least two days prior. Staff should always seek permission to use the car and must complete the Car 
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Log Book (even for short, local trips). Staff are to respect the car as school property and keep it 
tidy and smoke free. 
 
If staff use any toll ways, they are responsible for ensuring all associated costs are paid. They will 
then be reimbursed. However, if any late fees or penalties are applied, these costs will be the 
responsibility of the driver. 
 
11.7 Student Drivers 
Senior students who have licenses to drive cars are permitted to drive to school provided that: 

 they do not transport any other students in the vehicle unless written permission from both 
the driver’s parents and the passenger’s parents has been received at the school 

 they do not leave the school grounds during school hours (including private study times) 
without specific permission of the Principal and have parental approval 

 they do not visit their vehicle during school hours as a place to congregate or relax 

 they park where requested by the staff 

 they abide by the road rules 
 

** The school reserves the right to take action with students when flagrant breaches of these rules 
occur. 
 
11.8 Confidentiality 
Family Phone Numbers and Addresses 
These are located in the office in a lever arch folder. This folder must remain in the office for 
confidentiality purposes and easy access. 
 
As the electronic Student Management System (SMS) is implemented, staff are to ensure 
confidentiality is not breached to students and parents.  
 
Filing Cabinets 
Staff members are to ask for office assistance when wanting to access the office filing cabinets. 
The aim is to avoid breach of confidentiality, errors, loss, and staff having to hunt through other 
confidential files. 
 
Family Custody Restrictions - We have a few families that have restrictions. Teachers will be 
informed about relevant details.  Teachers of the students involved should make a special note of 
this where it is confidential from all other parents and students. 
 
11.9 Security 
The last staff member to leave a College building is responsible for setting the alarm. The first 
person arriving in the morning needs to decode the alarm. In the event of causing the alarm to go 
off, staff need to turn it off and ring the security company. 
 
Security phone number:  1300 656 660 
The last staff member to leave the College grounds is also responsible for closing the College 
gates.  
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12. EXTRA CURRICULAR ACTIVITIES 
All teachers are expected to demonstrate a commitment to the education of their students that 
goes beyond classroom teaching.  As part of their teaching role, they are expected to participate in 
a range of duties beyond classroom responsibilities. These duties may include, but are not limited 
to: participation in relevant meetings, professional development activities, meetings with parents, 
pastoral care, co-curricular responsibilities and camp programs. 
 
Some duties will need to be performed at times other than during the school day or when 
students are in attendance, including on weekends. Teacher’s duties may be varied by the College 
from time to time in line with the school's operational requirements. 
 
Activities such as sporting teams, music groups, choir, drama, debating, may be undertaken in 
addition to the general College curriculum. Staff may be required to supervise, organise, coach or 
mentor as needed by the different groups. Students may also participate in subject-specific 
competitions. 
 
GBC will recognise extra duties undertaken and attempt to share the responsibilities so all staff 
contribute and support each other. 
 
It is expected that all staff are involved in the activities mentioned below: 
 
12.1 Staff Retreat 
Each school year will commence with a staff retreat. The aim of this “get away” is for staff to get 
to know each otherand to have the opportunity to spend time with God. Guest speakers are 
invited to assist the College staff to discuss and learn about a specific topic. School discussions are 
limited, as the focus is on developing closer relationships with God and with each other and to 
encourage one another for the year ahead.All staff are expected to be in attendance for the 
retreat. 
 
12.2 Social Club 
The Social Club coordinates staff social functions and birthday calendars. It also requests that all 
staff contribute the stated amount of money for the “kitty” early on in Term One. This money is 
used for gifts over the course of the year for a variety of reasons. 
 
12.3 Community BBQ and Meet The Teacher Night 
In Term One, the College invites all parents to a Community BBQ as an introduction to the year 
and the current teachers.  
 
12.4 Information Nights 
Throughout the year a number of Secondary Information Nights are held. Staff will be expected to 
attend, as required. 
 
12.5 Open Days 
The College holds two Open Days and an Open Evening. 
These events are advertised in the local papers to invite the general public to visit our College. This 
enables the wider community to view the College as it normally operates during school hours. 
 
Open Evening takes place out of school hours.  This gives working parents an opportunity to visit 
the school. A special program is planned to enable as wide a cross-section of school life as possible 
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to be seen by visitors. All teaching staff are expected to attend, to run an activity and to arrange 
for student attendance and participation. 
 
12.6 Reports and Parent/Teacher Interviews 
Students are assessed continuously and a report or interview is offered every term. 
 
Reports 

 Primary staff write three reports for the year.  In Term One an interim report is issued, and in 
Term Two and Four comprehensive reports are issued. 

 Secondary staff write reports for each unit at the end of every semester (Term Two and Term 
Four) and issue Interim Reports in Term One. 

 
Teachers will be expected to follow and meet the time lines for report writing. All reports must be 
proofread, and all teachers will be expected to participate and assist others with proof reading. At 
times, cross marking may also be required. 
 
Parent-Teacher interviews 

 These are held regularly throughout the year and all teaching staff are expected to be 
available on these scheduled evenings.  Parents should be kept informed of their children’s 
general progress and a formal written report should never shock parents.  Hence, where 
necessary, contact between parents and teachers may be arranged on other occasions as 
well, at the request of either party. 

 
12.7 Orientation Day 
Orientation Day is held on a specified day near the end of the year. All new enrolled students are 
invited and can attend the College to become acquainted with their class and teachers. It 
commences at 8:45am and finishes at lunchtime. During this time, all Primary staff and students 
advance to their next year’s class and have the opportunity to meet and enjoy some time and fun 
activities together. 
 
The Foundation teacher will organise some extra orientation times to assist a smooth transition 
for these youngsters beginning school. 
 
Secondary classes will generally run their usual program for the day with the exception of the new 
Year Seven class. An alternative program will be run for these Year 7’s. 
Any new Year 8-12 students coming into Secondary will be advised by the Secondary Coordinator 
of their special program for the day but generally they will join in with their correct year level for 
that time and be involved a variety of subjects running that day. 
 
12.8 Presentation Night 
The aim of this evening is to provide an opportunity for the College to share with its wider 
community the achievements and highlights of the year. 
 
It also celebrates and gives public recognition to those who have distinguished themselves by 
worthy endeavour throughout the year.  Students are mentioned not only if they have achieved 
excellence, but also if they have demonstrated and maintained a sincere effort, or have displayed 
good citizenship and qualities consistent with a Christian character. 
 
Various awards and relevant Graduations are presented on this special night. Primary and 
Secondary hold separate events. 
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Students graduating from Year Six into high school are acknowledged. 
 
12.9 Graduations 
Graduations are significant occasions at GBC and should be carefully planned with appropriate 
arrangements being made at scheduled times. 
 
Foundation students will graduate Foundation as part of a Primary assembly in Term 4. 
 
The Year Six teacher, in consultation with the Principal, will be responsible for those students 
graduating from Primary into Secondary. 
 
The Year 12 Homeroom teachers and VCE teachers, along with the Principal, are responsible for 
the oversight of arrangements for the respective graduations and farewells of the Year 12 class. 
 
12.10 Staff Professional Development 
All staff are required to continue the development of their professional skills and knowledge 
within the context of Christ-centred education. This will be achieved through a wide variety of 
means, both individually and corporately within the staff and in the wider community, during 
school hours and outside them. 
 
Information relating to in-services and activities, which may be of interest to staff, are distributed 
to relevant staff members, or placed in the Staffroom. 
 
Staff should discuss their professional development needs with the Principal. 
 
Staff are required to fill out the PD Application Form when seeking permission to attend 
Professional Development seminars/workshops. 
 
All PDs must be approved by the Principal. 
 
When attending Professional Development, all appropriate arrangements must be made to cover 
any teaching and other responsibilities. Teachers are to organise this with the Daily Organiser. 
 
Staff should keep personal records of their participation in PD activities. Such records are a 
requirement for VIT registration. 
 
The College will record all PD provided internally to assist with this record keeping, but the 
ultimate responsibility lies with the individual teacher. 
 
12.11 Fundraising 
Generally, the PSG holds a number of fundraising activities throughout the year. Often they seek to 
find activities which are designed to interest the children and at the same time raise funds for the 
school. 
 
Teachers should support these activities and be available to assist as much as possible. 
Other planned fundraising, especially specific to a class level or for camps etc must be discussed with 
the Principal, be correlated with other pre-organised activities and will require approximately four 
weeks’ notice. 
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12.12 Sport Competitions 
Throughout the year students may choose to play in various team sport competitions within and 
external to our College. Different teachers may be asked to be in charge of different teams. It is 
the duty of this teacher to assure that all equipment is taken to the venue and that all students 
have appropriate sports attire and uniform. It is also the teacher’s responsibility to hand out, 
collect and wash all GBC uniform items for the sport team and return them neatly to the Sports 
Organiser; items such as netball bibs, soccer shirts, basketball tops etc. 
 
12.13 College Magazine 
The success of the College Magazine is dependent upon all teachers keeping samples of students’ 
work and taking photographs of excursions, classes and activities throughout the year, especially 
in the first three terms so that planning for the magazine may begin in Term Three. 
 
12.14 Other Compulsory Events 

 It is expected that all students and relevant staff will attend College camps. 
 

 All students should attend the College Sporting Carnivals. All school families are invited to 
attend these activities and join together as a school family. 

 

 The College may conduct Working Bees, which are held on Saturday mornings. Each staff 
member is expected to assist with at least at one of the Working Bees. 

 
12.15 Staff’s Extra Responsibilities 
Teachers have a busy schedule teaching and caring for their students but it is also expected that all 
staff assist in the running of the College by contributing and volunteering to undertake and 
participate in a number of extra non-class responsibilities. “Many hands make light work.” 
 
A list is provided at the start of each year, providing staff the opportunity to select the activities 
they would like to volunteer to undertake.  
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13. POLICIES 
Please note, all policies are available on Staff ‘x-drive’. 
 

Name of Policy Date 
Published 

Date of  
Review 

Anaphylaxis Management Policy June 2015 June 2016 

Archiving Policy 2008 2016 

Attendance Policy (including SMS) 2013 2016 

Auditorium Hiring Policy 2016 2017 

Child Safety Standards and Code of Conduct 2016 2017 

Complaints and Grievances Policy 2013 2017 

Confidentiality Agreement 2014 2017 

Curriculum Review Policy 2014 2017 

Dissemination and Sharing of Policies 2013  

3 
Enrolment Policy  

2013 2017 

Facebook Policy 2016 2018 

First Aid Policy 2013 2016 

Head Lice Policy 2016 2019 

Library Policy 2013 2017 

Mandatory Reporting Policy 2015 2016 

Manual Handling Policy 2013 2018 

Medical Conditions and Medication Policy 2013 2016 

OH&S and Risk Management Policy 2013 2016 

Plagiarism Policy 2013 2017 

Respectful Workplace Policy 2012 2016 

Social Media and Networking Policy 2014 2016 

Staff Development and Teaching Practise Review 
Policy 

2014  

Staff Induction Policy (Given to new staff) 2013 2016 
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Staff using Information Technology Policy 2015 2016 

Staff Performance and Conduct Management 
Policy 

2010 2016 

Staff Professional Development Policy 2010 2016 

Student Welfare Policy 2013 2017 

Sun Safe Policy 2014 2017 

Teacher Appraisal and Professional Development 
Process 

2014 2017 

Teaching, Learning and Assessment Policy 
(Primary) 

2014 2016 

Teaching, Learning and Assessment Policy 
(Secondary) 

2014 2017 

Uniform Policy (Primary and Secondary) 2015 2016 

Working With Children Checks Policy 2015 2017 

Camp Policy and Checklist 
i. Camp Permission Form and Student 

Declaration 
ii. Medical Form 

iii. Risk  Assessment 

 June 2016 

Excursion Policy 
i. Proforma 

ii. Risk Assessment 
iii. Excursion Request 
iv. Bus Booking Form 
v. Sample Letter 

N/A 2016 
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14. FORMS  
Please note, all forms are available onStaff  ‘x-drive’. 
 

Name of Form Date 
Published 

Date of  
Review 

Absent Teacher – Relief Work Proforma  2016 

Accident/Incident Report  2016 

Application For Leave  2016 

Bus Booking Request Form  2016 

Excursion Request Form  2016 

Mandatory Reporting Form 2013  

Professional Development/Meeting Request  2016 

Record of Conversation  2016 

Reimbursement Request  2016 

Student Individual Learning Plan (Primary) 
i. Consolidation 

ii. Extension 
iii. Gifted and Talented 

2011 2016 

Student Individual Learning Plan 
(Secondary) 

2011 2016 

With Compliments Slip  2016 

 
 


