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1. College profile
Bendigo Senior Secondary College (BSSC) is a Year 11 and 12 school located in one of Victoria's
strongest and fastest growing regional areas. With over 1800 students, we are the largest provider
of the Victorian Certificate of Education (VCE), Victorian Certificate of Applied Learning (VCAL)
and Vocational Education and Training in Schools (VETiS) in the state.
Our ROLE at BSSC is to empower learners for individual, community and global leadership,
underpinned by the values of Respect, Optimism, Learning and Environment. We are proud of the
significant role we play supporting young people from the Greater Bendigo community to access
high quality education programs, tailored to meet the individual needs and pathway goals of every
student.
BSSC is located within the Rosalind Park precinct in the centre of Bendigo and has enjoyed an
unrivalled picturesque location on this site for more than a century. The entire college site is on the
Victorian Heritage Register. Staff, students and the broader community value the history of the
college and the contribution it has made to the city and to state education.
The college provides an inclusive learning environment which supports students to develop the
attributes and behaviours to be respectful community members, more independent and
resourceful learners and to achieve success within and beyond school. We foster a strong study
culture with high expectations around student effective use of private study time in the various
study spaces around the college. Year 11 students are supported to develop their study and
independent learning skills through enrolment in Study Centre classes. Staff are committed to
supporting the academic progress and wellbeing of students where strong, respectful relationships
are the basis for all communication. Students are encouraged to interact closely with their teachers
and seek help at any time.
The college has a reputation for exemplary use of ICT and delivery of online learning. Students have
high level access to ICT and the college operates a Bring Your Own Device (BYOD) model where
students provide their own laptop or other device to support their learning. There is an emphasis on
the use of blended delivery, which allows students to access digital curriculum resources to support
the classroom instruction provided by teachers. This is enhanced by access to digital content
developed through the Victorian Virtual Learning Network, a BSSC initiative where the college
provides VCE online to students in schools around the state in Science & Maths studies.
An online portal is available which allows parents to monitor attendance, work completion and
achievement in real time and provides for the approval of absences. Teachers upload key
assessment outcomes and comments in a progressive reporting model.
A strength of our college is the expertise and commitment of our dedicated staff. Teachers at BSSC
play a leading role in state wide curriculum development, subject associations, VCAA assessment
processes and in the professional learning of teachers across the state. All staff are expected to
demonstrate the highest professional standards and a commitment to excellence. The college has a
culture of self-reflection and continuous improvement, which is supported by a rigorous
performance and development process, allowing recognition of outstanding work and identification
of areas for further improvement.
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A wide range of VCE studies is offered and students can select units in Business and Information
Technology, English, Health & Physical Education, Languages & EAL, Humanities, Mathematics,
Performing Arts & Media, Science and Technology and Visual Arts. An accelerated learning
program operates in conjunction with the four government 7-10 colleges where students are able
to undertake some VCE studies whilst in Year 10 and are then encouraged to undertake a Unit 3/4
study in their first year at the college. The college offers a range of specialist VCE programs which
extend and challenge students with a passion in a particular curriculum area.
Pathways in VCAL are offered at Intermediate and Senior levels to support students with an
applied learning preference, with opportunities for students to theme their subject selection in a
vocational interest area.

Student programs are tailored to meet the learning, wellbeing and pathway goals of each student.
Programs can include combinations of studies at Unit 1/2 and 3/4 level, completing the VCE/VCAL
over three years or negotiating a program to meet individual student health, school based
apprenticeship or elite sport training commitments. We have a close relationship with the four
government Year 7-10 colleges in Bendigo and work together around orientation activities and
pathways advice to support students in making informed program choices and a positive transition
to our college.
The college is a Registered Training Organisation with many Vocational Education and Training
(VET) programs on its scope of registration. Strong relationships with other training providers in
Bendigo and our Trade Training Centre provides our students with access to excellent vocational
training facilities and opportunities.
As a senior secondary education provider we specialise in assisting students to make a positive
transition to the next stage of their lives after high school, whether that is to University or other
study, apprenticeships or traineeships or directly on to employment. Extensive careers and
pathways advice is available to students and is complemented by the individual support provided
through the college House structure in which each student is linked to an Advisor who closely
monitors their wellbeing and progress. Additional support to assist students to stay engaged with
their learning is provided through our Wellbeing Team. Students can access support from our
Student Wellbeing Advisors, Youth Health Nurse or other visiting department staff. We also
provide access to GP and mental health nurse services on site.
NETschool is a second campus of the college, providing curriculum access for 15 to 18 year old
students who have been outside mainstream schooling or training. NETschool provides both online
and face to face delivery of VCE, VCAL and VET units from its central city location.
The college provides outstanding facilities to support student learning in a combination of historic
and modern facilities. More recent modernised or new building projects have included the
Ulumbarra Performing Arts Centre which incorporates a 1000 seat theatre, café and
foods/hospitality facilities, and a new Student Services Centre. In 2018 a new library, VCAL
learning centre and modernised learning spaces will open. Other purpose built facilities include our
Language Centre which incorporates our Karrang Kunga (Indigenous) Centre and our Trade
Training Centre. Each of these areas contain casual student study spaces and high level access to
ICT.
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One of the features of the college for many years has been the presence of students from other
countries, including many from China, who come to study as fee paying students or through
exchange programs. These students are supported in homestay arrangements with local families
who provide cultural and language enrichment experiences. We are proud of the work we do to
support New Arrival and refugee students. Intensive EAL support is provided and a homework club
operates to serve these students from the college and other Bendigo secondary schools.
The college highly values the contribution of our indigenous student population. These students are
assisted by mentors and a range of additional support services which are closely linked to families
and community.
In 2001 BSSC became the first government school in the world to be accredited with the Council of
International Schools and in 2011 gained reaccreditation. The international focus of the college is
wide ranging and includes sister school relationships in China, France, Germany and Indonesia.
Students can participate in curriculum and intercultural learning exchanges to these countries, and
also to Italy and Greece. College curriculum has also developed a focus on Asia literacy and the
building of student global perspectives.
The college runs a very successful Confucius Classroom program in partnership with the Chinese
government agency, Hanban, and a Chinese sister school. This program attracts high quality
Chinese teachers to Bendigo who deliver Chinese language and culture programs into over twenty
Bendigo primary and secondary schools and evening classes for the broader Bendigo community.
This program is supporting young people from around the region to access an additional language
and build their intercultural competence.
At BSSC we believe that every child is capable of achieving and has a right to a high quality
education which will empower them with the attitude, knowledge and skills necessary for success
in life and work beyond school.
For further information about the College visit www.bssc.edu.au

2. College values and vision
Our college is committed to providing a safe, secure and stimulating learning environment for
all students. Students can reach their full educational potential only when they are happy,
healthy and safe, and when there is a positive school culture to engage and support them in
their learning. Our college acknowledges that student wellbeing and student learning
outcomes are inextricably linked.
Our college is also committed to preventing and addressing bullying, including cyberbullying.
Please see our Bullying Prevention Policy (see Appendix 1) for more information.
Our vision:
Our ROLE is to empower learners for individual, community and global leadership.
We value Respect, Optimism, Learning, Environment.
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Respect means:
 Respecting ourselves, others and our relationships.
 Respecting ourselves and others in all we think, say and do.
 Respecting our learning, community and environment.
Optimism means:
 Being enthusiastic in our living, learning and contributing.
 Embracing opportunities to make a difference.
 Being resilient and persistent in adversity.
Learning means:
 Embracing learning opportunities.
 Being a lifelong learner.
 Being a continuously improving individual and community member.
 Being a leader of self and of others.
 Being innovative and open to possibilities.
Environment means contribution to:
 The culture we make through our beliefs and actions.
 The community we make through our relationships with others.
 Sustainability and planetism through wisdom, balance and action.
 Being a responsible global citizen.
For full details of the BSSC Rights and Responsibilities, please see Appendix 2.

3. Guiding principles


The college will collaboratively develop and implement a fair and respectful whole-college
engagement and behaviour management approach.



The college’s curriculum will include pro-social values and behaviour to enable students to
acquire knowledge and skills, value diversity and build a culture of learning, community and
engagement.



The college will promote active student participation and provide students with a sense of
ownership of their environment.



The college will support families to engage in their child’s learning and build their capacity
as active learners.



The college promotes active ‘student participation’ as an avenue for improving student
outcomes and facilitating college change.
6|Page



The college will establish social/emotional and educational support for vulnerable students
and monitor and evaluate progress.



The college will have processes in place to identify and respond to individual students who
require additional assistance and support.



The college will build strong links with the local community to gain access to an extended
network of community members, professionals and educators who can provide expertise
and experience that can build the capacity of our college and our teachers to respond to the
needs of the students.



The college will create a child safe organisation and will comply with its obligations under
the Child Safe Standards (see Section 7 for more information on the Child Safe Standards).

4. Engagement Strategies
To realise our vision, our college has in place a range of strategies to promote engagement,
positive behaviour and respectful relationships for all students in the college. We recognise
that some students, as a group or as individuals may need extra social, emotional or
educational support to flourish at school, and so we put in place strategies to identify these
students and provide them with the support they need.
The college works collaboratively with students and parents/carers to establish fair and
respectful behaviour policies and practices, based on the college’s values, expected social
competencies and positive peer relationships. There are also intervention strategies in place to
address inappropriate behaviours which can negatively impact on the learning environment of
the self and others.
The universal (whole-school), targeted (group-specific) and individual engagement strategies
used in our college are outlined in Appendix 3.

5. Identifying students in need of extra support
Our college utilises the following information and tools to identify students in need of extra
support using the following strategies:
Personal information gathered upon enrolment
Identification strategies include:
 liaison with DET 7-10 colleges to ensure information about student’s medical conditions,
wellbeing needs, special learning needs, living arrangements, custody restrictions,
engagement barriers and other relevant information is transferred to BSSC.
 a structured set of questions used for the Blast Off interviews.
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Advisor structure allows the gathering of student information through Student/Advisor
conversations.
access for parents and students to staff – can be contacted at anytime via the Compass
portal.
structured questions and response items included in the Individual Education Plans that
students complete, associated with the parent/carer/teacher/student interviews involved.
1:1 interviews with students through roles as classroom teachers, NETschool mentors,
Advisors, Learning and Engagement Coordinators (LECs), etc, where external support
groups and agencies may be referenced (eg. headspace, social worker etc)
student activities providing a focus for students to locate people to share information and
access available supports to provide information.
other opportunities for information gathering include: The SEAS/Special Consideration
identification process, Parent/Carer/Teacher/Student (P/C/T/S) interviews, Managed
Individual Pathways/Careers interviews, Workplacement process, Registered Training
Organisation Vocational Education and Training (VET) registrations, Full Details Checks
through the Victorian Assessment Software System (VASS) and the Financial Support
application process.

Attendance rates
The attendance rates of all students are closely monitored by Advisors, the Attendance
Support Officer and LECs. Intervention occurs at any time when concerning patterns are
emerging, however the college abides by the agreed attendance follow up procedures, to
ensure a consistency of practice across the college. The college has published Attendance
follow up procedures (see Appendix 4) and an Attendance Policy (see Appendix 5).
Academic performance (particularly in literacy and numeracy assessments)
Identification strategies include:
 application of the Language, Literacy and Numeracy (LLN) Policy for VET, which
encompasses LLN testing and a Pyramid of Supports for targeted adjustments.
 literacy and numeracy testing through the transition process to determine the suitability of
subject choice. Support comes from subsequent planning of differentiated learning
activities. Support may also be in the form of course counselling (to more suitable subject
levels).
 testing of students with identified learning difficulties as appropriate.
 use of Compass portal Insights information per student.
 use of Multicultural Education Aide Support.
 ACER testing at NETschool for literacy pre-testing.
Behaviour observed by classroom teachers
Identification strategies include:
 use of professional training, which is supported by professional development. This includes
Wellbeing Team supported sessions and scenarios. The training informs classroom
teachers on how to identify changes in student behaviour and carry out effective 1:1
discussions with students to identify support needs.
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tracking Empowered Learner Indicator (ELI) changes, to identify learning behaviours in
need of additional support.
tracking Compass portal Chronicle posts and sharing information about student
behaviours.

Engagement with student families
Identification strategies include:
 information sharing through conversations around the student’s Individual Education Plan
(IEP), discussed at Blast Off interviews.
 phone calls home as Advisors and as classroom teachers.
 the identification of student needs through Financial Support applications.
 progressive reporting and regular progress reports.
 two-way communication through the Compass portal.
 conducting Student Support Group (SSG) meetings for students in Out of Home Care
(OoHC), students receiving funding through the Program for Students with Disabilities
(PSD) and other students, as needed.

6. Behaviour expectations
Bendigo Senior Secondary College has shared expectations of the principal, teachers and
college staff, students and parents/carers.
The Principal, Teachers and Education Support Staff
Bendigo Senior Secondary College has a responsibility to provide an educational environment
that ensures all students are valued, feel connected to the college, are engaged in their learning
and experience success. The principal, teachers and education support staff will:
 deliver an inclusive, comprehensive and challenging curriculum which promotes positive
behaviours and emphasises the wellbeing of every student.
 employ whole school and classroom practices to establish a climate in which appropriate
behaviour is the norm for all students.
 focus on the implementation of preventative and early intervention strategies to deal with
attendance and behavioural issues.
 consistently apply the Rights and Responsibilities and Respectful Learner Responsibilities
through a shared collegiate understanding and only exclude students in extreme
circumstances.
 recognise that for some students additional support may be needed in the form of staged
responses and is committed to working with families to reintegrate students after
exclusion.
Students
Bendigo Senior Secondary College provides a setting where students are encouraged to take
responsibility for their own learning and personal development in a supportive environment.
Students should
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participate fully in the college’s educational program.
respect the rights of others to learn and to teach.
assist in the provision of a safe environment through personal behaviour and vigilance in
addressing issues of bullying, including cyberbullying, and harassment, as outlined in the
Bullying Prevention Policy (see Appendix 1).
model the college’s core values of Respect, Optimism, Learning and Environment and our
Respectful Learner Responsibilities.
take responsibility for their behaviour and its impact on others.
comply with all reasonable requests of staff and all college policies.
maximise opportunities for success through full attendance and bringing correct
equipment to all classes.
work with teachers and parents in developing strategies to achieve academic and personal
goals.

Parents/carers
Bendigo Senior Secondary College encourages a partnership with the young person’s
parent/carer and the college to promote positive educational outcomes for students. To assist
in supporting their student to achieve personal and academic goals parents/carers should
 maintain regular communication with the college regarding their student’s learning and
wellbeing needs.
 support their student’s full attendance in the college’s educational program.
 support the college in maintaining a safe and respectful learning environment.
 actively engage in opportunities to support their student’s transition into, within and out of
the college.
 have high expectations of their student’s behaviour and an understanding of the college’s
behavioural expectations, as outlined in the Rights and Responsibilities (see Appendix 2).
 cooperate with the college by assisting in the development and enforcement of strategies
to address individual needs.
Inclusivity in the college community
The college aims to address inclusivity by
 actively supporting the enrolment of students from different cultures into the college
through a structured transition process.
 the provision of a designated English as an Additional Language curriculum.
 the employment of highly skilled and qualified staff to support students from other
cultures.
 the provision of a community based Homestay program for international fee paying
students.
 utilising the support of a Koorie Education Support Officer (KESO) and an Indigenous
Programs Coordinator to support the educational needs and inclusivity of all Indigenous
students.
 the support of a Student Support Coordinator for all students with a disability and their
programs, including providing individualised advice to each student’s teacher and
conducting regular Student Support Group meetings for PSD students.
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establishing a student-led support group for students who identify as LGBTI and training a
group of staff members as LGBTI ‘allies’, who can provide extra support to these students.
conducting whole college celebrations of important cultural events, such as Cultural
Diversity Week and Reconciliation Week.

For further information on college community expectations, please see the DET Statement of
Values (Appendix 6).

7. College actions
Responding to challenging behaviour
Where a student acts in breach of the behaviour standards of our college community, we will
institute a staged response (see Appendix 7 - Staged response checklist for student behaviour
issues).
Discipline
Disciplinary measures may be used as part of a staged response to challenging behaviour in
combination with other engagement and support strategies to address the range of factors
that may have contributed to the student's behaviour. Examples of how discipline will be
applied for various breaches of behaviour expectations can be found at Appendix 8.
Disciplinary measures that may be applied include:
 Restorative approach (e.g. repairing damage caused).
 Withdrawal of privileges.
 Withdrawal from class activities for a specified period. Parents/carers will be informed of
such withdrawals.
 Suspension (in-school and out of school).
 Expulsion.
Discipline will be applied in a way that is proportionate to the behaviour and upholds
procedural fairness.
Corporal Punishment is prohibited in all Victorian colleges. Corporal punishment will NOT be
used at the college under any circumstances.
Suspension and expulsion are measures of last resort and may only be applied when the
grounds for suspension and expulsion set out in the Engagement and Inclusion Guidance have
been met.
Suspension and expulsion can only be approved by the Principal and our college will follow the
processes for applying these disciplinary measures set out in the Student Engagement and
Inclusion Guidance.
Information on grounds and processes for suspension and expulsion that our college will follow
are available here:
http://www.education.vic.gov.au/school/principals/participation/Pages/discipline.aspx
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Creating a child safe organisation
The college is committed to being a child safe organisation. It will do this by complying with the
requirements of the Child Safe Standards including having strategies in place to embed a
culture of child safety at the college, having a child safety policy and having policies and
procedures to manage reports, suspicions or disclosures of child abuse.
The college has a Child Safety Code of Conduct (see Appendix 9), a Child Safety Statement of
Commitment (see Appendix 10) and a Mandatory Reporting policy (see Appendix 11).

8. Engaging with families
The college values parent/carer input into its operations and curriculum offerings and
welcomes feedback at any time. The college actively seeks feedback through the Parent
Opinion survey, and from parent representatives on College Council.
The college supports families to engage in their child’s learning and build their capacity as
active learners. It provides an environment that welcomes all parents/carers and is responsive
to them as partners in learning.
The college seeks to create successful partnerships with parents/carers and families in a
variety of ways. We ensure that all college policies are available through the college website
(www.bssc.edu.au) and that parents/carers have opportunities to contribute to their
development and review through College Council. A summary of the Student Engagement and
Inclusion Policy is also provided to parents through the enrolment process.
There is an ongoing focus on increasing opportunities for college-to-home and home-to-college
communications. This begins with our Blast Off interviews at the commencement of the school
year and is ongoing through our Advisor Program. Compass, our online portal, provides a range
of functions that facilitates college-to-home communications. Examples include progressive
reporting, positive Compass portal Chronicle postings, attendance and at risk notifications,
posts on parents’ and students’ news feeds, SMS messages, weekly eNews. Compass provides
home-to-college communications through an email facility and Parent/carer/teacher/student
interviews are held each semester. Our social media platforms are also regularly used to
engage our parents/carers.
Parents/carers of our EAL students are also supported to engage with the college. Relevant
documents are translated into different languages and interpreters are provided when needed.
Parents/carers are invited to volunteer to be part of our college program through involvement
in areas such as extra curricula activities, sporting events and excursions. Many opportunities
are in place to showcase student achievements to our college community.
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There is significant parent/carer engagement opportunities through our transition program.
Our Open Days, information evenings, course counselling sessions, assemblies, Awards Night
and Graduation are examples of ways in which we welcome our parents/carers into the college.
Parents/carers responsibilities for supporting their child’s attendance and engagement are
outlined in the Attendance Policy (see appendix 5). Parents/carers are expected to act in a
respectful and constructive manner when dealing with our college. More detail on
parent/carer responsibilities and consequences for inappropriate behaviour are outlined in
Section 6 and in the DET Statement of Values (see appendix 6).

9. Evaluation
Data collection and analysis
Data will be collected regarding all school improvement measures, so as to measure the
success or otherwise of college-based strategies and approaches.
Some of sources of data used are:
 the Student Attitudes to School Survey data.
 Parent Opinion Survey data.
 Staff Opinion Survey data.
 data from case management work with students.
 data extracted from software such as Compass portal, BSSC online enrolment system,
CASES21 (Computerised Administrative System Environment in Schools) or SOCS
(Student Online Case System).
Review of this policy
This policy will be reviewed annually or more often if necessary due to changes in regulations
or circumstances.
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Bendigo Senior Secondary College

Appendix 1
Bullying Prevention Policy
To be read in conjunction with the Bendigo Senior Secondary College Student Engagement and Inclusion
Policy and the Bendigo Senior Secondary College Rights & Responsibilities.

1. Policy Statement
Bendigo Senior Secondary College (BSSC) is committed to providing a safe and respectful teaching and
learning environment where bullying and harassment is not tolerated. BSSC believes that all students have
the right to learn in a school environment in which they feel safe and secure.

2. Purpose
2.1 To define various types of bullying behavior and make it clear that this behaviour is unacceptable at
BSSC and will not be tolerated.
2.2 To outline the expectation that everybody in the college community is to be alert to signs and evidence
of bullying and has a responsibility to report instances of bullying to staff.
2.3 To ensure that all reported instances of bullying are followed up consistently, fairly and appropriately
and that support is given to victims, perpetrators and witnesses.
2.4 To provide information about where all members of the college community can access support or
further information about bullying.

3. Definitions
3.1 There are some specific types of bullying behaviour that could be directed towards students or staff:


Verbal and written abuse – such as targeted name calling or jokes, or displaying offensive
posters



Violence – including threats of violence



Sexual harassment – unwelcome or unreciprocated conduct of a sexual nature, which could
reasonably be expected to cause offence, humiliation or intimidation



Homophobia and other hostile behaviour relating to gender and sexuality

Person/Position Responsible: Student Wellbeing Manager – Kylie Hand
Date of preparation or update: August 2017
Date endorsed by College Council:
Cycle of review: Annually
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Discrimination including racial discrimination – treating people differently because of their
identity or disability



Cyberbullying – either online or via mobile phone.

3.2 There are also some behaviours, which, although they might be unpleasant or distressing, are not
bullying:


Mutual conflict – which involves a disagreement, but not an imbalance of power. Unresolved
mutual conflict can develop into bullying if one of the parties targets the other repeatedly in
retaliation



Single-episode acts of nastiness or physical aggression, or aggression towards many different
people, is not bullying



Social rejection or dislike is not bullying unless it involves deliberate and repeated attempts to
cause distress, exclude or create dislike by others.

Please note students can always access support through their Advisor, classroom teacher, Learning and
Engagement Coordinator or a member of the Wellbeing Team if they are involved in any of the above.

4. Guidelines
4.1 BSSC will not tolerate any form of bullying.
4.2 A college-wide approach will be taken to deal with bullying in a consistent and systematic way, with a
focus on the safety and wellbeing of all college members. The policy will be clearly communicated to all
college community members and will be available via the BSSC website.
4.3 All complaints of bullying will be taken seriously and treated sensitively.
4.4 Respectful behaviours will be explicitly taught to our college community through our Respectful
Relationships program (click here for more details).

5. Responses to bullying and intervention strategies
5.1 It is expected that all staff members intervene if they witness bullying behaviour; it is expected that all
students or parents contact a BSSC member of staff if they witness bullying behaviour.
5.2 All reports of bullying will be investigated and acted upon in a timely manner. All incidents will be
clearly documented in our Compass portal.
5.3 Intervention strategies include, but are not limited to: mediation; restorative conversations; student
support group meetings; traditional disciplinary approaches, including withdrawal of privileges and/or
suspension; and in extreme or illegal cases, the police will be requested to become involved.
5.4 The type of intervention that occurs will be dependent on the type, severity and extent of the bullying
behaviour.
5.4.1 In all cases, the purpose of the intervention will be to have the bullying behaviour cease and
all parties to feel safe and supported. All parties will always be made very clear about BSSC
expectations and our zero-tolerance approach to bullying behaviour.
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5.4.2 For minor, first-time incidents, the intervening staff member should collect statements from
all involved parties. S/he can then mediate between the involved parties. If it is felt that the
bullying behaviour will not continue and that all parties are feeling safe and supported, the incident
will be documented on Compass (for all involved parties) and no further action will be taken. If the
incident cannot be resolved, it will then be referred to the relevant Learning and Engagement
Coordinator (LEC) of the perpetrator or victim (see 5.4.3 for details on further intervention).
5.4.3 For more serious or subsequent incidents, the intervening staff member should report the
incident to the relevant LEC of the perpetrator or victim. The LEC will collect statements from all
involved parties and the incident will be documented on Compass (for all involved parties).
5.4.3.1 Where there is a clear victim, this person will be offered support and strategies on
how to avoid another repeat of the incident. With their permission, their parent/carer will
be contacted (permission will not be necessary if there are concerns for the safety of the
victim). The victim will be kept informed about the follow up occurring with the
perpetrator.
5.4.3.2 Where there is a clear perpetrator, this person will be offered support and
strategies on how to avoid another repeat of the incident. Their parent/carer will be
contacted and given details of the incident and informed of the disciplinary measures that
will be taken. The follow up will depend on the extent and severity of the bullying
behaviour.
5.4.3.3 Where there isn’t a clear victim or perpetrator and there is evidence of the bullying
coming from both parties, both parties will be offered support and strategies on how to
avoid another repeat of the incident. Parents/carers will be contacted and given details of
the incident and informed of the disciplinary measures that will be taken. The follow up will
depend on the extent and severity of the bullying behaviour.
5.4.3.4 Any evidence that is collected as proof of the bullying behaviour will be kept on the
student’s file, with the exception of evidence of a sexual/illegal nature, which will be kept
secure in the restricted access college safe room and collected by Victoria Police. For
information on responding to serious or online incidents, click here.
5.5.3.5 If the incident is considered to be a critical incident involving an assault, serious
threat or intimidation, the Principal will contact the Student Critical Incident Unit on (03)
9589 6266 and Victoria Police.

6. Complaints
If at any time, a member of the college community has concerns with any element of this policy or with the
way a bullying matter has been handled, they can raise their concern with a member of the BSSC
Leadership Team, including the Principal.

7. Relevant links and supports
Links which are connected with this policy are:
 DET’s Student Engagement Guidance
 DET’s Bullying Prevention Policy guidance
 DET’s Bully Stoppers: Make a Stand, Lend a Hand
 DET’s Respectful Relationships Program
Person/Position Responsible: Student Wellbeing Manager – Kylie Hand
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DET’s Vulnerable Students

Supporting links:
 Kids Help Line - 1800 55 1800
 Lifeline - 13 11 14
 Bully Free World: Special Needs Anti-bullying Toolkit
 Australian Human Rights Commission - Human rights in the school classroom
 Safe Schools Coalition Victoria
 Racism. No way! anti-racism education for Australian schools

8. Evaluation
This policy will be reviewed annually, or more frequently as needed, or as new DET guidelines are
implemented.
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Appendix 2
BSSC Rights and Responsibilities
This should be read in conjunction with the Student Engagement and Inclusion Policy

Purpose and Values
Bendigo Senior Secondary Colleges ROLE is to empower learners for individual, community and global
leadership. Our Purpose and Values are closely aligned to the United Nations Declaration of Human Rights,
in particular the rights to freedom, respect, equality and dignity.

Whole School Prevention Statement
Bendigo Senior Secondary College aims to develop fully the talents and capacities of all students and staff
in the following areas:
Respect means:
Respecting ourselves, others and our relationships
Respecting ourselves and others in all we think, say and do
Respecting our learning, community and environment
Optimism means:
Being enthusiastic in our living, learning and contributing
Embracing opportunities to make a difference
Being resilient and persistent in adversity
Learning means:
Embracing learning opportunities
Being a life long learner
Being a continuously improving individual and community member
Being a leader of self and of others
Being innovative and open to possibilities
Environment means contribution to:
The culture we make through our beliefs and actions
The community we make through our relationships with others
Sustainability and planetism through wisdom, balance and action

Shared Expectations
The Student Engagement and Inclusion Policy is framed within the guidelines set by Government policy and
legal obligations, and reflects the goals of the college Strategic Plan.
1. All students and staff are to be valued and treated with respect.
2. Students and staff have a right to expect that the environment of the college will be one in which
they can feel safe and secure.
3. Students have the right to learn, and staff have the right to teach, in an atmosphere of order and
cooperation.
4. Students and parents have a right to expect that the Principal and staff will fairly, reasonably and
consistently implement the Student Engagement and Inclusion Policy.
5. On enrolment in the college students and parents/carers will be given a copy of the Student Rights
and Responsibilities document that is taken from the Student Engagement and Inclusion Policy.

Rules
These rules apply within the college buildings and grounds, in Rosalind Park, during public or Department
of Education and Training transport to and from the college, and at all college functions/excursions.

Actions and Consequences
1.

2.
3.
4.
5.

6.

7.

8.

9.
10.

11.

12.

13.

Students are expected to behave in a courteous way, respecting the rights, educational
opportunities and property of others. This includes consideration of others when moving around
the college and maintaining a quiet working environment.
Students are expected to take advantage of the educational opportunities offered by the college.
Students are expected to comply with any reasonable and clearly communicated instruction of a
staff member or the Principal.
Proper use and care of college equipment, furniture, buildings and grounds is a responsibility of all
students and staff.
Students are not permitted to use Rosalind Park except during lunchtimes and recess times. At
these times students are only able to use areas of the park adjacent to the college as stated in the
college agreement with the City of Greater Bendigo Council. Ball games and the riding of
skateboard, bikes and scooters are not permitted in Rosalind Park. Students are expected to use
timetabled non-class time for private study within the study centre or nominated study space in
the college grounds.
The college is a smoke-free environment. This policy applies to any areas where staff
supervise including all college buildings and grounds, Gaol Road, Park Road, School Road, Barracks
Walk, all of Rosalind Park, Conservatory Gardens and connecting bridges and areas viewable from
these areas.
The use or supply of any drugs, including alcohol, at the college or at any college function,
excursion or activity is not permitted. Students must not attend the college or any college
function, excursion or activity under the influence of drugs or alcohol. It is a clear breach of policy
for any student, regardless of their age, to consume or have alcohol in their possession, or to
enter licensed premises during school hours. This includes lunch times and non-scheduled class
time.
The riding of skateboards, bikes and scooters is not permitted on college grounds. These items
must be appropriately stored for the day once a student arrives at the college. Bike racks are
available and there is a limited number of larger lockers available for students to store
skateboards and scooters.
Physical violence, intimidation or provocation to violence by students or staff is not permitted.
Any form of harassment or discrimination by students or staff as specified under current Equal
Opportunity Legislation and the United Nations Declaration of Human Rights is not permitted.
This includes harassment or discrimination on the basis of sex, gender orientation, race, marital
status, age, parental status, religious beliefs, political beliefs, medical status, physical or mental
disability or impairment. (Refer to Bullying Prevention Policy.)
Students must not copy and/or use copied materials, both print and electronic, in violation of
Federal Copyright Laws. Students must familiarise themselves with the copyright regulations
displayed around the college.
Students are not permitted to invite onto the college campus or to any college related function or
activity any person (with the exception of a parent/carer) without the express permission of the
Principal or an Assistant Principal.
Students are not permitted to drive onto or park motor vehicles within BSSC college grounds.
College and Department of Education and Training policy prohibits a student from transporting
other students in their motor vehicle to or from BSSC or other college sites, or any college related
function. The family can apply to the Principal for an exemption to this if siblings are intending to
travel together.

14. Mobile telephones must be switched during all timetabled classes, assemblies, meetings,
interviews, excursions and activities, except for approved learning purposes as determined by the
staff member in charge.
15. Students are not permitted to display advertising material on the college campus without the
permission of an Assistant Principal or the Principal.
16. Students have a responsibility to regularly check Compass, their college emails and to listen and
respond to public address system announcements.
17. School bags are to be placed outside the classroom or in a designated spot within the classroom.
A locker can be leased for the purpose of storing school bags and books. The locker remains the
property of the college and may be searched at the discretion of the Principal. Valuables should
be secured in lockers and not left in bags.
18. The care of valuables brought onto college grounds rests with the student. The college accepts no
responsibility for student property which is lost, stolen or damaged while on-site.
Dress Code
1. Although there is no college uniform, dress must always be neat and appropriate and must not be
offensive to others.
2. Student clothing should reflect the values of the college and not be inappropriately brief.
3. Clothing must not display inappropriate or offensive messages, images or advertising (including
references to alcohol, illegal drugs and violence).
4. Students will be required to remove or cover offensive or unsuitable items of dress.
5. Appropriate and safe footwear must be worn at all times; covered footwear is required in
practical classes.
6. Staff may request students to remove caps during classes.
Attendance
1. Students are expected to maintain a satisfactory commitment to all units in which they are
enrolled, this includes but is not limited to Study Centre, VCE classes, VCAL classes, VET classes,
work placements and Advisor Meetings and interviews.
2. Full attendance and punctuality is required at all timetabled classes, assemblies, Advisor meetings
and compulsory activities.
3. When a student is absent the parent/carer is required to phone the absence line (ph 5442 7416)
on the day of the absence or approve this absence on Compass. The parent/carer can also provide
their child with a written explanation the day of return to the college. A medical certificate is
required for absences in excess of three school days. Students who are absent on the day of a SAC
are expected to provide a medical certificate or ask a parent/carer to ring a Learning &
Engagement Coordinator on the day of the SAC.
4. It is the responsibility of the student and parent/ carer to provide evidence of legitimate absences.
It is up to the college to determine the legitimacy of any explanation. Students wishing to
participate in a family holiday during the school term need to discuss the circumstances with their
Learning & Engagement Coordinator. A Request for Extended Absence form needs to be
completed well in advance of the planned absence. Family holidays during school time are not
encouraged.
5. When a student has one unapproved absence for a particular class, parents/carers will be
prompted via SMS to login to Compass to view the absence. If the student continues to have
unapproved absences contact will be made by the student’s Advisor to discuss support available
to address this.
1. Further absences beyond this contact could result in an attendance agreement being entered
into. If this agreement is broken, the student may attain an N for the subject. Where attendance
in a number of units continues to be unsatisfactory in spite of the above steps being undertaken,
the student’s enrolment in the college may be withdrawn. The student may be able to re-enrol in
the college at the beginning of the next semester or the next year.

6.

Lateness to timetabled classes, assemblies and Advisor meetings is unacceptable. Any student
arriving more than five minutes late for timetabled classes or activities without acceptable
reasons will be recorded late.
7. Students should be actively engaged in meaningful study in their nominated study area during any
non-scheduled class time. Year 11 students will be enrolled in Study Centre as a timetabled class
and are expected to attend to receive guidance and support to develop good work habits and
independent study skills. Students will be eligible to apply to study in an alternative study space at
the college based on their Empowered Learner Indicator (ELI) level. The college reserves the right
to enrol students in the Study Centre based on their ELI. During lunch students are allowed to
leave the college grounds for personal business.
8. Any student leaving a class for the purposes of research must gain the permission of a teacher.
9. Students who must leave the college during any class (other than for research), assembly or
Advisor meeting, must sign the Leavers Book in the Student Services Centre before leaving the
college grounds.
10. Any student who is ill or injured at school must report to the sick bay through any staff member or
the Student Services Centre. Ill or injured students must not leave the college grounds without
reporting to a staff member or Learning & Engagement Coordinator.

Assessment and Satisfactory Progress
1.

2.

3.

4.

5.

6.

If a student wishes to vary their program they should consult with their Learning & Engagement
Coordinator. Parents/carers will be involved in these decisions. A student must continue to attend
all classes until informed by their Learning & Engagement Coordinator that permission for
withdrawal has been granted.
At the start of each unit, students will receive a Unit Guideline which specifies the nature of all
course work and assessment, completion dates and homework guidelines. Parents/carers will
receive progress reports (Empowered Learner Indicator - ELI) during the semester providing
information regarding student’s work habits and progress in the classes in which they are
enrolled.
All work submitted by students for Course Work, Learning Activities, School Assessed Tasks and
School Assessed Course Work (SATs and SACs) must be the students own work, completed in the
designated time. Where the college determines, on the basis of evidence, a student has submitted
work that is not their own, the Principal will determine the action to be taken in accordance with
the Victorian Curriculum and Assessment Authority (VCAA) guidelines. Penalties will be applied to
students who assist others to obtain non-original work and students who submit non-original
work. Penalties include awarding N in the unit or downgrading of the SAT/SAC result.
School Assessed Tasks and School Assessed Course work for Units 3 and 4 have deadlines which
cannot be varied unless Special Provision is applied for and approved by the college. (See college
Special Provision Policy)
Students who are absent for School Assessed Coursework (SACs), and wish for the rescheduled
SAC to be scored, will be expected to provide need a medical certificate or, if this is not possible,
ask a parent/carer to call a Learning Engagement Coordinator on the day of the SAC to explain the
reason for the absence. If the absence is due to a school organised activity, the rescheduled SAC
will automatically be scored. If a SAC is deemed to be unscored students can appeal this decision.
They should see their Learning & Engagement Coordinator to obtain the appropriate form.
There is no right of appeal to the Victorian Curriculum and Assessment Authority over college
decisions for breaches of rules as outlined above. A student may appeal to the Principal where an
N has been awarded for a unit on the basis of a breach of rules.

ICT Resources
ICT Resources include equipment and services owned and managed by the school. ICT Resources includes
school desktop computers, notebooks, digital cameras, scanners, data storage facilities, network
equipment, and communication services (including the Internet and Compass). Student owned equipment
such as computers, tablets and mobile phones, when brought to and at school, are considered an ICT
Resource covered within the scope of this Acceptable Use Agreement.
When students use ICT Resources and are communicating or transferring data they agree to:
 be a safe, responsible, considerate, respectful and ethical user whenever and wherever
they use these resources.
 be supportive by being respectful in how they communicate with others.
 only take photos, record sound or video when it is part of an approved lesson.
 talk to a staff member if they feel uncomfortable or unsafe online.
 only post or publish content that is part of a positive digital footprint.
When students use ICT Resources they will maintain a focus on educational goals and agree to:
 use the internet for educational purposes and use the ICT Resources responsibly.
 use social networking sites, computer games, applications for educational purposes.
 the school monitoring student behaviour in relation to use of ICT Resources.
When students use ICT Resources their behaviour will be legal and appropriate and they agree to:
 abide by copyright procedures when using content on websites.
 not store, access or transmit content, programs or other data which is either illegal or
inappropriate.
 not interfere with the data of another user or attempt to log into the network with a user
name or password of another student or staff member.
 not reveal logon passwords to anyone.
 not interfere, or attempt to hack or gain access to resources which you have not been given
instructions by a staff member to access.

Staged Response for Rule Breaches
1. Sanctions will be imposed according to the following principles:
 Sanctions will be designed to reflect the values of the college and emphasise the
development of self discipline, consultation and problem solving;
 Sanctions will be graded and will be connected to the severity of the breach of rule where
appropriate;
 Sanctions will only be imposed after discussion and counselling;
 Sanctions for serious breaches of rules will only be decided after discussion with the
student and a parent/carer.
2. Sanctions may include the following:
 Withdrawal of privileges including online access for breaches of online policy;
 Banning from college excursions, camps, or social functions;
 Yard duty;
 Community work for the college outside school hours;
 Withdrawal from class.
3. For serious breaches of rules the following may apply:
1. Suspension;
2. Expulsion;
3. Law enforcement agencies may be involved.

4. Suspension or expulsion will only take place after consultation with the student, parent/carer and
the Principal. Such action is in accordance with the ministerial order number 184 from the
Education and Reform Act 2006.
5. At any time during a suspension a parent/carer can request a suspension conference for the
purpose of considering educational welfare and disciplinary issues relating to the student;
 A suspension conference may include relevant staff members, support staff,
parents/carers, students;
 Requests for a suspension conference should be directed to the Principal.
6.

Expulsion Review
 A parent/carer of a student expelled from the college may, within ten school days of the
receipt of the notice of expulsion, seek a review of the Principals expulsion decision.
 The request for review must be made in writing, directed to the Principal, stating the
grounds on which the review is sought and whether the student and parent/carer wish to
be heard in person at the review. At this point full details of expulsion review processes will
be provided in writing by the Principal. A full description of this process is available in the
Student Engagement and Inclusion Policy on the college Website.

Monitoring and Evaluation
It is the responsibility of the Principal and all staff to implement the Student Engagement and Inclusion
Policy and to monitor its effectiveness.
It is the responsibility of the College Council to evaluate the effectiveness of the Student Engagement and
Inclusion Policy within the framework of the regular review of the Strategic Plan.

VCAA Privacy Information
The VCAA is committed to protecting student information and all personal information collected is handled
in accordance with the Information Privacy Act 2000.

Collection and Use of Student Data
The student data collected by the VCAA, including personal details, unit results, graded assessments,
Special Provision data and VET certificate results and data, together with Study Scores and GAT scores, is
used by the VCAA to provide individual students final VCE, VCAL and GAT results. The assessment data
which is provided to the student directly is also provided to his/her home school and, if it is not the home
school, to the school where the study was undertaken. The purpose of disclosing the student VCE/VCAL
and GAT assessment data to the schools is to enable schools to analyse the effectiveness of their school
assessment programs. In this way the VCAA ensures quality assurance of the VCE/VCAL assessment
program across the state of Victoria. Student results will also be shared between secondary colleges to
support individual student learning and for the purpose of future program planning.
Personal details of all VCE students are forwarded to the Victorian Tertiary Admissions Centre (VTAC) for
inclusion in CourseLink, a password protected interactive, web-based program, which enables individual
students to access career and course options tailored to take into account their place of residence,
interests, existing studies and future plans.
The VCAA also forwards individual students personal information, VCE and GAT results, and, if applicable,
data for Special Provision, to VTAC for the calculation of the Australian Tertiary Admission Rank (ATAR)
and, if necessary, for the submission of student applications for tertiary course selection.
The information on Aboriginal and Torres Strait Islander origins is used by the VCAA to report to the
Commonwealth and State Governments to assist in the planning of support for students who fall within
these categories. No individual students are identified in such reports.

Disclosure
The VCAA will not provide identifiable student data to any other person or organisation without the
consent of the individual student, unless required by law or other regulation to do so.

Notification, Access and Security
Data collected from students and the results awarded to them are retained permanently by the VCAA. All
records are held securely.
Correspondence concerning access to student records held by the VCAA, including individual assessment
and contact details, should be addressed to the Manager, Student Records and Results Unit, VCAA, Level 1,
2 Lonsdale Street, Melbourne 3000.
This privacy statement is available on www.vcaa.vic.edu.au

Appendix 3
Universal, targeted and individual engagement strategies
Universal strategies

Targeted strategies

Individual strategies

Our college will deliver a broad
curriculum including VET
programs, VCE and VCAL
including modified programs
through our NETschool campus.

All students in Out of Home Care
will be appointed a Learning
Mentor and will be supported
with regular Student Support
Group meetings.

All students will be supported to
develop and implement their
Individual Education Plan which
will be regularly reviewed with
their Advisor.

Our teachers will adopt a range of
teaching and assessment
approaches to effectively respond
to the diverse learning styles,
strengths and needs of our
students - aligned to the VCAA
Assessment policies.

Youth Health Nurse and
wellbeing staff will undertake
health promotion and social skill
development in response to needs
identified by classroom teachers
or other college staff.

Staff utilise information provided
at Blast Off interviews and from
the transfer of information from
students 7-10 schools to create
support plans for students in need
of extra support.

The Attendance Support Officer
will closely monitor and track the
attendance of all students
including Indigenous students and
students who are at risk due to
low attendance and intervene
with appropriate support
strategies.

Strategies to support attendance
and engagement of individual
students include:

Our teachers develop curriculum
programs to engage students
based on current research (use of
BSSC Instructional Model) and
use of a variety of pedagogical
approaches.
Our teachers develop supportive
relationships with individuals and
their families through our Advisor
model including Blast Off
interviews,
Parent/carer/teacher/student
interviews and progressive
reporting (ELIs and academic
achievement)
Our college will develop
behavioural expectations for all
members of the college
community in consultation with
students, staff and
parents/carers, and these will be
communicated with all students
and shared with their families
(Rights and Responsibilities
documents and Respectful
Learner Responsibilities).
Our college will regularly
acknowledge examples of positive

Utilising the Koorie Education
Support Officer to support
Indigenous students to remain
engaged with education.
Utilising Multicultural Education
Aides to support students from
refugee backgrounds.
Through the provision of our
Specialist Programs to link
students with particular interests
within a chosen pathway.
Provision of extra-curricular
activities (such as Learning Area
based activities, Overseas Trips,
Camps, Sports programs,
celebrations of Chinese New
Year).
Development of sustainable
destinations utilising student

-

-

-

-

-

-

Contact with parent/carers
through phone conversation
&/or emails.
Establish a Student Support
Group through working
together with all
stakeholders.
Seek extra resources under
the Program for Students with
Disabilities for eligible
students.
Develop a Behaviour Support
Plan.
Consider and implement
environmental changes
needed (e.g. classroom set up,
entry/exit or location).
Referral to internal support
services (e.g. Wellbeing Team,
including visiting DET and
Tristar services, NETschool,
Pathways Team, Student
Support Services, etc.)
Referral to external support
services including ChildFirst,

behaviour and student
achievement, both informally in
classroom settings and more
formally in events such as
assemblies and via
communication to parents.
All students and teachers will
have the opportunity to
participate in a social and
emotional learning curriculum
program (Respectful
Relationships and others as part
of our Advisor program) and extra
curricula activities such as
Wellbeing Week, Reconciliation
Week, Cultural Diversity Week
and ParticipACTION Week.
Students will have the
opportunity to contribute to and
provide feedback on decisions
about college operations both
through the Student Council and
other more informal mechanisms
(including Attitudes to School
survey and Student Voice Tool).

support structures such as MIPS,
Careers team, Work Placement
team, Student Wellbeing Team
and/or referral processes to
external agencies as needed.

headspace, CAMHS and other
local support services.

Appendix 4 - Absence follow up procedures
For full detail, see the BSSC Attendance Policy and Procedures
Automatic trigger – Student misses a class without prior approval
SMS sent to parent mobile at 6pm informing of the absence/s that occurred that day. Message requests that
parent/carer accesses Compass to provide an explanation for the absence.
Trigger A – Advisor calls when student reaches 4 unapproved absences in any subject/s (one week of classes):
Advisor calls parent/carer to discuss absences and has a conversation with the student (phone or in person).
If there are reasons why the absences are occurring, the parent/carer should be reminded of the need to access
Compass or contact the absence line when an absence occurs (or Advisor should email details to Attendance
Officer) and the student should be offered support through MIPs, Wellbeing, Careers, change of program by
seeing LEC, if appropriate. Agree to which support structures will be utilised and what the Advisor can do to
help.
If there are not legitimate reasons for the absences occurring, the parent/carer should be reminded of the
importance of their child attending all classes and meeting VCAA requirements and the consequences of them
not attending classes. Explain that teachers need a variety of evidence to pass a student and much of this
comes from a student being present in class. The parent/carer should be informed that if future unapproved
absences are to occur, then the student will be contacted by an Attendance Support Officer.
Advisor should note details of conversation on Chronicle on the template “4 absences contact (Advisors) –
grey” and include subject code and number of unapproved absences, eg. “SCPY3-01 (5)”.
A transcript of the topics that need to be covered in this initial conversation should be referred to.
Trigger 1: Attendance Support Officer (ASO) calls when further unapproved absence/s in same subject/s
When a student’s attendance is below 80% total in any subject, the ASO will contact home.
If predominantly approved absences, various supports that can be put in place will be discussed – refer to an
LEC if necessary.
If currently unapproved, but for approvable reasons, remind parent/carer to maintain contact with the college
via Compass or the absence line.
If unapproved absences, explore reasons for missing classes. Discuss various support strategies available at the
college, such as MIPs, Careers, Wellbeing and make referrals to these teams or LEC if necessary. Parent/carer
should be reminded of VCAA requirements and the consequences of the student not attending class. Explain to
the parent/carer that if further unapproved absences are to occur, then the LEC will become involved and it can
result in the student being withdrawn from, or receiving an N, in the subject(s).
ASO should note details of conversation on Chronicle on the template “ASO/LEC further absences follow up –
green” and include subject code and percentage of total attendance, eg. “SCPY3-01 (77%)”. ASO should ensure
Advisor is contacted if there is any confidential (Level 3) information.
If improvement occurs prior to a further decline in attendance, then the ASO will repeat ASO trigger 1.

From this point onwards, case management of the student is the responsibility of the LEC

Trigger 2: Learning & Engagement Coordinator (LEC) interview after further unapproved absences in the
same subject(s)
If no improvement in attendance occurs beyond ASO contact, the ASO will arrange an interview between the
student, parent/carer and the LEC. During this interview, further offers of support, adjustments and referrals
will be made and implemented and an Attendance Agreement will be entered into. It will be explained that
further absences will result in the student being withdrawn from, or receiving an N, in the subject(s) where
attendance has not improved.
LEC should note details of conversation on Chronicle on the template “ASO/LEC further absences follow up –
amber” and include subject code and percentage of total attendance, eg. “SCPY3-01 (70%)”. LEC should ensure
Advisor is contacted if there is any confidential (Level 3) information.
If there is overall improvement beyond this step, but occasional unapproved absences occur, the LEC will have
further contact with parent/carer with a focus the student remaining in class and increases chances of success.
Trigger 3: LEC contacts after further unapproved absences in the same subject(s)
If there is no improvement in attendance beyond the LEC meeting, the LEC will make contact with the
parent/carer to discuss withdrawal from the subject(s) or the student receiving an N for the subject(s). If the
issue is across several/all subjects, an appointment should be made with the LEC and Student Manager to
discuss the status of the student’s enrolment.
LEC should note details of conversation on Chronicle on the template “ASO/LEC further absences follow up –
red” and include subject code and percentage of total attendance, eg. “SCPY3-01 (65%)”. LEC should ensure
Advisor is contacted if there is any confidential (Level 3) information.

Bendigo Senior Secondary College

Appendix 5 - Attendance Policy and Procedures
To be read in conjunction with the Bendigo Senior Secondary College Assessment Policy and the DET School
Attendance Guidelines.

1. Purpose
The purpose of the policy is to ensure that all attendance procedures are implemented in a fair and consistent
manner.

2. Expectations
2.1 Students are expected to maintain a satisfactory commitment to all units in which they are enrolled. This
includes VCE classes, VET classes, VCAL classes, Study Centre, Literacy Support programs, Work Placements, House
assemblies, Advisor meetings and interviews.
2.2 College hours are 8.50am – 3.35pm, Monday to Friday and students are expected to be available at any time
during these hours, if needed. Full attendance and punctuality is required at all timetabled classes (including Study
Centre), House and Year Level Assemblies, Advisor meetings and compulsory activities.
2.3 The National Youth Participation Requirement stipulates that all young people under the age of 17 must
participate in a school or an approved equivalent until they complete Year 10. If they have completed Year 10 and
are no longer enrolled in education, they must participate in full-time (at least 25 hours per week) employment
and/or further education and training until they reach 17 years of age.
2.4 The Victorian Curriculum Assessment Authority (VCAA) stipulates that a student must attend sufficient class time
to complete work and must adhere to the attendance requirements set by the school. Failure to do so will result in
the student receiving an N for the Unit. For competency based subjects, attendance in class is necessary to
demonstrate competency.
2.5 If a student is not attending a particular class or classes and, despite various college interventions, they are still
not attending, the student may be withdrawn from the Unit(s). Failure to complete an adequate number of units in
one year, may result in the student not being able to automatically progress to the higher year level the following
year (eg. Yr 11 –> Yr 12, Intermediate VCAL -> Senior VCAL).
2.6 Students are not required at the college until their first class, House or Year Level Assembly or Advisor meeting of
the day. They may leave after their last class, House or Year Level Assembly or Advisor meeting, however all students
are strongly encouraged to use their study periods effectively. During recess and lunch students are allowed to leave
the college grounds for personal business, provided they are back in time for their next class.
2.7 Staff at Bendigo Senior Secondary College will make every attempt to ensure that students remain enrolled at
the college until certificate completion or that they exit to a sustainable destination.
Person/Position Responsible: Student Wellbeing Manager – Kylie Hand
Date of preparation or update: February 2017
Date endorsed by College Council:
Cycle of review: Annually
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3. Procedures
3.1 Roll marking
3.1.1 Timely roll marking
Rolls will be marked on Compass on a period-by-period basis by classroom teachers. Teachers should attempt to
mark their roll in the first 10 minutes of class. At the latest, all rolls should be processed before 5.45pm each
weekday. It is a professional obligation that this requirement is met. All staff are expected to also maintain their
own hard copy rolls.
3.1.2 Lateness to class
Students arriving within five minutes of the beginning of a lesson will be marked “Present” on Compass. Students
who arrive more than five minutes late to a class will be marked “Late” and their arrival time will be recorded on
Compass. Only when students arrive in the last 10 minutes of a period will they be marked “Not Present” for that
period.
3.1.3 Approved and unapproved reasons for absences
The following are approved reasons for absences:
 Illness – with provision of a medical certificate, where possible;
 Funeral;
 Job interview;
 Medical/dental/Centrelink appointments (which cannot be arranged out of class time) – please supply an
appointment card, receipt, etc;
 Court appearance/court counselling;
 Sport – College/State/National representation;
 Licence testing (not lessons).
The following are unapproved reasons for absences:
 Driving lessons;
 Personal issues (without further explanation);
 Personal appointments (without further explanation);
 Family matters/commitments (without further explanation);
 Preparing for presentation/debutant balls;
 Shopping;
 Chronic car or bike breakdown;
 Sleeping in or missing the bus;
 SAC/SAT preparation or completion of work for other classes;
 Part time work commitments;
 Supporting an upset friend (without further explanation);
 Timetable mix ups;
 Extension of holidays (unless a student has made an application for an extended absence approval with their
Learning and Engagement Coordinator prior to the extended absence, and completed the work set by
teachers).

Person/Position Responsible: Student Wellbeing Manager – Kylie Hand
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3.2 Absence follow up
3.2.1 Absence follow up by parents/carers
3.2.1.1 Notification of absences
When a student is absent from class, parents/carers are required to notify the college, preferably in advance.
Parents/carers can notify the college in any of the following ways (in preference order):
 Notify the college through the Compass information portal
 Notify the college absence line on 5442 7416 as soon as they become aware of the absence (available 24
hours, 7 days);
 Provide a written explanation upon the student’s immediate return to the college.
If, following contact by the college, no explanation has been provided within 10 school days, the absence will be
recorded as an unapproved absence and also be noted in the student’s file. Direct parent/carer contact with a
Learning and Engagement Coordinator must be made to approve an absence that occurred more than 10 days prior.
3.2.1.2 Documentation to support absences
A medical certificate is required for absences in excess of three consecutive school days, or for ongoing absences due
to illness. A Learning and Engagement Coordinator will request medical certificates or other documentation to
support absences where a student is at risk of not meeting the attendance requirements set by the VCAA.
Parents/carers should communicate with the appropriate Learning and Engagement Coordinator when a student is
likely to have significant absences, to ensure the appropriate support is made available. It is the responsibility of the
student and parent/carer to provide evidence of legitimate absences. It is the college’s prerogative to determine the
legitimacy of any explanation.
3.2.1.3 Independent students
Students who are deemed independent by Centrelink will be deemed independent by the college. Independent
students are responsible for notifying the college in the event of an absence and provide supporting documentation,
where appropriate.
3.2.2 Absence follow up by the college
3.2.2.1 Notification of absences
3.2.2.1.1 No reasonable excuse provided
If a parent has not provided a reasonable excuse, the school will notify the parent that the absences have been
recorded as such. This letter or email will be addressed to the parent who has been deemed responsible for the
child’s absence on the relevant day(s).
In the letter/email the parent will be informed that providing no reasonable excuse means:
 they may not have met their obligations under the Education and Training Reform Act 2006.
 an accumulation of these absences could lead to a School Attendance Notice from a School Attendance
Officer
 failure to comply with the School Attendance Notice may result in the issue of an Infringement Notice.
3.2.2.1.2 Automatic trigger: SMS sent to parent/carer mobile at 6pm informing of the absence/s that occurred that
day. The message requests that parent accesses Compass to provide an explanation for the absence.
3.2.2.1.3 Advisor trigger: When a student reaches 4 unapproved absences in any subject/s (one week of classes) the
Advisor will call a parent to discuss absences and will have a conversation with the student (phone or in person).
If there are reasons why the absences are occurring, parents will be reminded of the need to access Compass or
contact the absence line when an absence occurs and the student will be offered support through MIPs, Wellbeing,
Careers or a change of program by seeing their Learning and Engagement Coordinator, if appropriate.
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If there are not legitimate reasons for the absences occurring, the parent/carer will be reminded of the importance
of their child attending all classes and meeting VCAA requirements and the consequences of them not attending
classes.
The parent/carer will be informed that if future unapproved absences are to occur and the student is at risk of not
meeting the requirements to pass the subject, then the student will be contacted by a Learning and Engagement
Coordinator or Attendance Support Officer.
3.2.2.1.4 Attendance Support Officer and/or Learning and Engagement Coordinator interventions: where a student
is not maintaining a minimum 80% attendance requirement, an Attendance Support Officer (ASO) or Learning and
Engagement Coordinator (LEC) will make contact with the parent/carer to discuss various support strategies that can
be implemented to support the student to attend classes. These strategies can include, but are not limited to, the
support of Wellbeing, MIPs or Careers staff, or a change/reduction in the student’s program. Where the
implementation of these strategies does not result in the student’s attendance rate improving, the parent/carer and
student will be required to attend a meeting with the LEC where the student will be placed on an Attendance
Agreement (see attachment 1). If the student’s attendance does not improve after this intervention, the student
may be withdrawn or receive an N from the Unit/s.
3.2.3 If whereabouts of a student is unknown
If, from multiple attempts to contact a parent, it becomes apparent that a student will not be returning to the
college, the principal or principal’s representative may make a referral to a DET School Attendance Officer if:
 no alternative education destination can be found for the student, and
 the student has been absent for 10 consecutive school days.
In the referral form, the college will provide information of all attempts to contact the parents, student and
emergency contacts and any information obtained. Written records will also be kept of all communication attempts.
The DET School Attendance Officer will:
 enact procedures to locate the student, and
 send a School Attendance Notice if the student cannot be located at another registered school or training
provider.
Until notification from the DET School Attendance Officer is received, the college will continue to record the
absences for that student as unapproved and advise the DET School Attendance Officer if they receive any
information about the whereabouts of the student.
When a resolution is reached (e.g. student located, a response to a School Attendance Notice gives additional
information, or no response is received to a School Attendance Notice), the DET School Attendance Officer will notify
the school to do one or more of the following:
 complete a transfer or exit process for the student, and provide an exit destination record
 amend the attendance record for the time the student has not been attending, so the absences do not count
towards the school’s absences, from a date specified by the DET School Attendance Officer
 maintain the student’s enrolment at the school and amend the attendance records for the time the student
was not attending to reflect the actual reason for the absence
 implement a Return to School Plan for the student.
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3.3 Reporting of ‘N’ based on attendance
3.3.1 At risk of N
Classroom teachers are encouraged to always indicate on Compass and progress reports where a student is at risk of
not passing a unit due to poor attendance and therefore are failing to be working towards meeting Outcomes/
competencies.
3.3.2.1 Reporting of N on Semester reports for VCE units
When determining whether a student has passed or failed a subject in VCE, two considerations will be made in the
following priority order: Have outcomes been met (determined by teacher) and have they met the attendance
requirement (determined by Learning and Engagement Coordinator).
 If a student has not met outcomes, they must receive an N and attendance does not need to be considered.
 If a student has met all outcomes, but a Learning and Engagement Coordinator has informed the classroom
teacher that a student has failed on attendance, they must receive an N for the relevant unit.
 Where a student has a high number of approved absences but these are supported by documentation (such as
medical certificates), the student can still receive a ‘S’, and the classroom teacher will make a comment about
the implemented arrangements that supported the student to pass.
3.3.2.2 Reporting of N on Semester reports for VET units
Determining whether a student passes or fails a VCAA VET unit credit overall will be based on whether they have
been able to demonstrate the full set of individual competencies with the required reliability, validity, authenticity
and sufficiency. Given the competency based nature of assessment, it will be difficult for a student to be able to be
deemed competent if they have had poor attendance in class.
3.3.2.3 Reporting of N on Semester reports for VCAL units
Determining whether a student passes or fails a VCAA VCAL unit credit overall will be based on whether they have
been able to demonstrate the full set of individual Learning Outcomes with the required reliability, validity,
authenticity and sufficiency. Given the competency based nature of assessment, it will be difficult for a student to be
able to be deemed competent if they have had poor attendance in class.

3.4 Absences from School Assessed Coursework (SAC)
3.4.1 Attendance at SACs
Students must complete all SACs prescribed in the Unit Guidelines to receive an S.
Where a student misses a SAC the following process applies:
 Students must complete a rescheduled SAC under supervision at the earliest available session time.
 It is the responsibility of the student who has missed the SAC to contact their classroom teacher or Learning
and Engagement Coordinator personally to reschedule the SAC.
 Students will receive a rescheduled SAC details form which includes the day, date, session time, room,
specific instructions and materials allowed for the rescheduled SAC.
3.4.2 Scoring a Rescheduled SAC Unit 3&4
A rescheduled SAC will not be scored unless current and appropriate documentation is provided; which includes
either a:
 Medical Certificate or medical report,
 Reports from social workers, youth workers or other professionals,
 School Approved Absence eg: Excursion, Outdoor and Environmental Studies trip, VET Outdoor Recreation
trip, sport excursion
 Phone call with approvable explanation received from a parent/carer by the Learning and Engagement
Coordinator on the day the original SAC is missed.
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Students can appeal against a decision to have a SAC unscored. Students should inform their Learning and
Engagement Coordinator of their intent to appeal and complete the appropriate paperwork.
3.4.3 Scoring a Rescheduled SAC Units 1&2
A rescheduled SAC will only receive a grade if the absence has been approved on the Compass portal by the Learning
and Engagement Coordinator. The classroom teacher will be responsible for checking the Compass portal before
deciding to grade the SAC.
3.4.4 Absence from a Rescheduled SAC
If a student is unable to sit a rescheduled SAC that has been booked into a session, the process outlined in 3.4.1 must
be repeated. Where it has not been possible to complete a rescheduled SAC the student should lodge an application
for Special Provision through their Learning and Engagement Coordinator.
Failure to complete SACs/SATs/Assessment Tasks and rescheduled tasks without legitimate reasons may result in an
N for the unit.
3.4.5 Absences leading up to SACs
Students may be able to reschedule a SAC and/or complete an alternative SAC by applying to their Learning and
Engagement Coordinator for Special Provision.

3.5 Exemption from class/es
3.5.1 Exemption from VET and/or VCAL classes
Due to the nature of competency based learning, it is possible that some students will complete their VET and/or
VCAL course before the end of the school year. In these cases, it is possible for a student to be exempt from
attending some VET and/or VCAL classes. Students eligible to be exempt from classes must complete an ‘Exemption
from VET and/or VCAL classes’ form (see attachment 2), in conjunction with their Learning and Engagement
Coordinator and parent/carer. If the subject has an exam, they will need to return to classes for appropriate exam
revision (VET only).

3.5.2 Early release from class/es
The college has an expectation that all students will attend all classes and complete all aspects of assessment in
order to maximise their ATAR and increase their pathway options. However, students who have been granted ‘nonscored VCE’ status for medical reasons or students who have full time work (at least 25 hours per week) and have
been successful in applying for an exception from Unit 3 & 4 exams, can be exempt from Year 12 classes as of the
end of the first week of Term 4, provided they have successfully completed all outcomes and/or competencies. All
students must complete a ‘Release from Class and Exam’ form (see attachment 4) in conjunction with their
classroom teachers, Learning and Engagement Coordinator and parent/carer. Non-scored VCE students are also
required to complete the ‘Non-Scored Assessment’ form (see attachment 3). Students can be exempt from classes
one class at a time, if outcomes and/or competencies have not been completed in all classes.

3.6 Other procedures
3.6.1 Significant absences supported with documentation
Where possible, when a student has documented reasons for missing a significant number of classes (eg. ongoing
illness, injury, sporting commitments, etc), the classroom teacher/s, parent/carer and Learning and Engagement
Coordinator will work together to support the student to complete a flexible delivery of curriculum in order to
enable a pass in the unit/s. This may include working from home, online curriculum or implementing Special
Provision arrangements. In these special cases, a student may still pass a unit without meeting the attendance
requirements. However, the student must still meet the outcomes in the subject and the teacher must be able to
authenticate all work in order for the student to be awarded an ‘S’.
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3.6.2 Extended leave
Extended absences during the school term that are unrelated to the student’s academic program, should be avoided
as much as possible. Where an extended absence is unavoidable (eg. Structured Workplace Learning - SWL, family
holiday, sporting participation, etc), the student must collect an ‘Extended Absence’ form (see attachment 5) from
the Learning and Engagement Coordinators office or Advisor, or in the case of SWL from the Workplacement Team,
prior to the planned absence. This form must be completed by each of the student’s classroom teachers with all
work that is required to be completed during the absence, signed by the parent/carer and Advisor prior to the
student taking leave. Upon the student’s return to the college, the form needs to be signed by all relevant classroom
teachers and returned to the Advisor.
3.6.3 Leaving during the school day
Any student leaving a class for the purposes of research must gain the permission of a teacher.
Students who must leave the college during any class (other than for research), House or Year level Assembly or
Advisor meeting, must sign the 'Leavers Book' in the Learning and Engagement Coordinators’ office before leaving
the college grounds. The college must receive confirmation from the parent/carer for these absences to be
approved.
3.6.4 Ill or injured during the school day
Any student who is ill or injured at school must report to the First Aid Officer or the General Office. Ill or injured
students must not leave the college grounds without reporting to a staff member or Learning and Engagement
Coordinator and having parent/carer approval.
3.6.5 Students withdrawing from Units
Students wishing to withdraw from a unit either to accommodate another unit or to reduce the number of units in
their course, are required to attend the class until a ‘Unit Change Request’ form has been completed and they have
received confirmation from their Learning and Engagement Coordinator that the change has been processed. Any
student who stops attending a class will receive unapproved absences in this class until the course change has been
finalised.
3.6.6 Centrelink notification
Bendigo Senior Secondary College is obligated by law to report attendance data to Centrelink on a regular basis.
Students who are in receipt of an allowance dependent on their attendance at school, will have their payment
reduced or cancelled if they have in excess of five full days (or equivalent) of unapproved absences in any one term.
3.6.7 Students consistently late to class
It is the responsibility of the classroom teacher to follow up with students who are consistently late to class. This
follow up can include discussing the disadvantages associated with missing the beginning of a lesson, detaining the
student for the time missed (if lesson is immediately prior to a recess, lunchtime or study period) or phoning a
parent/carer. Consultation can also be sought from the Learning and Engagement Coordinator if necessary to
determine if the lateness issue is across numerous classes or to seek further advice if needed.
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Attachment 1: Attendance Agreement
Bendigo Senior Secondary College
Attendance Agreement for XXXXXX Group XX Year Level XX
The Bendigo Senior Secondary College attendance policy requires every student to attend
all scheduled classes in the subjects they have been enrolled. Unfortunately XXXXXX’s
attendance records show us that s/he is currently in breach of this attendance policy and
is at risk of not successfully completing the semester.
In order to ensure XXXXXX’s attendance in all classes the college recognises the importance of
developing a relationship between parents/carers, students and the college. This agreement sets out
the responsibilities and role of each party in assisting XXXXXX to attend all future timetabled classes.
The college is prepared to support XXXXXX in developing a satisfactory record of attendance.
This will be done by creating a partnership between all stakeholders as detailed below.
XXXXX must demonstrate a commitment to study by:
 Attending all classes, assemblies, advisor meetings, advisor interviews and compulsory activities.
 Contact teaching staff to determine work missed due to absence and then complete that work to a satisfactory
standard. The use of email on the day of absence is encouraged.
 Abide by the college Attendance Policy which was issued to all students and parents/carers.
Parents/Carers should support their student to attend all timetabled classes and activities by ensuring that:
 Any absence is for a college approved reason.
 The college is contacted immediately if legitimate reasons arise which may prevent their student from attending
school. The Compass portal can be accessed at https://bssc.vic.jdlf.com.au/ and the college absence line
number is 5442 7416 (24 hours, 7 days).
Staff will encourage XXXXXXXX to achieve his/her goals by:
 Assisting students to catch up on missed work.
 Supporting students with careers/pathways advice or other counselling as deemed appropriate by Learning and
Engagement Coordinators and parents.
Please note that the Victorian Curriculum Assessment Authority (VCAA) stipulates that a student must attend sufficient
class time to complete work. Failure to do so will result in the student receiving an N for the unit. For competency based
subjects, attendance in class is necessary to demonstrate competency. If continued absenteeism is a major issue, the
college will require medical or other appropriate documentation to approve absences.
Points to note:
 This agreement is in place for the remainder of the semester for all subjects that have been discussed today:
______________ ______________ _____________ _____________ ____________ ____________.


Continued absences in these subjects will result in failure of, or withdrawal from, the subject/s discussed.



In the instance of further unapproved absences in any subject not initially part of this agreement, parents will be
contacted and these subjects will be added to the agreement.



Continued absence and failure to abide by this agreement will require an interview where the student’s
ongoing enrolment at BSSC will be reviewed.

Student Signature………………………………………………...........................................

Date…………………....

Parent Signature…………………………………………………………………………………

Date……………………

Learning and Engagement Coordinator Signature…………………………………………...

Date……………………
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Attachment 2: Exemption from VET and/or VCAL classes form

EXEMPTION FROM VET and/or VCAL CLASSES

Name ____________________________ Student Code ____________ Group ________ Date _________

THIS FORM MUST BE RETURNED TO YOUR LEARNING AND ENGAGEMENT COORDINATOR
In the first instance this must be discussed with the appropriate VET or VCAL teacher followed by your
Learning and Engagement Coordinator.

The college has an expectation that all students will attend all classes and complete all aspects of assessment in
order to maximise their ATAR and increase their pathway options. However, due to the nature of competency based
learning, it is possible that some students will complete their VET and VCAL course before the end of the school year.
In these cases, it is possible for a student to be exempt from attending some VET and/or VCAL classes.
Scored assessment VET: If the subject has an exam, the student will need to return to classes for appropriate exam
revision.

Unit

Teacher signature

Date
competencies
were completed

Exempt from class
from this date

Required back in
class this date
(NA if not returning)

PARENT STATEMENT
I understand that my son/daughter has completed all relevant coursework in the above VET and/or VCAL subject/s
and is not required in the relevant VET and/or VCAL class/es for the dates listed above. I have spoken to my
son/daughter about using this time to prepare for the VET exam (if applicable) or to work on other subjects.

Student signature: _________________________________________________ Date: _______________
Parent signature: __________________________________________________ Date: _______________
Learning & Engagement Coordinator signature: __________________________ Date: _______________

Person/Position Responsible: Student Wellbeing Manager – Kylie Hand
Date of preparation or update: February 2017
Date endorsed by College Council:
Cycle of review: Annually
Page 9

Bendigo Senior Secondary College

Attachment 3: Non-scored assessment form

NON SCORED ASSESSMENT FORM YEAR 12-VCE
The college has an expectation that all students will complete all aspects of assessment to
maximise their ATAR and increase their pathway options.
Under exceptional circumstances students and their parent/carer can apply through their Learning and Engagement
Coordinator to undertake non-scored assessment.
Important Information on School Assessed Coursework (SACs) and School Assessed Tasks (SATs)
SACs and SATs are used in the following ways:
 To determine if a student has passed the subject. Each SAC/SAT assesses an Outcome.
 SAC/SAT and exam grades in a subject contribute to the ‘study score’ for that subject.
 The November examinations contribute significantly to the Study Score in a subject. Depending on the
subject it can vary from 20-66%.
 A student’s ATAR is calculated by using all of their subject study scores.
 An ATAR is required for University courses and some TAFE courses.
Even if a student qualifies for non-scored assessment, they will still be required to complete all Learning Activities,
SACs and SATs (even though they are not graded or scored) to a satisfactory level to demonstrate they have met
all the Subject Outcomes and can pass the subject.
To achieve an ATAR, students must have completed scored assessment in at least four sequences of Unit 3/4,
including an English.
I understand that by applying for un-scored VCE assessment:
I will not receive a study score for the subject/s undertaken as non-scored and this will affect my ATAR
SAC results accrued will be removed from the Victorian Assessment Software System (VASS) system
I choose to not have my SACs/SATs scored and/or sit exam/s in the following VCE Units:
Unit

Teacher Signature

PARENT/CARER STATEMENT
I have discussed this decision with my son/daughter. I am satisfied that he/she understands the effect on his/her
ATAR, and that an ATAR may not be obtained. I understand that assessment for Unit 4 will not be recorded and a
study score will not be achieved.
I understand that he/she will be required to complete all Learning Activities and SACs/SATs to pass the outcomes.
STUDENT SIGNATURE: ________________________________________________

DATE: ___________________

PARENT/CARER SIGNATURE: ___________________________________________

DATE: ___________________

LEARNING & ENGAGEMENT CO-ORDINATOR SIGNATURE: ______________________ DATE: ___________________
Person/Position Responsible: Student Wellbeing Manager – Kylie Hand
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Attachment 4: Release from class and exam form

RELEASE FROM CLASS AND EXAM FORM (Year 12 only)
Name _____________________________ Student Code ____________Group_______ Date ________________
THIS FORM MUST BE RETURNED TO YOUR LEARNING AND ENGAGEMENT COORDINATOR
In the first instance this issue must be discussed with your Advisor followed by your Learning and Engagement Coordinator.
STUDENT STATEMENT
I do not intend to attempt the October/November VCAA Examinations in the following unit/s:

I understand this will not affect completion of my VCE or VCAL Certificate but will mean that for the above studies I will not receive a
grade for Unit 4 assessment nor the exam. This will prevent me from obtaining a study score and will significantly reduce the level of
my ATAR and may prevent me from obtaining an ATAR.
REASON FOR REQUEST FOR RELEASE FROM CLASS AND EXAM(S)
NON-SCORED VCE (Exceptional circumstances only - appropriate paperwork must be completed)
FULL TIME WORK (obtained and evidence provided) __________________________________________________

STUDENT SIGNATURE: ______________________________________________ DATE: ____________________________
TEACHER STATEMENT
I have discussed this decision with this student and am fully satisfied that he/she understands the effect of this decision for his/her
ATAR score. He/she has satisfactorily completed all outcomes in this unit and will not be required to attend classes in this unit after
the final class date nominated below. (Staff must not sign this form until all outcomes have been satisfactorily completed – Students
must attend classes until all work is satisfactorily completed)
 VCAL STUDENTS WHO HAVE FULL TIME WORK AND ARE SEEKING TO EXIT MUST ALSO LIST THEIR VCAL UNITS BELOW

Unit

Outcomes/
competencies
met (Y/N)

Teacher Signature

Final date required in class
(Cannot be prior to 5.10.15)

Signed out
(L & E Coord)

NO APPLICATION WILL BE CONSIDERED FOR RELEASE FROM CLASS AND EXAM(S) BEFORE MONDAY 5th OCTOBER, 2015.
STUDENTS MUST CONTINUE TO ATTEND THE APPROPRIATE CLASSES AFTER THIS DATE UNTIL ALL OUTCOMES ARE
SATISFACTORILY MET. ANY STUDENT WITH ORGANISED WORK PLACEMENT CANNOT BE CONSIDERED FOR EARLY EXIT PRIOR
TO COMPLETION OF THIS PLACEMENT.
PARENT STATEMENT
I have discussed this decision with my son/daughter. I am satisfied that he/she understands the effect on his/her ATAR, and that an
ATAR may not be obtained. I understand that he/she will be required to attend classes until all outcomes have been satisfactorily met,
in accordance with the dates listed above.
PARENT SIGNATURE: ___________________________________________________

DATE: ___________________

ADVISOR SIGNATURE: __________________________________________________

DATE: ___________________

LEARNING AND ENGAGEMENT CO-ORDINATOR SIGNATURE: _________________________DATE: ___________________
Person/Position Responsible: Student Wellbeing Manager – Kylie Hand
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Attachment 5: Extended absence form

Extended absence form
Use this form for absences such as: family holiday, work experience, structured workplace learning, medical issues,
other when absence will be >3 days and known in advance. It is the student’s responsibility to catch up on all missed
work, unless they are eligible for Special Provision. The absence must also be officially recorded on Compass or the
Absence Line (5442 7416) for it to be approved.

Student: _______________________________ ID: ____________ Group: _____ Date: ______________
DATE OF PROPOSED ABSENCE: __________________________ TO ______________________________
Purpose of Absence: (Please attach supporting documentation, where appropriate) _____________________________
The following table must be completed prior to the student going on leave, as this will support him/her to monitor
and keep up to date with work missed while away. The form should be signed by the Advisor prior to the student
leaving and then when all work has been completed.

SUBJECT

TEACHER

WORK – include reference to Compass where applicable

COMPLETION
DATE

WORK
COMPLETED /
TEACHER
SIGNATURE

I agree to complete the work listed above by the date/s agreed.
Student: ____________________________________________________________________ Date: _____________
I accept responsibility for ________________________ during the dates listed above. I will support him/her in
meeting the submission of the work listed above.
Parent / Carer: _______________________________________________________________ Date: _____________
Advisor: ____________________________________________________________________ Date: _____________
When student returns and all work is completed:
Advisor: ____________________________________________________________________ Date: _____________
Person/Position Responsible: Student Wellbeing Manager – Kylie Hand
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Our ROLE is to empower learners for individual, community and global leadership. We value Respect, Optimism, Learning, Environment.

STATEMENT OF VALUES
PROMOTING HEALTHY, SAFE AND RESPECTFUL SCHOOL COMMUNITIES
Bendigo Senior Secondary College recognises the importance of the partnership between
schools and parents to support student learning, engagement and wellbeing. We share a
commitment to, and a responsibility for, ensuring inclusive, safe and orderly environments
for children and young people.
This Statement of Values sets out our behavioural expectations of all members in this
college community, including the principal, all college staff, parents, students and visitors.
It respects the diversity of individuals in our college community and addresses the shared
responsibilities of all members in building safe and respectful college communities.
Discrimination, sexual and other forms of harassment, bullying, violence, aggression and
threatening behaviour are unacceptable and will not be tolerated in this college.
Our Statement of Values acknowledges that parents and college staff are strongly
motivated to do their best for every child. Everyone has the right to differing opinions and
views and to raise concerns, as long as we do this respectfully as a community working
together.

RESPONSIBILITIES
AS PRINCIPALS AND COLLEGE LEADERS, WE WILL:










Work collaboratively to create a college environment where respectful and safe
conduct is expected of everyone.
Behave in a manner consistent with the standards of our profession and meet core
responsibilities to provide inclusive, safe and orderly environments.
Plan, implement and monitor arrangements to ensure the care, safety, security and
general wellbeing of all students in attendance at the college is protected.
Identify and support students who are or may be at risk.
Do our best to ensure every child achieves their personal and learning potential.
Work with parents to understand their child’s needs and, where necessary, adapt the
learning environment accordingly.
Respond appropriately when inclusive, safe or orderly behaviour is not demonstrated
and implement appropriate interventions and sanctions when required.
Make known to parents the college’s communication and complaints procedures.



Ask any person who is acting in an offensive or disorderly way to leave the college
grounds.

AS TEACHERS AND ALL NON‐TEACHING STAFF, WE WILL:








Model positive behaviour to students consistent with the standards of our profession.
Proactively engage with parents about student outcomes.
Work with parents to understand the needs of each student and, where necessary,
adapt the learning environment accordingly.
Work collaboratively with parents to improve learning and wellbeing outcomes for
students with additional needs.
Communicate with the principal and college leaders in the event we anticipate or face
any tension or challenging behaviours from parents.
Treat all members of the college community with respect.

AS PARENTS, WE WILL:










Model positive behaviour to our child.
Ensure our child attends school on time, every day the college is open for instruction.
Take an interest in our child’s college and learning.
Work with the college to achieve the best outcomes for our child.
Communicate constructively with the college and use expected processes and
protocols when raising concerns.
Support college staff to maintain a safe learning environment for all students.
Follow the college’s complaints processes if there are complaints.
Treat all college leaders, staff, students, and other members of the college community
with respect.

AS STUDENTS, WE WILL:









Model positive behaviour to other
students.
Comply with and model school values.
Behave in a safe and responsible manner.
Respect ourselves, other members of the
school community and the school
environment.
Actively participate in school.
Not disrupt the learning of others and

AS COMMUNITY MEMBERS, WE WILL:






Model positive behaviour to the college community.
Treat other members of the college community with respect.
Support college staff to maintain a safe and orderly learning environment for all
students.
Utilise the college’s communications policy to communicate with the college.

THE DEPARMENT OF EDUCATION AND EARLY CHILDHOOD DEVELOPMENT WILL:








Provide support and advice to principals to equip them to manage and respond to
challenging behaviour of students, parents and staff.
Provide practical guidance and resources to support colleges to manage and respond
to challenging behaviour of students, parents and staff.
Provide practical guidance and resources to support colleges to respond to and prevent
bullying and promote cyber‐safety and wellbeing.
Provide access to evidence based resources and strategies to increase student safety,
wellbeing and engagement.
Provide colleges with practical and legal support as required.
Provide parents with practical guidance and resources to resolve conflicts with the
college.

CONSEQUENCES FOR FAILING TO UPHOLD THE STATEMENT OF VALUES
UNREASONABLE BEHAVIOURS

Behaviours that are considered inappropriate on and adjacent to college grounds or in
relation to college business and that do not uphold the principles of this Statement of
Values include when a person:








is rude, aggressive or harasses others
sends rude, confronting or threatening letters, emails or text messages
is manipulative or threatening
speaks in an aggressive tone, either in person or over the telephone
makes sexist, racist or derogatory comments
inappropriately uses social media as a forum to raise concerns/make complaints
against the college
is physically intimidating, e.g. standing very close.

CONSEQUENCES

Principals are responsible for determining what constitutes reasonable and unreasonable
behaviour.
Unreasonable behaviour and/or failure to uphold the principles of this Statement of Values
may lead to further investigation and the implementation of appropriate consequences.
This may include:







utilising mediation and counselling services
alternative communication strategies being applied
formal notice preventing entry onto college premises or attendance at college
activities. Written notice will follow any verbal notice given.
an intervention order being sought
informing the police which may result in a charge of trespass or assault

By agreeing to meet specified standards of positive behaviour, everyone in our college
community can be assured that they will be treated with fairness and respect. In turn, this
will help to create a college that is safe and orderly, where everyone is empowered to
participate and learn.

Appendix 7 - Staged response checklist for student behaviour issues
Stage 1: Promoting positive behaviour and preventing behavioural issues
Suggested strategies

College actions
The college takes a proactive approach to defining and teaching college-wide expectations for all students. There is a series of
explicit and implicit strategies the college employs in order to build student understanding of college expectations. These
strategies include:

Define and teach
college-wide
expectations for all.







Conducting college ‘Blast Off’ interviews at the beginning of each year where college expectations around attendance and
behaviour are outlined with supporting documentation provided.
Prominent displaying of Respectful Learner Responsibilities posters in classrooms across the college.
Requiring that all students read and agree to our college Rights and Responsibilities when enrolling or re-enrolling in a
program for the following year.
Utilising assemblies and Advisor time to reinforce positive behaviour and reiterate requirements for student actions.
Introducing the Study Centre for all Year 11 students to reinforce the importance of good study habits and build the
capacity of these students to use their time effectively.

It is important that the college has the positive behaviour of staff and students as a key focus area. The role staff can play in this is
vital to its success. Strategies to ensure this success include:

Establish whole college
positive behaviour
programs.







Delivery of the DET Respectful Relationships curriculum to all students.
Reinforcing the positive behaviour students display through phone calls to parents and Compass notes to ensure this
recognition is shared broadly across the college.
Building a culture of approachable staff by focussing on modelling appropriate behaviour and encouraging students to call
staff by their first name.
Recognising the efforts of students who have 100% attendance through an ‘Attendance Awards’ Program. Students are
then given these awards through Advisor time and, where possible, college assemblies.
Running a range of activities throughout the year to promote positive and inclusive behaviour. Such days provide students
and staff the opportunity to interact on a less formal basis while enjoying some food and entertainment, as well as building
links with local community organisations.





Using our Advisor program as a vehicle to build student awareness and understanding of the impact of bullying, unsafe
online behaviour and building healthy relationships. Our Advisor program is also used to help students set and monitor
their goals each semester.
Promoting student and staff success through social media. The college extensively uses social media platforms such as
Facebook and Twitter to celebrate the successes of students and staff to the community.

It is essential that the college identifies students who are at risk of disengagement and puts in place mechanisms of support early.
Every staff member across the college is responsible for ensuring proper care is taken to intervene in a timely manner. Such
action is facilitated through:


Establish consistent
college-wide processes
to identify and support
students at risk of
disengagement from
learning.





A consistent process for following up student attendance. Our Attendance policy outlines a process through which
Advisors follow up on absences at an early point for all students who miss four or more classes. Our Attendance Support
Officer provides an extra level of support to call those students who are chronically absent from school, making regional
referrals where necessary. The role of the Learning and Engagement Coordinators is critical in re-engaging students who
have higher than average absences and linking them with appropriate services.
Clear and concise record keeping. Our online portal ‘Compass’ is a key aspect of providing ongoing support to students.
Communication between staff, students and parents/carers is recorded to ensure all staff are aware of the support
already provided and therefore the next steps which need to be taken. This process also includes the use of ‘at risk of
failure’ notifications which are published to parents and also visible to students and teachers thereby giving advanced
warning of students who need to provide additional work or improve attendance in order to meet course requirements in
a timely fashion.
A range of support mechanisms within the college to which students can be referred. The college Pathways Office is a
colocation of support and teaching staff for the express purpose of providing students with targeted one on one support
to find further education, training and employment opportunities. Part of the focus of this team is the case management of
students who at risk of disengagement and/or early exit from the college. Our Wellbeing Team also plays a key role in
ensuring students who are at risk are managed and referred to appropriate community organisations if it is deemed
necessary.

Stage 2: Responding to individual students exhibiting challenging behaviour
Suggested strategies

College actions

Assess the behaviour
and its functions,
influences, and
triggers (include
student, parents and
college wellbeing staff
as appropriate).

Staff gain a picture of how the student is currently travelling through the latest notes on Chronicle and discussions with relevant
staff members, where necessary.
Use knowledge gained from chronicle notes and staff conversations, including any relevant history or family circumstances that
might need to be considered in relation to responding to the behaviour.

Discuss behaviour with Learning & Engagement Coordinator and determine appropriate support.
Develop Behaviour
Support Plan and/or Discuss with colleagues who also teach the student to see what other supports have been effective in other classes.
Individual Education
Plan (involve parent or Modify type of activity for student, where appropriate.
carer)
Consider if any
environmental
changes need to be
made.

Support the learning of other students alternatives to the environment might be needed.

Teach replacement
behaviours

Strategies shared out by advisor that have been discussed through interviews including Blast Off interviews.

Engage Student
Consider referrals to DET/Tristar visiting services, or external agencies, if required.
Support Services
and/or community
services to undertake
assessments and/or

provide specialist
support
Establish a student
support group

This should include the parent, carer, Advisor (if available), Learning & Engagement Coordinator, any relevant Caseworkers and
KESO (if Indigenous).

Implement
See appendix 8
appropriate
disciplinary measures
that are proportionate
to problem behaviours
Consider out-of-school Investigate a referral to an alternative educational setting such as NETschool, DOXA or BFLO (Bendigo Flexible Learning
behaviour
Option).
management options
such as Student
Development Centres
(if available)

Appendix 8: Process for responding to breaches of Behaviour Expectations
Rule breach

Possible staged responses

Who is involved

Consistent minor behaviour issues in the classroom

Verbal remainder to get on task

Teacher

Take them aside and talk to them, one on one
restorative conversation, reminding them about
BSSC expectations (Respectful Learner
responsibilities)
Withdrawal of privileges (move students)
Phone call home by teacher
Talking with colleagues for advice
Coordinator to assist and provide message home
Refer to Student Manager or AP
Cheating within an assessment task

Confiscation of the assessment task and any other
materials used during the task

Learning & Engagement Coordinators
Assistant Principal
Teacher

Chronicle note made stating all of the relevant
details for Learning & Engagement Coordinator for
the relevant Learning Area and Curriculum
Manager to follow up.
Assessment materials handed over to Curriculum
Manager
Curriculum Manager and Learning & Engagement
Coordinator to meet and discuss follow up and
decide on seriousness of breach

Curriculum Manager and Learning & Engagement
Coordinator for learning area

Bullying of another student or staff member

See Appendix 1 – Bullying prevention policy for more
detail

Staff Member made aware of the bullying

Documentation of details regarding the nature and
specifics of the bullying. Including where possible
any images or copies of the text.
Staff member who is made aware of the bullying to
make a note of the incident on Chronicle and also
contact and discuss follow up with the relevant
Learning & Engagement Coordinator or Student
Manager.

Learning & Engagement Coordinator

A restorative conversation between offender and
victim if both parties are agreeable. Offended to
admit the hurt caused and make assurance to
prevent any further hurt. Contact with home via
phone.
More serious conversation with offender and
Learning & Engagement Coordinator and the
offender’s family. Strategies and support put in
place and commitment from offender to ensure
that they will commitment to receiving the support
to ensure no further harm is caused.

Principal and Student Manager or AP

Withdrawal for a period of time through an internal
or external suspension. In a return to school
conversation further restrictions are put in place to
reduce the likelihood of possible harm being
caused. A further commitment from the offender
for harm to stop.
Significant breach, such as theft or damage to
property, or possession of illicit substance

Refer to Student Manager or AP

Staff Member
Student Manager or AP

Meeting between Student Manager or AP and
student and family. Restorative conversation and
discussion of exclusion from school.
Principal to approve decision on internal or
external suspension for student and duration of
withdrawal.
Return to school to discuss support strategies to
prevent further breaches of college Rights and
Responsibilities.

Principal

Student Manager or AP

APPENDIX 9 - CHILD SAFE STANDARD 3:
CODE OF CONDUCT
Child Safety

Code of Conduct

October 2016

Bendigo Senior Secondary College is committed to the safety and wellbeing of children and young people. Our
school community recognises the importance of, and a responsibility for, ensuring our school is a safe, supportive
and enriching environment which respects and fosters the dignity and self-esteem of children and young people,
and enables them to thrive in their learning and development.
This Code of Conduct aims to protect children and reduce any opportunities for child abuse or harm to occur. It
also assists in understanding how to avoid or better manage risky behaviours and situations. It is intended to
complement child protection legislation, Department policy, school policies and procedures and professional
standards, codes or ethics as these apply to staff and other personnel.
The Principal and school leaders of Bendigo Senior Secondary College will support implementation and monitoring
of the Code of Conduct, and will plan, implement and monitor arrangements to provide inclusive, safe and orderly
schools and other learning environments. The Principal and school leaders of Bendigo Senior Secondary College
will also provide information and support to enable the Code of Conduct to operate effectively.
All staff, contractors, volunteers and any other member of the school community involved in child-related work are
required to comply with the Code of Conduct by observing expectations for appropriate behaviour below. The
Code of Conduct applies in all school situations, including school camps and in the use of digital technology and
social media.
Acceptable behaviours
As staff, volunteers, contractors, and any other member of the school community involved in child-related work
individually, we are responsible for supporting and promoting the safety of children by:


upholding the school’s statement of commitment to child safety at all times.



treating students and families in the school community with respect both within the school environment
and outside the school environment as part of normal social and community activities.



listening and responding to the views and concerns of students, particularly if they are telling you that they
or another child has been abused or that they are worried about their safety/the safety of another child.



promoting the cultural safety, participation and empowerment of Aboriginal and Torres Strait Islander
students.



promoting the cultural safety, participation and empowerment of students with culturally and/or
linguistically diverse backgrounds



promoting the cultural safety, participation and empowerment of LGBTI students



promoting the cultural safety, participation and empowerment of students with diverse religious beliefs



promoting the safety, participation and empowerment of students with a disability.
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reporting any allegations of child abuse or other child safety concerns to a member of the school’s
leadership or wellbeing teams.



understanding and complying with all reporting or disclosure obligations (including mandatory reporting)
as they relate to protecting children from harm or abuse.



ensuring as quickly as possible that the student(s) are safe and protected from harm if child abuse is
suspected.

Unacceptable behaviours
As staff, volunteers, contractors, and any other member of the school community involved in child-related work we
must not:


ignore or disregard any concerns, suspicions or disclosures of child abuse.



develop a relationship with any student that could be seen as favouritism or amount to ‘grooming’
behaviour (for example, offering gifts).



exhibit behaviours or engage in activities with students which may be interpreted as abusive and not
justified by the educational, therapeutic, or service delivery context.



ignore behaviours by other adults towards students when they appear to be overly familiar or
inappropriate.



discuss content of an intimate nature or use sexual innuendo with students, except where it occurs
relevantly in the context of parental guidance, delivering the education curriculum or a therapeutic setting.



treat a child unfavourably because of their disability, age, gender, race, culture, vulnerability, sexuality or
ethnicity.



communicate directly with a student through personal or private contact channels (including by social
media, email, instant messaging, texting etc) except where that communication is reasonable in all the
circumstances, related to school work or extra-curricular activities or where there is a safety concern or
other urgent matter.



photograph or video a child in a school environment except in accordance with school policy or where
required for duty of care purposes.1



in the school environment or at other school events where students are present, consume alcohol contrary
to school policy 2 or take illicit drugs under any circumstances.

This Code of Conduct was endorsed/approved by the Bendigo Senior Secondary College Council on 18 October
2016 for review if legislative or other changes require in the interim or no later than December 2018.

1

SPAG: http://www.education.vic.gov.au/school/principals/spag/safety/pages/photoandfilm.aspx . The policy says the school should get consent

before taking and publishing photos of a student. This applies every time a photo is taken. The same policy applies for excursions and school
activities.
2

SPAG: http://www.education.vic.gov.au/school/principals/spag/safety/pages/alcohol.aspx. The policy says the school must obtain school council

approval before alcohol can be consumed on school grounds or at a school activity. The policy says staff members should not consume alcohol
during camps and excursions. It is silent on whether they can consume alcohol at other school events where students are present, this is a
matter that the school needs to decide upon – draft text is provided in the guidance fact sheet
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APPENDIX 10 - CHILD SAFE STANDARD 2: BSSC
STATEMENT OF COMMITMENT TO CHILD SAFETY
Bendigo Senior Secondary College is committed to the safety and wellbeing of all children and
young people. This will be the primary focus of our care and decision-making.
Bendigo Senior Secondary College has zero tolerance for child abuse.
Bendigo Senior Secondary College is committed to providing a child safe environment where
children and young people are safe and feel safe, and their voices are heard about decisions that
affect their lives. Particular attention will be paid to the cultural safety of Aboriginal and Torres
Strait Islander children and children from culturally and/or linguistically diverse backgrounds, as well
as the safety of children with a disability.
Every person involved in Bendigo Senior Secondary College has a responsibility to understand the
important and specific role each of us plays, individually and collectively, to ensure that the
wellbeing and safety of all children and young people is at the forefront of all we do and every
decision we make.

Bendigo Senior Secondary College’s principles for child safety1.
In our planning, decision-making and operations Bendigo Senior Secondary College will
1.

Take a preventative, proactive and participatory approach to child safety;

2.

Value and empower children to participate in decisions which affect their lives;

3.

Foster a culture of openness that supports all persons to safely disclose risks of harm to
children;

4.

Respect diversity in cultures and child rearing practices while keeping child safety
paramount;

5.

Provide written guidance on appropriate conduct and behaviour towards children;

6.

Engage only the most suitable people to work with children and have high quality staff
and volunteer supervision and professional development;

7.

Ensure children know who to talk with if they are worried or are feeling unsafe, and that
they are comfortable and encouraged to raise such issues;

8.

Report suspected abuse, neglect or mistreatment promptly to the appropriate authorities;

9.

Share information appropriately and lawfully with other organisations where the safety and
wellbeing of children is at risk; and

10.

1

Value the input of and communicate regularly with families and carers.

Adapted from Our Community (2016) Child Protection Toolkit: What every not-for-profit organisation must do now.
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Appendix 11 - Mandatory Reporting Policy
This policy is to be read in conjunction with the BSSC Child Safe Environment policy.

Rationale
When teachers form a belief that a child may be at risk of harm due to sexual abuse or physical injury
that results from abuse or neglect, they have a legal responsibility to notify the Department of
Human Services.
Bendigo Senior Secondary College must meet the mandatory reporting requirements of the Children,
Youth and Families Act 2005 as well as meet the school’s duty of care obligations to students.

Purpose
The purpose of this policy is to ensure that children’s rights to be safe are maintained and
each child is protected against physical and sexual abuse, and neglect.

Definitions
Child abuse/neglect
Child abuse and neglect occurs when a parent/guardian or any other person having the care
of a child inflicts, or allows to be inflicted, physical injury or gross deprivation on the child that
causes or creates a substantial risk of death, disfigurement, impairment of physical or
emotional health or development, or creates or allows to be created a substantial risk of such
injury. This definition includes sexual abuse and/or sexual exploitation of the child.
Children and young people have the right to be protected from abuse and neglect. When
teachers form a belief that a child may be at risk of harm due to sexual abuse or physical
injury that results from abuse or neglect, they have a legal responsibility to notify the
Department of Human Services.

Mandatory Reporting
Since 1993 teachers have been mandated to report suspected child abuse or neglect to the
Department of Human Services Child Protection. As of July 2003, this was updated to include
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any person who is registered as a teacher or principal under the Victorian Institute of
Teaching Act 2001 or has been granted permission to teach under that Act. Any and all
persons so described are mandated to report physical injury that results from abuse or
neglect, and sexual abuse, to the Department of Human Services Child Protection.
Non-mandated staff members who believe on reasonable grounds that a child is in need of
protection are encouraged to speak to their Principal as well as being able to report their
concerns to DHS Child Protection.
This legal requirement to report child physical and sexual abuse arises from Section 184 of the
Children, Youth and Families Act 2005. In summary:
If, in the course of his or her duties, a teacher or principal forms the belief on reasonable
grounds that a child is in need of protection on the grounds that a child has suffered, or is
likely to suffer, significant harm as a result of physical injury or sexual abuse, and the child’s
parents have not protected or are unlikely to protect the child from harm of that type; the
person must notify the Department of Human Services Child Protection of that belief and of
the reasonable grounds for it, as soon as practicable After forming the belief
And
After each occasion on which he or she becomes aware of any further reasonable
grounds or the belief.

Forming a Belief
The Children, Youth and Families Act 2005 states that teachers must notify the Department of
Human Services when they form a belief on reasonable grounds that a child has suffered, or is
likely to suffer, significant harm as a result of physical injury or as a result of sexual abuse.
A belief is considered to be more than a suspicion. One may be considered to have formed a
belief if one is more likely to accept rather than reject the suspicion that a child is at risk of
harm from physical or sexual abuse.
Proof is not required that abuse has occurred or is likely to occur. A belief is sufficient. It is
the role of the Department of Human Services to determine whether that belief should be
investigated.

Reasonable Grounds
Reasonable grounds can be thought of as the mechanism used for forming the belief. These
include situations where:
A child tells the teacher they have been abused
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Someone else tells the teacher (perhaps a relative, friend, neighbour or sibling of the
child) that a child has been abused or is at risk of abuse.
A child tells the teacher that they know someone who has been abused (often a child
is referring to him or herself), and the teacher’s own observation of a particular child’s
behaviour/injuries or their knowledge of children generally leads them to suspect that
abuse is occurring.

Implementation
Any person who is registered as a teacher or principal under the Victorian Institute of
Teaching Act 2001 or has been granted permission to teach under that Act are mandated to
report physical injury to any person under 17 years of age that results from abuse or neglect,
and sexual abuse, to the Department of Human Services Child Protection.
Note: While the above is mandated, in accordance with Ministerial Order No. 870 - Child Safe
Standards - Managing the Risk of Child Abuse in Schools, all DET staff members MUST act by reporting
to DHHS Child Protection or Victoria Police, as soon as they witness an incident or form a reasonable
belief that a child/student has been, or is at risk of being abused. This includes all forms of abuse. This
duty of care also extends to students who are aged 17 years and over. In circumstances where a DET
staff member suspects that a student over the age of 17 is subject to abuse they are also required to
follow the Four Critical Actions for Schools: Responding to Incidents, Disclosures or Suspicions of Child
Abuse.
Teachers will be informed annually of their legal responsibilities to report child abuse and
neglect to the Department of Human Services and will be provided with information on how
to recognise and respond to child abuse.
If a teacher suspects that a child is in need of protection from physical and/or sexual abuse it
is essential that he/she document any concerns and observations in a confidential file. In all
cases, teachers are advised to inform the principal of his or her concerns as early as possible.
Over a period of time it may become apparent to the teacher that there are reasonable
grounds on which to form a belief that the child needs protection.
Following a discussion with the Principal or Principal’s nominee about his/her concerns and
observations:
The teacher may form the belief that it is necessary to make a report. In this case the
teacher must make a report to the Department of Human Services as soon as
practicable. It is the responsibility of the individual teacher to ensure that this
notification has occurred and that all reasonable grounds supporting the belief have
been reported.
The teacher may continue to suspect that a child is in need of protection. In this case
the teacher should continue to monitor and support the child.
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Those involved in any process of consultation around mandatory reporting must maintain
confidentiality regarding the child, the family, the notifier and any alleged perpetrator.
A teacher does not need permission from parents or caregivers to notify, nor do you need to
inform them that you are notifying.
A teacher may notify the Department of Human Services Victoria of his/her belief without the
prior knowledge of the Principal. It is strongly recommended that the teacher inform the
Principal or Principal’s nominee of his/her action as soon as practicable.
It may be necessary for the Department of Human Services to interview a child at school
when a notification of abuse has been made. Such requests may be directed to the Principal
or the Principal’s nominee.
It is important to advise children or young people of their right to have a supportive adult
present at such an interview. This may be the Principal or a teacher.
When Officers of Child Protection Victoria or the Police seek an interview with a child, the
Principal should cooperate with the authorised agency.
He or she should:
Arrange for the child to choose a supportive adult to be present.
Follow the recommended procedures from the Department of Human Services and
the DET.
Ensure that arrangements are in order for any interview which is to take place at the
school.
Seek or offer appropriate pastoral support for the reporting staff member.
Observe confidentiality at all times in the management of a mandatory reporting case.
If legal assistance is required, contact the DET.
Where any report to the DHS Child Protection involves a Koorie student, the Principal must
advise the regional office. The regional office, with the Koorie support officer, ensures
support is arranged.

Evaluation
This policy will be reviewed as part of the school’s four year review cycle or as
required.
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http://www.education.vic.gov.au/management/governance/spag/safety/protection/childprotection.
htm
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/Flowchart_Mandatory_Reporti
ng_Sep_2010.pdf
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