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	���

��� �

‘Building Individual Success in a  

Supportive School Environment’ 
 

���������� ‘A Healthy Mind in a Healthy Body’ 
 

��������������
��������
��

At Boyne Island State School we aim to create an environment which is 
enthusiastic, challenging and supportive through partnerships so that students may 
reach their individual potential within a team that operates; 
 
Together as life long learners to  
Engage in learning for a changing future through  
Active participation in  
Multiple worlds with an emphasis on  
Self-motivation and responsibility. 
 
The staff, students and community of Boyne Island State School therefore seek to; 
� Achieve academic excellence 
� Cultivate individual strengths and talents in a caring, supportive environment 

where individual differences and the rights and responsibilities of others are 
respected; 

� Implement new and changing curriculum with new and changing pedagogical 
practices and up-to-date and skilled human, technological and physical 
resources 

 

��	��	����
�
��

����

We take pride in our school being a truly caring, supportive environment with 
professional personnel working together as a team and in partnership with our 
parents and community. 
 
We value our clients – students, their parents and the community in which they 
live, to whom we are accountable. We aim to provide the best quality educational 
services in the best possible quality environment to meet the needs of all 
students. 
 
We expect our school personnel to work professionally within these partnerships 
in meeting the school’s and Education Queensland’s goals and targets and in 
setting the future direction of education for our school and community through 
current pedagogical, administrative and management practice and current 
curriculum implementation. 
 
Our management team will do our best to support effective learning and teaching, 
the professionalism of all school personnel and the development of these 
partnerships within our school and district environment. 
 
Welcome to our school community and to our team. 

 

��������
�

��	��	���
���
	�����
�
��

����

On behalf of the Parents’ and Citizens’ Association we welcome you as a staff 
member to our school and trust that the association will be an enjoyable and 
beneficial one.  We look forward to working in partnership with you for the mutual 
benefit of all students of this school. 
 
Your valued work and support can only ensure that this school community provides 
the quality teaching or support personnel, environment, facilities, resources and 
volunteers necessary for a quality education in a quality environment. 
 
You are invited to join us at a P&C Association meeting where we will meet with 
you and endeavour to make you feel welcome in our school. Our meetings are held 
on the first Tuesday of each month from 7:00 p.m. to 9:00 p.m. in the Staffroom, 
Administration Building. 
 
 
President 
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���������
�
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�
Values of respect  
Responsibility 
and 
excellence  

 
encompassing 
-  Honesty 
-  Trustworthiness 
-  Integrity 
-  Tolerance, 
-  Understanding 
-  Inclusiveness 
-  Care  
-  Compassion 
-  A Fair Go 
-  Freedom 

�

Through an open, caring environment and through respect for self and others, 
responsibility and excellence,  we believe that quality learning occurs when; 
 
Learners 
·  Are valued 
·  See purpose in their 

learning 
·  Gain competence 

and independence 
for lifelong learning 

·  Desire to learn 
·  Gain a realistic view 

of their abilities 
·  Gain support and 

confidence from their 
peers and their 
environment 

 
Parents 
·  Understand that 

learning begins at 
home 

·  Take an active, 
supportive role in 
their child’s learning 

·  Understand that 
partnerships 
between parents, 
school and 
community enhance 
their child’s learning 

·  Are kept informed on 
school matters 
pertaining to their 
child 

·  Are kept informed on 
their child’s 
development at 
school 

·  Have realistic 
expectations on what 
the school and the 
education system 
can/cannot do 

The School 
·  Has a clearly 

defined strategic 
direction for our 
preferred future 

·  Sets high 
expectations for 
student 
achievement, 
behaviour and 
learning outcomes 

·  Provides 
appropriate school-
based programs 
that align to current 
syllabuses and 
curriculum 

·  Provides a safe, 
supportive yet 
challenging learning 
environment 

·  Provides ongoing 
staff development 
and training for all 
personnel 

·  Is open and 
welcoming to all 

·  Is accountable to 
the community, 
Education 
Queensland and the 
government 

·  Develops 
school/community 
links to further 
distinctive schooling 
for this school 
community 

Teachers 
·  Have clear and 

realistic outcomes and 
expectations for 
student learning 

·  Cater for all students 
and their needs and 
abilities 

·  Are motivated, 
enthusiastic and 
competent 

·  Provide suitable role 
models 

·  Are accountable 
·  Are supported by 

peers, management 
and school personnel 

·  Have opportunities to 
up-date their skills 
knowledge through 
development and 
training 

·  Engage in pedagogy, 
reflecting on effective, 
current teaching and 
learning practices 

 
Community 
·  Are supportive of the 

school 
·  Have pride and 

confidence in their 
school 

·  Are encouraged to 
participate in the 
strategic planning and 
future direction of the 
school 

·  Integrally develop 
linkages with the 
school and students’ 
learning  

 
Our day commences with a bell for students to move to classrooms for the 
beginning of the day. Students must never be left in classrooms without teacher 
supervision. We recommend that teachers lock classrooms upon leaving. 
 
Bell Times  
8:55 a.m. First bell for 9:00 a.m. start  
11:00 a.m. to 12:00 p.m. First Lunch commences  
11:15 a.m.   Play begins 
11.55 a.m. First Bell for children to access the toilets and return 

equipment to Sports Room 
12:00 p.m.   Second Bell - class resumes 
1:30 p.m.     Afternoon Tea commences 
1:45 p.m.     Recess Ends 
3:00 p.m.     Final bell 
 

������ ����
!�"�

Please do not  release students before the final bell unless directed by 
management (in an emergency). This is for legal reasons. 

�  
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�#
�����	
� �
�  Students 

A note is required from all absentees as a matter of courtesy. Absences are to be 
marked on the roll as depicted on the top of the absence sheet. If no notification is 
received, teachers MUST mark the roll as an ‘unauthorised absence’. 
 
It is the responsibility of the Class Teacher to complete class rolls each week and 
return to Administration by Friday afternoon for posting on to SMS. Any sheets 
showing ‘unauthorised absences’ will be returned to the class teacher for follow 
up.   
 
It is the responsibility of the class teacher to contact parents and carers to 
determine the reason and duration of absences. If the absence is long or regular, 
it must be brought to the attention of the Principal or Deputy Principal for inquiry if 
contact from the parent has not been received. 
 
After 2 to 3 days        - Contact Parent to inquire 
 - Notify Management to contact Police if no action 
After 3 weeks  - As above 
 - Delete from enrolment records  

 

�#
�����	
� �
�  Staff 

If taking sick leave, please advise the Office no later than 7:30 a.m.  so a relief 
teacher can be booked and purchased. Alternatively, a message may be left on 
the staff absence line on 4979 9370 to advise of your absence out of school 
hours. 
  
In an emergency call out with family illness/accidents is necessary, notify the 
Office of the situation and again promptly of intentions and supervision will be 
arranged. All leave is official and replacement occurs through our Teacher Relief 
Scheme. Management will not replace the teacher except in emergent situations 
as mentioned above. Wise use of sick leave will leave a balance for emergent 
situations so that leave without pay need not be taken.  

 

���	

	��
�
�  Preparatory 
�  Year One 
�  Other 

enrolments�

A child who enrols at the school FOR THE FIRST TIME (in any grade) is termed 
an ‘admission’. All admissions are made by the Administration and entered on 
SMS computer management system. Students are then allocated to year levels 
by management.  Preparatory Year is fulltime and non compulsory, however 
students must be enrolled in the class of their age group (e.g., withholding 
children to begin Prep later is not acceptable). 
 
When a child is admitted, the Administration Office will forward to the class 
teacher concerned the relevant details form. 
Student and their parents who enrol are required to complete a systemic 
enrolment form, view the school’s Responsible Behaviour Plan, Dress Code and 
Homework Policies and sign an Enrolment Agreement. 

 

���
������	���
$����
�����

Various performers visit during the school year. Generally there is one 
Queensland Arts Council per term.  Only performers approved by Queensland 
Arts Council may perform in a School. This list is published annually through 
Education Views and is accessible on the Internet. Please refer to the School 
Procedures Manual for Money Collection procedures. 

 

�

��#�"��
�  Whole School 

Assembly will be held on a designated day weekly, currently on Thursday 
afternoons at 2:40 p.m.  facilitated by the Student Leaders. Teachers are 
responsible for the supervision and behaviour of their class whilst on assembly. 
Student Leaders should be informed of individual class items or announcements. 
 
Teachers are encouraged to acknowledge the efforts of students by presenting 
class specific or school awards at assembly. 
 
Changes to Assembly will be communicated by the Daybook and Newsletter. 
Parents, Carers and Community Members are welcome to attend all assemblies. 

 

�

�

�����
����%�����	���

The Essential Learnings, associated Key Learning Area syllabuses, QCARF and 
school specific Scope and Sequence documents, the Developmental Continua 
and class/individual teaching programs inform ongoing, assessment techniques 
and tools. 



 7 

�

�

�����
����%�����	���
&�����

Standardised Report Cards are distributed in June and December towards the 
end of semester, preferably in the second last week. Face to face 
Parent/Carer/Teacher interviews are to be completed Terms One and Three with 
written reporting at the end of each semester to encourage better 
teacher/parent/student feedback in relation to their child’s progress. Interviews 
maybe requested at any time by parents, carers and teachers to discuss student 
progress and achievement. We encourage teachers to complete Report Cards 
electronically via Grape as part of the SMS reporting Package. Parents should 
be encouraged to discuss any problems at any time through open communication 
channels with their teacher.�

 

 ����������'�
�� 	�(�����'�

� �(	��� �

While students are enrolled in and attend state schools, school staff will collect 
personal information about their academic performance, attendance and 
behaviour for the purpose of monitoring their educational progress and providing 
educational programs to suit the needs of the student.   
 
Year Eleven and Twelve student details and academic profiles will be passed on 
to the Queensland Studies Authority for the purpose of processing Senior 
Certificates and Tertiary Entrance Statements. Year Three, Five and Seven 
Student names are passed on to the Queensland Studies Authority for the 
purpose of issuing individual reports in relation to the assessment of numeracy 
and literacy skills of students. 
 
This personal information cannot be disclosed to other third parties without the 
individual’s consent where authorised or required by law. 

 


��)	��� School Banking is conducted every WEDNESDAY by voluntary helpers. Deposits 
are to be collected in the banking bag and sent down to the Staffroom  by 9:00 
a.m. Volunteer parents conduct school banking electronically via the Internet. 

 


� �(	�������
�������
�

ALL TEACHERS  are responsible for the good behaviour of ALL  students during 
school hours under their duty of care. Adequate supervision must be provided to 
students. Teachers are legally responsible for all students under their care, not 
Teacher Aides, parents/carers or volunteers. This includes before, during and 
after school whilst on the grounds. 
 
All staff need to be familiar with our school’s RESPONSIBLE BEHAVIOUR PLAN 
(as this is a legal document) and need to accept responsibility for managing 
behaviour, initial contact with parents and referral processes for support 
personnel such as Guidance/Psychologist. 

 


	��
�������)�
���
��

The use of biros is a teacher’s decision based on expectations and sound 
classroom management practices. These are preferably to be used for writing 
only in Year Seven or Year Six once a Pen Licence  has been given and should 
be used only in the final draft of process writing at the teacher’s permission. 
 
NOTE: However, in learning to write, children may use a variety of writing 
medium for experimentation under a teacher’s supervision and within a specific 
program, as per the Handwriting Policy and Guidelines of Education Queensland. 

 


��#������� Refer to Emergency Evacuation procedures, School Procedures Manual. A 
system exists for the collecting of information on the telephone at the time of 
contact with bomb threats. All threats are treated seriously. 

 


��)���������
*�"����
�
�
�
�

All books should be covered and named.  
Teachers need to model and instil in students, expectations of neatness, quality 
and pride in their best efforts.  
� Work is to be dated 
� A ruler should be used at all times from Year Two 
� Pencils should be HB and sharpened before school. 
� Care should be taken in marking 
� Work to be commented on, on a regular basis for feedback. Positive 

comments rather than negative. 
� Licence for biro use (refer Biro and Handwriting policies), to encourage 

neatness and pride in work. 
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��)���������
*�"����&�����

� Mapping and heading in printing.  
� All bookwork from Year Three up should be in cursive. Printing or personalised 

script allowable for specific learning activities as designated by the teacher. 
The teacher should encourage and model cursive script at all times in general 
writing. 

 
 
First Draft Correction  
A ruler-width margin down left hand side aids in comments/correction. First drafts 
to be written on every second line. If teacher considers work too long, child is 
given the option of doing the second draft in its entirety OR to do second draft of 
part of the work. 

   
PROCEDURE Child rereads first draft 
 Partner rechecks and signs 
 Teacher checks, putting codes in the margin     
  
CODES  PUNCTUATION 
 S (S) SPELLING (S) 
 ^ WORDS LEFT OUT 
 “ DIRECT SPEECH 
 �          PARAGRAPH 
 ? NOT A SENTENCE, DOESN’T MAKE SENSE 
 I INCORRECT WORD 
 got  BETTER WORD 
 < TOO MANY WORDS 
  

+	�
��!�����
�������	���
����
�
�
�
�
�
�

Please refer to School Spelling Program and/or clas s charts for additional 
detail 

 


���)���
� Report breakages to Administration and/or Grounds Officer as soon as possible 
so that repairs can be organised quickly. Security and safety are paramount. 
Minor works will be placed on a list to do. Safety Issues are required to be 
addressed immediately or a Risk Management conducted. 

 

����	
������
�������"�

Confiscated property must be given back at the end of the day. If lost, damaged 
or missing whilst in your possession, you could be expected to pay for 
replacement if a parent requests this. Please inform the Principal or Deputy 
Principal of items of significant value or ongoing non compliance. 
 
‘A principal or other teachers of a State School sh all exercise due 
supervision over the care and conditions of the pre mises and equipment of 
such State School and a principal shall make arrang ement for the care of 
such premises and equipment by another teacher duri ng his absence.’ 
 
You cannot search a person or their property if suspected of stealing, drugs etc.   
Report to the Principal who may contact the police. 

 

� ����
�#������
�����	
������

Any teacher against whom a charge is laid before a Magistrate shall immediately 
inform the Minister of the facts, through the Principal. You should also seek 
advice from your union. Refer to the relevant EPPR on the EQ Intranet. 

 

� �,	���-�� � Chewing gum or bubble gum is NOT ALLOWED IN THIS SCHOOL as a Health 
and Safety Issue.  

 

� 	������	��� ��
��������� ��
�������
-  Data Matching 
�

The Education Queensland and the Department of Families conduct a data 
matching program to improve school achievement outcomes for children and 
young people in care. 
 
The data matching program involves a comparison, through a unique identifier, of 
certain personal information of children and young people in care and those 
children of similar age in the general school student population, including those 
who have specific needs.  
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� 	������	��� ��
��������� ��
�������
-  Data Matching 

‘cont 

This personal information may include … 
� achievement levels, retention rates, age, school year levels, school disciplinary 

absences; and student movement between schools. 
 
You may obtain further information about the Queensland Government’s privacy 
regime contained in Information Standard 42 – Information Privacy at 
http://www.iie.qld.gov.au/informationstandards 
 
If you have any questions about privacy or access to information, you may contact 
Education Queensland’s Privacy Contact Officer on 3237 0546. 

 

�����	����
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�

Cleaners  
No students or parents are to be in classrooms while cleaners are working, as this 
is a breach of the Workplace, Health and Safety Act . Cleaners will clean around 
or leave a room left in an untidy state by the teacher. Please close windows, 
switch off fans, lights and air conditioning to conserve electricity and lock up when 
you leave a room. Our cleaners Mrs Deidre Collins and Mrs Sneh Chand do a 
tremendous job in keeping our school clean within the amount of time allocated. A 
double teaching space ranges from 15 minutes for the demountables to 25 
minutes for the permanent buildings. This varies according to the physical area of 
the classroom. 7.5 minutes to clean a classroom does not go very far.  
 
Teachers need to ensure that they train and monitor  students to prepare the 
classrooms for efficient cleaning.    
 
This includes … 
� Removing all loose objects  from the floor (eg, paper, pencils, concrete 

learning materials, blocks, personal items, etc.) 
� Ensuring that desk tops are free of any objects. Stickers  should not be 

placed on desks. This does not include learning tools contacted to the desk 
as visual reminders for students.  

� Facilitating waste removal . No glass or food items to be placed in waste 
paper baskets. Large items should be taken to the skip. Paper and cardboard 
to be placed in bins with yellow lid for recycling.  

� Arranging the furniture neatly . On Fridays the chairs in all the classrooms 
should be stacked. 

� No masking tape  to be placed on carpets or other floor surfaces as removal 
is only by stripping/polishing. We do not have the resources to do this. 

� Removing bluetac, paint on windows etc at holiday times as this is when 
the bigger cleaning jobs such as window cleaning are undertaken. 

� Please communicate with our cleaners should you be doing a messy 
activity. They will support you in this and understand that some activities are 
messy. 

 
The primary focus of cleaning is on areas such as the toilets, eating areas, 
tuckshop, bubblers, bins and staffroom. These areas are cleaned daily.  
Occasionally a classroom may not be cleaned, due to staff sickness or 
attendance at meetings. 
 
Fridays – ‘Tidy Up Time’  
As part of our ‘Green and Healthy’ Action, time should be allocated each Friday 
afternoon to the tidying of desks, class areas inside and environment outside, A 
rubbish ‘skip’ is provided for this at cost to the school for each time it’s emptied. 
Ensure students are supervised at the skip for safety. 
 
‘Recycle It !’  
Each classroom and workspace is provided with a maroon coloured recycle bin 
for the collection of paper and cardboard. On Wednesday, all classes are 
encouraged to empty their bins in the main recycle bin near the Staff Crapark. 
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Our clients are our parents, our students and our community. Our business is 
providing an educational service. All staff are expected to handle our clients in a 
professional, warm, caring and friendly manner whether by telephone, email or by 
face to face. Do not engage in negative ‘gossip’ involving your school and always 
promote our positive school environment. Refer below. 
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All employees  of Education Queensland and the Public Service are expected to 
behave in accordance with the Public Service Act and the Education Act ‘Code of 
Conduct’ . Please read and be aware of the Code. Access through the Internet, 
Teachers Union Kit or School Procedures Manual. Volunteers should also be 
made aware of The Code and its expectations.  
 
Professional development will be provided to all beginning teachers as part of the 
school’s Induction process. If there is a breach of the Code of Conduct and a 
complaint made, formal investigations and processes are put into place as per 
Education Queensland policy guidelines. 

 

������	���	�� �
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Gossip 
 
Daybook 
 
Electronic 
Notices 
 
Email  
 
 
Class Newsletters, 
Letters and Notes 
 
 
 
 
Inwards 
Correspondence 

 
 
 
By Email 

�
EQ Official 
Communications 

Effective communication is always integral to the efficient running of a school and 
partnerships within a school community. Effective communications between and 
with all staff members and between the school, students, parents and community 
is the responsibility of all personnel.  
 
Comments made informally including gossip also reflect on the school and should 
always be positive and constructive. If people have issues they should use the 
available complaints management processes so that they do not breach, 
unintentionally, their Code of Conduct. 
 
Please enter information into the daybook in the staffroom or electronically on the 
Notice and Events Manager  program and read the daybook daily at least once. 
 
Email communication  between school personnel and home is also an effective 
tool. Please ensure emails are worded professionally and accurately including 
spelling. Newsletters are emailed to all parents, district, schools, businesses and 
industries on our distribution list on request. 
 
Newsletters and class notices are an official communication tool and much 
importance is placed on the information, presentation and wording in these 
documents. All class notes, letters and Newsletters must be emailed to either the 
principal of Deputy Principal who will then in turn arrange to have it put on official 
school letterhead ready for signing and photocopying by the Teacher Aides. This 
system of electronic record keeping is crucial to promote ready access to 
information by Administration should additional copies be required or clarification 
requested from parents and carers. 
 
If you receive a note from parents, please ensure that it is placed on file or is 
accessible to the Class Teacher. If you are unsure about the contents of a letter, 
please refer to either the Principal or Deputy Principal. No letters or notes  are to 
be sent to parents/carers without the approval of Administration. A folder of all 
notes sent home is kept at the Office for reference during inquiries. The Principal 
and Deputy Principal will sign any notices approved to go home.  
 
Personal contact between the parents and the teacher is an effective way of 
developing rapport and for communicating. 
 
Official communications, documents, information, learning, development and 
training opportunities and feedback requests are emailed to staff including staff 
memos, newsletters, minutes of meetings etc. Email must  be checked frequently 
(at least once a week) and deleted off the system or saved to file.  
 
See CM12: Staff Internet, Internet and Electronic Mail Usage Policy and Instructions on 
how to access e-mail in School Procedures Manual. Your responsibility lies in regularly 
checking and reading your emails for effective communication. 
 
Check the EPPR on Education Queensland’s Intranet regarding email usage 
expectations for official purposes. Emails are filtered and a copy of those with 
inappropriate wording is received by the Principal. Disciplinary Action may then 
ensue. All official Education Queensland communication will come through the 
Principal. If you have any specific queries regarding leave, pay, transfers, etc, you 
should enquire through the Principal or Business Services Manager. 
Communications that are not passed through the Principal from staff, parents or 
community are referred back to the Principal for action. 
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Expectations 
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The school has adopted the Education Queensland Complaints’ Management 
Process. The process is in the Procedures Manual and Parent Handbook. You 
need to be aware of and apply this process as a professional in carrying out your 
duties. There are processes for the resolving of conflict and mediation. These 
processes are useful for students/staff, parent/staff and staff/staff. All complaints 
are investigated and the Crime and Misconduct Unit may be informed or 
investigate complaints, especially in relation to breaches of the Child Protection 
Act and Code of Conduct. 
 
The complaints process is superseded by the Student Protection Policy, if an 
allegation comes within that legislation eg allegations of physical/mental/sexual 
harassment. A written query regarding any decision is conducted under Judicial 
Review Legislation and processes. 
 
Where a complaint is a possible breach of the Student Protection Policy, the 
Crime and Misconduct Unit Liaison Officer in Education Queensland and District 
Office are notified by telephone, email and form. If it is a minor complaint, it is 
investigated by the Principal by due process and reported to Education 
Queensland through formal procedures as to the outcome. If it is of a major 
nature, an external investigation by other Education Queensland officers is 
conducted in accordance with procedures and an outcome recorded and 
reported. All parties are interviewed and statements signed. If interviewed, you 
may have a Union Representative or colleague called in as support or for advice, 
however they cannot partake in the investigation. 
 
Please Note: Through Natural Justice processes any individual is entitled to be 
made aware of any complaint, formal or otherwise, made about them. Please 
consider this when ‘complaining’. 
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Dealing with difficult colleagues 
Because of the regularity of the interaction, the amount of time you spend 
together, and because of the fact that your own professional well being may be 
heavily influenced by the quality of the relationship you share, having good 
professional relationships with people at work is probably just about as important 
as having good relationships with friends or family members.  
 
While ‘difficult colleagues’ is a common complaint as a cause of work related 
stress, this is probably not the most useful way to think of the problem. While 
there are some individuals that most of us would agree are ‘difficult’ to get along 
with, much more common is a clash or conflict between two otherwise quite 
functional individuals.  
 
When the ‘difficult’ label is applied to your colleague, the implication is that the 
problems are the fault of the colleague, and while you may feel absolved of blame 
and responsibility, there is little you can do to better the situation.  
 
A more useful way of looking at the problem is an ‘interactive analysis’. Instead of 
“What’s wrong with Nigel?” ask yourself, “What is it about how Nigel and I interact 
that isn’t working?” Even when you ask yourself the right question, it is always 
easier to see what Nigel is doing wrong, and what Nigel should change than to 
see how you could make an improvement. If you can fight the temptation to 
blame, and take a positive and constructive approach to the situation the few 
guidelines offered below may help you establish or re establish a work 
environment that is healthier, happier and more productive for everyone. 
 
Practice good workplace relationship hygiene 
Prevention is a powerful and positive approach to health, and it works just as well 
with your relationship at work.  Simple courtesy and consideration go a long way.  
Arguments that can tear an organisation apart result in legal action or significant 
emotional distress can sometimes be traced back to unwashed teacups or the 
failure to share desk space effectively. Remembering birthdays, ‘please’ and 
‘thank yous’, and a bit of social chat in a free moment are cheap insurance 
policies that insulate against the development of problems, and put you in a 
strong position to resolve them quickly when they first arise. 
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Don’t let problems ‘fester’ 
Some of the biggest and ugliest interpersonal problems at work started small and 
were either deliberately or unconsciously ignored. Blaming the other party allows 
the neglect, but so does being ‘busy’ or not knowing exactly how to approach the 
problem. Simple shyness or lack of assertive skills can allow a small interpersonal 
problem to grow like a cancer. Address the problem when you are feeling 
relatively good about your colleague rather than waiting for the last straw, which 
breaks the camel’s back. Your approach will be calmer, more rational and more 
productive. 
 
Get help when you need it 
A third party, particularly one who is neutral and not simply taking your side can 
help you develop a problem solving strategy, or may play an active mediator role. 
 
Don’t get discouraged or put off 
If the problem is severe or has developed over a period of time, it may not be 
realistic to try to solve it in one definite discussion. Think of yourself as a diplomat, 
and lay the groundwork for later positive negotiations. Your partner may well 
avoid your efforts to find a solution, but that does not mean they enjoy or wish to 
maintain the status quo. Often fear, discomfort, or not knowing how to proceed 
appears as though the other party is invited in continuing the ‘war’. 
 
Talk about yourself 
‘I’ statements mean you are taking responsibility for your contributions to the 
problems, and for their solutions. You can use them to avoid the appearance of 
blaming the other party. Talk about how you feel, what you want, and what you 
are willing to do. This does not mean that you should ignore the input from the 
other side.  It is simply a way of avoiding the ‘blame trap’. 
 
Avoid the temptation to bully 
When you are angry or frustrated, it is easy to react aggressively, and try to force 
your colleague to act as you think he should. Appealing to authority figures, trying 
to bring punitive action, or threats are all instinctive reactions that can inflame a 
conflict situation making it even worse. Sometimes a forceful solution is the only 
remedy, but try this last, as it will probably reduce the likelihood that any of the 
other suggestions above can be employed effectively. 
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Correction of all schoolwork should be done, where possible, in consultation with 
the child/ren. Correct all work personally where possible. Correct and date all 
work as soon as possible after it has been completed, including any homework. 
This is a factor of the Enrolment Agreement signed by parents with the school. 
Insist on the correct presentation of all written work in accordance with firm 
standards of neatness and accuracy. These standards may vary with individuals, 
but encourage all to attain a higher standard. Positive feedback gives positive 
results. 

 

��������
*����	�������
/��� 	���
�������
�����
��������#	�	�"�
�
�
�
-  Daily/Weekly 

Overviews 
�
 

These are accountable documents and, as they are part of the professional roles 
and responsibilities of teachers, should be openly available and shared 
documents. 
 
These documents will be discussed along with other issues in meetings or 
discussions with the Principal or Deputy at least once per semester or more 
frequently for those on probation and at Year Level meetings or individual teacher 
meetings. A planning reflection sheet to guide effective planning will be issued to 
teachers before these meetings. These will be completed and signed off by the 
Principal or Deputy Principal. You are accountable for planning, implementing 
programs to meet the needs of all students in your class, their abilities and 
learning styles. 
 
Apart from your current planning and units of work, teachers are expected to 
complete a daily/weekly program. This does not need to be elaborate, but should 
cover the work to be done each day. Remember, the better prepared one is, the 
more effective one’s teaching becomes. A duplicated format is quite suitable. If 
relieved due to sickness, the daily/weekly program needs to be available for the 
relief teacher.   
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-  Daily/Weekly 
Overviews ‘cont 

A weekly timetable is to be displayed at all times and a copy provided to file by 
the Principal or Deputy. 
 
Processes for Managing Unsatisfactory Performance  in relation to your roles 
and responsibilities are available through Education Queensland internet under 
the EPPRs. 
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As a teacher, you are the class manager and leader, the learning facilitator and 
role model for all students in your class. 
 
Classroom Management involves 
� Teachers carrying out their current roles and responsibilities as per the role 

description and Enterprise Bargaining Agreement (EBA), locatable on the 
Education Queensland intranet. 

� Classroom teachers being effective manager of their classes 
� Establishing a favourable learning and teaching environment within the 

facilities provided  
� Establishing and clearly articulating classroom rules and expectations  
� Establishing efficient procedures for carrying out recurrent class activities 
� Ensuring that children enter, leave the classroom and move between 

classrooms or activities in an orderly and safe manner 
� Being responsible for the security, cleanliness and care of the classroom.  

After school and during breaks, ensure the room is left clean and tidy with 
windows closed and electrical appliances, lights, fans are switched off. 

� Always critically assessing the aesthetic quality of your classroom 
� Ensuring effective communication occurs between yourself, the students and parents  
� Maintaining routine in some activities to maintain an efficient classroom 
� Students should begin work promptly 
� Ensuring all necessary material for a lesson is ready in advance including 

student resources and photocopying material 
� Establishing a recognised procedure for seating students, asking and 

answering questions and for orderly movement within the classroom 
 
A well planned and implemented high interest and challenging program which 
meets every student’s need also reduces behaviour issues in the classroom. 

 

!�����	������
�������
�
�
�
�
�

Teachers are to make themselves thoroughly conversant with the Education 
General Provisions Act and Regulations 2006. A student may be detained for a 
period of not more than twenty minutes  during the midday recess or one half 
hour after the period allocated for school day routine as a punishment for 
disobedience, misconduct or wilful neglect to prepare home tasks and for other 
breaches of school discipline.  
 
Parents must be informed if any detention is to occur after school and this may 
occur only under arrangement and with their permission. Teachers instigating 
the detention are responsible for the supervision of their students during the 
nominated time. 
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The Education Policies Procedure Register  (EPPR) is available on Education 
Queensland’s Internet and is accessible on the Administration’s computers. 
Please ensure that you sight the latest version online before following policy or 
making decisions. All activities and procedures need to be checked to ensure that 
they align to the EPPRs. A ‘must’ is a legal ‘must’  and a ‘should’ is a legal 
‘should’ . You may need to justify any decision or activity through these Education 
Queensland policies, through any complaint, investigation or Judicial Review 
Inquiry. 
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Check your class profiles list and information provided through Administration 
regarding Family Court Orders and be aware of legal rights and responsibilities. 
Ensure that with each new enrolment this is kept up to date. 

Follow Lock Down Procedures 

Send for help to Principal or Deputy URGENTLY ! Use a code word ‘FAST’ or an 
Emergency Card. Police will be contacted and a ‘lockdown’ may occur. 
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1) Try to keep the other children unaware of the situation. (A person who rants 
and raves in public can be charged under the Education Act and you can 
remind them of that fact). 

2) Keep the person away from the other children. 

3) Offer him/her a cup of coffee or tea. Play for time. Offer support by being a 
good listener. 

4) Try to keep the child involved away from the distressed person. (eg, Send 
them to get their homework book, have their reading book changed, tell the 
parent – if you think it is safe – that the child cannot go until he/she has the 
homework book etc, collect something from the Office, check that they have all 
their belongings). 

5) Elicit as much information as possible 

- Where are you going? 

- What are you going to do? 

- Have you got any money? 

6) Give them subliminal messages such as: 

 - drive carefully, there’s radar out 

 - your child loves you very much 

 - take care 

7) Notify Custodian, Guardian, Parent/Police/District Office. Police contact is 000 
for extreme situations.  
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Please ensure that children are dressed in accordance with the Dress Code. They 
have signed an Enrolment Agreement with their parents to abide by this code in 
accordance with the Education General Provisions Act 2006. 
 
School personnel, as professionals, are expected to model acceptable standards 
of dress as well as behaviour (Refer: Code of Conduct). Students may be warned 
or placed on detention for not following the directive to wear the appropriate 
uniform. We can offer second hand uniforms to students as an alternative. 
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-  Staff 
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All staff need to take responsibility in maintaining an appropriate standard of dress 
in accordance with the Code of Conduct and Health and Safety expectations. 
 
Teachers are expected to dress in keeping with their professional standing. It is 
proper for a Principal to require teachers who exercise so much influence over 
children to conform to acceptable standards of neatness and style in their dress. 
(Refer Code of Conduct).  
 
Closed in shoes  should be worn and hats  worn for outdoor activities as safety 
and health issues and sound modelling practice for students. 
 
The school has a formal and casual staff uniform, which is tax deductible.  
See the Business Services Manager regarding this. 
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Teachers are to make themselves conversant with the Education Act and 
Regulations and current Enterprise Bargaining Agree ment . 
 
1) A teacher of a State School shall perform such duties as may be allotted to 

him/her by the Principal or where applicable by the Deputy Principal.   

2) A teacher of a State School shall be in attendance at such school at least 
fifteen minutes  before the time provided by the Principal on a school day for 
commencement of instruction. 

3) A teacher of a State School may be required to teach  twenty five hours in 
each school week. 

4) A teacher of a State School shall take an active interest in the extra-curricular 
activities. 

5) A teacher of a State School shall be punctual and regular in attendance. 

6) A teacher of a State School shall devote himself/herself exclusively to the 
discharge of such duties as may be allocated to him. 
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Please be familiar with the roles, responsibilities and accountabilities of your 
position. It is the responsibility of each teacher to make themselves aware of 
duties and information via the Notice Board, Daybook, Electronic Notices, Emails 
and Memos. 
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In the event of an emergency, the situation must be immediately reported to the 
Principal or delegated officer. The report must state the type of emergency (fire, 
electrical fault etc) and the location. An emergency evacuation or lock down will 
ensue pending the type of emergency. 
 
LOCATED IN ALL ROOMS IS THE EVACUATION PLAN FOR THE  SCHOOL. 
PLEASE ENSURE THAT YOU ARE FAMILIAR WITH IT. 
 
1. An intermittent siren with short breaks  indicates an emergency situation 

for evacuation. A prolonged siren occurs for a lock down . 
2. The EMERGENCY EVACUATION AREA  designated for assembly is the 

front of the Preparatory and Year Three classrooms, between Block A and 
the Early Years Play Area, adjacent to the Administration Block. 

3. The Principal or nominee will immediately contact EMERGENCY SERVICES by 
telephoning 000 if the location of the emergency permits. If necessary, the call 
can be made from another location) stating the nature of the emergency and the 
necessary gate access. If possible, the electrical main will be shut down. 

4. Upon hearing the siren, teachers must immediately evacuate their classes 
from the buildings in accordance with suggested routes. Children must be 
kept well clear of smoke and/or fire. Specialist teachers are responsible for 
the children in their care and evacuate to the nearest emergency area. 

5. The teacher should proceed to direct the children out of the classroom.  
Please check the safety of the planned exit route before directing children. 
Toilets are checked by the grounds officer or designated personnel. 

6. Teacher Aides, parents/carers and visitors are to accompany the classes to 
the safe area. Children at the administration area or in the sick bay are under 
the supervision of staff there. 

7. Upon reaching the designated area, teachers must immediately call the roll 
from Fire Rolls. The Principal will then check that all children and staff have 
been accounted for. If any children or staff are missing, the Principal will 
notify emergency services. 

8. During recesses, the teacher/s on duty will organise the movement of 
children to the designated assembly area. All other staff on the grounds 
should also check rooms and then assemble in this area. Students then 
assemble in class groups. 

9. Before and after school evacuations will differ in that all persons on the 
school grounds will be required to move to the assembly area.  
Teachers/adults will supervise the children at that point and also prevent 
anyone from entering the grounds.  Everyone is to wait at this point until the 
‘all clear’ has been given. Teachers should check rooms, toilets on the way 
to ensure the safety of everyone. 

 
NO TEACHER OR CHILD IS TO RETURN TO THE 

BUILDINGS IN SEARCH OF A MISSING CHILD 
 

10. Ancillary staff, Tuckshop workers, parents, workmen and other personnel etc. 
must evacuate immediately. 

11. All likely access routes for emergency vehicles must be kept clear. 
12. Teachers must make sure that all ESL and/or incapacitated students 

understand evacuation procedures. 
13. It is important that teachers and students treat any practice seriously so that 

in the event of a real emergency, everyone can be evacuated quickly and 
safely. 

14. Please make sure that all children are conversant with these evacuation 
procedures. 

15. Please discuss with the students several alternative evacuation routes that 
could be used in the event of the normal route being blocked. 

 
The ALL CLEAR for any emergency is a normal siren. 
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Please note that these standardised forms are compl eted electronically for 
data gathering and tracking through the state syste m. 
 

1. A Principal may enrol a child who has turned five prior to the June 30 th of the 
preceding year. 

2. For the purpose of enrolment of a child, the parent is required to produce 
documentary evidence of the date of birth and name of that child. 

3. A Parent shall make application to a principal if such parent desires to 
transfer a pupil’s enrolment from one school to another and shall in such 
application give the reasons therefore and state the name of the State 
School to which such transfer of enrolment is sought. 

4. A Principal shall, upon the receipt of an application as provided under Sub 
Regulation One of this Regulation, issue a transfer in the form of Schedule 
Three and such Principal shall: 

(a) Forward the copy thereof to the Principal of the State School to which 
the pupil is transferred  

5. This Regulation shall not apply to a pupil transferring from a Primary School 
to a Secondary School. 

6. A parent of a child who is eligible for enrolment in a Secondary School shall, 
as far as is practicable, enrol such child as a student at a Secondary School 
before the close of that year in which such child completes Year Seven or in 
accordance with such arrangements as may from time to time be made by 
the Principal of such Secondary School. 

7. All students are entitled to 24 Semesters of State Public Schooling (Years 
One to Twelve). The remaining balance of semesters is to be reported at 
the end of the school year. Children who repeat lose their entitlement and 
may need to apply for consideration to extend their schooling semester 
balance. 

8. Retention (repetition) will affect the balance of semesters and therefore 
future schooling opportunities. Parents need to be fully aware of this policy. 

 

0$���������� This site is our official communications site for Education Queensland strategic 
direction, policies, information, curriculum and operations. We encourage all staff 
to access the information on this detailed site. Education Queensland use email 
as their official communications to school personnel through the Principal. 
Education Policies and Procedures Register (EPPR) may be accessed from this 
site. 
 
See School Procedures Manual for Instructions. 
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- Sports 

Year Six students are delegated to distribute and collect SPORTS equipment at 
big lunch on a roster basis to be organised by Year Six Class Teachers and their 
students as part of their preparation for school leadership roles. 
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- Loans 

Equipment may be loaned to personnel for the purpose of individual training at 
home. The person borrowing equipment is responsible for the care and security of 
such equipment. If damaged, we expect it to be repaired at their own cost. If 
stolen, the procedure is to notify the police – this is important for insurance 
purposes as well. If stolen from an unsecured site (e.g., unlocked house/car), the 
person is responsible for replacement of the item at current new price. 
Equipment loaned must be signed out and in on return for legal purposes. 
Items that go missing and un-locatable need to be reported to police as stolen. 
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The following conditions relating to school excursions apply to all school groups: 

(a) The excursions must have the support of the Parents’ and Citizens’ 
Association, via a Variation to School Routine Form. A copy needs to go to 
Administration for filing. No excursion can proceed without P&C 
endorsement, minuted through their monthly meetings. 

(b) The educational objectives  of the program, the learning experiences 
planned or anticipated, details of itinerary and accommodation arrangements 
if applicable and how the outcomes will be evaluated, must accompany the 
application. 
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(c) There should be planned, follow up activities  to ensure that the excursion 
is seen as an integral part of the curriculum offerings of the school. 

(d) It is highly desirable that all students participate in any planned worthwhile 
educational  experience. However, if this is not possible, the principal must 
give an assurance that students remaining at school will have a full program 
for the duration of the excursion and that this work will be adequately 
supervised. 

(e) Written parental/carer’s consent  for all participating students must be obtained. 

(f) Transport arranged  must be completely adequate and suitable for the tour, 
preferably in buses with seat belts. Note that private transport by car within 
the immediate surroundings of the school  requires a registration of 
vehicle and licence check through the office of all drivers each excursion. 

(g) All excursions need the approval of the Principal and P&C . However, other 
excursions/activities organised by a school, which involves transport and/or 
supervision of students overnight, at weekends or in vacation periods also 
need such approval. If the Principal is not satisfied with all conditions being 
met or that an excursion/activity doesn’t have relevance, they may not sign 
permission as the accountable officer. 

(h) Students are generally invited to participate in school excursions to a 
maximum of five days per year. 

(i) Adequate supervision  and control of students on the excursion must be 
maintained at all times. Intending arrangements for this supervision and 
control must be specified on the application submitted to the P&C, and 
depend on class size and type of activity. This is also a part of the risk 
management process. 

(j) A Risk Assessment  needs to be done before any excursion can be 
approved by the Principal. Please check the EPPR on the Education 
Queensland intranet. A must is a legal must and a should is a legal should. If 
you choose not to and an incident occurs, you will need to justify why you 
didn’t make that decision. 

(k) The holder of a current First Aid  Certificate must be on every excursion. 

(l) Ensure you take the school’s mobile telephone and First Aid Kit available 
through the office. 

(m) Costs are fully borne by the parents/carers and we discourage fundraising for 
activities. Parents may ‘“pay off’ the cost prior to the excursion. A costing 
sheet (either electronic or manual) must be approved by the Principal or 
Business Services Manager before any communication to parents on pricing 
or money collection. 

(n) The Principal will not authorise an excursion if th e above conditions are 
not met. 

 
Please refer to additional information entitled ‘Ex cursions’ in the School 
Procedures Manual.  
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- Gifted and 

Talented 

Extended Learning Programs for gifted and talented students should be 
incorporated into the individual class program developed by the teacher in 
meeting the needs of all their students’ learning. Parent enquiries will be referred 
to the class teacher. At Boyne Island State School, a classroom teacher has been 
appointed a Gifted Education Mentor or ‘G-E-M’ in a voluntary capacity and 
supports teachers to identify potential gifted and talented students as well as 
providing specific advice to cater for their identified needs. Throughout the year, 
opportunities arise such as the ‘Optiminds Challenge’ and ‘Enquest‘ Program that 
provide opportunities for students to work collaboratively. Information for parents 
and carers is provided as required. 
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We encourage and will pay for any staff member to complete their First Aid 
Certificate and upgrade when necessary. The expectations are that any trained staff 
member may be called upon to give First Aid.  In an emergency situation in the 
playground, classroom or on excursion, you would be expected to render first aid 
until further help arrives, whether trained or not. First Aid Training is available 
through Education Queensland as an internet training package. Excursion approval 
may not be authorised if First Aid trained personnel are not able to attend. 
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Freedom of Information EPPR: LL-07: (refer EQ inter net site)  
 
Education Queensland staff must: 
 
(a) Notify the Judicial and Administrative Review Unit (refer to contact (a)) 

immediately a request or suspected request is received and should give high 
priority to assisting with searches and related processing applications 
affecting their work area; 

(b) Ensure Education Queensland records for which it is responsible are 
complete and accurate;  

(c) Publish policy and procedures through the Education Policies and 
Procedures Register (EPPR) 

(d) Publish information about Education Queensland structure, functions, 
community participation avenues and the type of records held, in the 
Education Queensland Statement of Affairs; and  

(e) assist persons to: 
(i) access Education Queensland records, unless exemptions from 

disclosures are warranted under the Freedom of Information Act 1992;  
(ii) amend personal affairs information in records about them which is 

inaccurate, incomplete, out of date or misleading, in accordance with the 
Freedom of Information Act 1992; and  

(iii) understand how Education Queensland operates through advising the 
availability of the Education Queensland Statement of Affairs and 
Department of Education Manual. 

 
Education Queensland must report annually to Parliament through the Attorney 
General on its freedom of information operations. 
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All fundraising activities need to be endorsed through the Principal and P&C 
Association Minutes. This is to ensure that: 
� No clashes occur with other planned activities 
� No major fundraising events are planned without P&C involvement and 

approval as a fundraising body 
� GST legislated requirements are met. 
 
The Student Council may raise funds for their identified annual projects. 
Fundraising for classroom equipment will only be endorsed if passed through the 
P&C and for the whole school’s benefit. 
 
Fundraising for excursions is discouraged as excursion costs need to be set 
through our financial system and only a budgeted amount may be 
accommodated. If the excursion is too expensive then it should be cancelled or 
not approved. 
 
An annual calendar of all classroom, school, sporting, cultural and community 
activities and events is developed at the beginning of each year to assist all 
groups within the school with planning. 
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An ICT Agreement is submitted annually as the accountable document explicitly 
setting our strategic direction for ICT incorporation into our school and learning. 
ICT Funding is provided by Education Queensland once this document is 
submitted and approved. 
 
The school also has a Microsoft Software Agreement  that allows borrowing by 
staff of selected software to install on their own home computer while employed 
with Education Queensland. 
 
The school hosts a Junior Lab, a Senior Lab and Library Lab within the ICT Smart 
Centre as well as classroom computers. The whole school is connected to the 
internet and intranet. In 2007, Boyne Island State School was converted to a 
Managed Operating Environment (MOE) to promote consistency across all 
Education Queensland sites. When leaving labs, ensure that the air conditioners, 
lights, fans are switched off and the lab is secured. Nearby class teachers are 
delegated the key for access and locking at the end of the day. 
 



 19 

In 2007, all teaching staff with a full time equivalent (FTE) or greater that 0.4 (two 
days received a laptop as part of Education Queensland’s ‘Computers for 
Teachers’ initiative for their professional and personal use. An agreement is 
required to be signed for the use of the laptop on its receipt. 
 
Information on the ICT continua for teachers and students is available on the 
Education Queensland website. 
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Information and 
Communication 
Technologies 
‘cont�
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Equipment borrowed for educational purposes on weekends or holidays must be 
signed out and in. Replacement is the individual’s responsibility if damaged while 
in their possession. 
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The Individual Needs  Team meet on a regular basis to deal with referrals from 
teachers for learning support or support for students with a learning disability utilizing 
appraisement/ascertainment processes. Other services include access to a Guidance 
Officer, Behavioural Psychologist and Speech Language Pathologist. Referral forms 
are available from the Deputy Principal or the form section of the School Procedures 
Manual. The Deputy Principal coordinates and manages this Team. 
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Please report any situations to Administration collect a form from the Office and 
complete. These must be returned to the Office within 48 hours of the event 
occurring for legal reasons. Workplace Health and Safety reports/investigations 
and Workcover applications may also need to be completed. 
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EPPR LL-03 ‘Officers must include reasons for a decision when notifying persons 
who may be adversely affected by the decision’. 
 
Officers receiving requests for statements of reasons for a decision should 
contact the Judicial and Administrative Review Unit immediately (refer to the 
Contact). Officers who have received a request are responsible for providing a 
response within the statutory timelines. 
 
Officers receiving notification of judicial review proceedings should contact the 
Judicial and Administrative Review Unit immediately. 
 
Decisions include implementing, proposing, failure to implement and conduct 
leading to a decision. Please refer any written request to explain any decision you 
have made through the principal for action. 
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Teachers are given classroom, storeroom and filing cabinet keys when possible. 
Teachers are responsible for opening and closing the rooms securely  each day 
(locking doors), including windows, switching off fans, lights and air conditioning.  
Keys to other doors and duplicate keys to classrooms are to be kept in the key 
box in the Office for security. 
 
All keys MUST be returned to the office at the end of each school year. A Key 
Register is kept and audited on our management system.   
 
Additional keys such as Art, Music and Sports Room keys must be signed out and 
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signed in on return by any persons who may need to access them on a daily or as 
required. 
 
Be responsible with keys and report missing or lost  keys immediately. A 
building may have to be re keyed due to loss for se curity purposes at great 
expense to the school. 
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In 2007, Boyne Island State School’s computer network was changed over to the 
Managed Operating Environment (MOE). Following the completion of this work, 
all teachers working in a 0.4 capacity or greater received a laptop computer as 
part of Education Queensland’s ‘Computers for Teachers’ initiative. This resource 
provides teachers with access to the latest technology to access for both their 
personal and professional needs. In 2008, the school will join the ‘OneSchool’ 
portal that will provide a range of applications to record and manage a host of 
information, including student assessment and behaviour management. 
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-  Refer EQ 

Internet, EPPR 

Applications for all leave, sick leave, special leave for staff members must be 
forwarded to the Principal for signing. A medical certificate  must accompany an 
application for sick leave or absence for periods of more than three working days 
from a duly registered Medical Practitioner. However, a medical certificate may 
be requested for periods of less than three days wh ere circumstances 
warrant. (For example, habitual days off would warrant this). 
 
The nature of the illness and the period and the approximate period for which 
leave will be necessary must be stated on the medical certificate. Leave may not 
be granted if the Principal believes that it is not warranted (eg sick leave for a long 
weekend, travel etc.) People who claim to be sick and use that leave for other 
purposes are also not covered by Worker’s Compensation in the event of an 
accident. Be aware of your leave entitlements under all aspects (ie, emergent, 
compassionate, family, sickness, maternity, special and long service) 
 
Long Service Leave  requires two terms advanced application  and is approved 
through operational convenience and within District budgets for relief. Ensure that 
this leave has been approved before making any arrangements. 
 
Special leave may also not be granted, pending staffing availability and district 
budgets. The Principal is responsible for signing all leave applications in 
accordance with Leave Provisions of Education Queensland and the needs of the 
school before forwarding it to District Office for approval. 
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If you need to leave the school grounds during your breaks or non contact time, 
please notify someone  in the Office as to where you are going and how long you 
will be for safety reasons. 
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Statement of Policy – Crown  acceptance of legal liability for actions of 
Crown employees 
 

1. It is recognised that many Crown employees have difficult, delicate duties and 
functions and that in the diligent carrying out of them they are exposed to 
claims for damages. 

2. It is not desirable that such employees should be restricted in the carrying out 
of their duties and functions by any fear that they may have to make payment 
out of their own pockets in respect of any claim arising out of the due 
performance of these duties and functions. 

3. The Crown will accept full and sole responsibility for all claims, including the 
cost of defending or settling them, in cases where the Crown employee 
concerned has diligently  and conscientiously  endeavoured to carry out 
his/her duties. Note: Ensure that you have checked Health and Safety 
manuals under the EPPR on the internet and completed your risk assessment 
for all activities. 

4. Where the Crown pays any money in settlement of any claim which has arisen 
as the result of a Crown employee endeavouring to carry out his duties in a 
conscientious and diligent manner, the Crown will not seek to exercise any 
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claim for contribution from such employee. 

5. The Crown does not accept any liability for any act of one of its employees 
which is not related to or connected with his/her employment. 

  
Teachers should make themselves familiar with Education Queensland Policies 
and Procedures on the Education Queensland Intranet site under the EPPR and 
follow the policies and procedures as set down for any activities within these 
documents.  
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There are some emergency situations that require staff and students to either 
retreat or stay indoors. These situations include such threats from : 
(a) Dangerous persons – threatening violent/weapon; 

(b) Toxic spill (chemical truck accident in vicinity of school);  

(c) Livestock running loose; and 

(d) Bad weather – severe thunderstorm 

 
The threat from a dangerous person requires some di scretion so as not to 
provoke the situation any further.  
 
LOCKDOWN PROCEDURE: 
1. If highly concerned regarding any of the above, attempt to notify or have 

someone notify the administration in the safest way possible. 

2. Activate Alarm – continuous prolonged siren with no breaks.  The alarm is 
activated from Administration on identification of threat on the campus. The 
siren over-ride switch is activated. 

3. Notify Police 000 – reason, name, address of school . Advise Police 
immediately of situation. Try to provide them with as much information as 
possible (ie, when, what, who and how, time of incident, nature of occurrence, 
details of offender and if the offender is armed, type of weapon) 

 
On hearing the alarm  

� Administration staff should immediately contact the Police and then lock 
themselves in the building and lie on the floor until Police arrive.   

� All students and teaching staff are to return to their respective classrooms. 

� Teaching staff should take control of their students by ensuring students 
retreat to their classrooms in an orderly manner. Once in the buildings 
teachers should direct students to close and lock all doors and windows. Staff 
members are also required to take charge of any visitors that are in their 
vicinity at the time of the alarm activation and include them in the lockdown 
procedure. 

� If staff and students are not near their respective classroom at time of alarm 
and are engaged in an activity in another building (eg, Library Lessons, 
Physical Education Instrumental Music or Music), they are to follow the 
lockdown procedure within that building.  

  
On arrival of Emergency Services  
� When Police arrive advise them of situation and hand over control to them. 
� When the emergency is over, the Principal or nominated staff member will 

announce the ‘All Clear’ with a standard siren signal as at end of play. Persons 
will check all classes and library to see that they have complied. 

 
Central Coast District Disaster Critical Incident M anagement Plan  
A District wide Management Plan is in place to notify and manage a range of 
critical incidents as they occur through specific processes. This plan includes 
detail contact numbers for all emergency service organisations as well as cluster 
communication trees  to disseminate information as it is available.  
 
A copy of the plan is available on the Fitzroy-Central West Queensland website 
http://iwww.qed.qld.gov.au/region/fitzroy-central/p languide.html  
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lunch boxes, etc, should be brought to the Office or storage area just outside the 
Staffroom. Advise students that all items of clothing, books etc, should have the 
owner’s name clearly marked on them.  
 
The lost property box is located outside the Administration Building. Lost property 
not claimed is donated to charity each term and is the student’s responsibility to 
locate. 
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Please DO NOT under any circumstances insist that a child participate in any 
activity if the child says that they are not to. For example, if a child tells you that 
he/she is not to run – DO NOT insist that the child runs. Please check with 
Administration if you have any questions or wish to contact the parents or carers. 
There are VERY serious consequences for forcing a child to participate in an 
activity if that child has a medical condition that precludes them from participating.  
 
Any copies of letters of participation need to go to … 
1. Administration 
2. Class Teacher 
3. Any specialists eg HPE, Music 
And are to be kept on file for future reference. 
 
Medical Register  
If a student has to take prescribed medicine, the parent or carer has to sign an 
Administration of Medication to Students Register, which is kept in the 
Photocopy/Teacher Aides Room.  Medicines are stored in a locked filing cabinet 
in this room. 
 
Medication  
All requests for medication for students must be referred to the Principal/Deputy 
Principal. Only prescribed medication by a medical practitione r can be given 
by staff.  In order for medication to be administer ed at school, a medication 
form needs to be completed by the parent or carer, a letter from the doctor 
stating dosage and type of medication is required. The medication must be 
presented in the original container with prescripti on label stating name of 
student and dosage. No Panadol, cough medicine etc. can be given, in 
accordance with Education Queensland policy above. Students are however 
permitted to keep Asthma puffers in their bag or with them in the event of an 
asthma attack. 
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These guidelines apply to medication prescribed by a medical practitioner, and 
which is considered essential to be administered at school for a student to 
achieve optimum health and to participate fully in school life. 
  
Medication is likely to be associated with a health condition such as epilepsy, 
diabetes, asthma, anaphylaxis, cystic fibrosis, Attention Deficit Hyperactivity 
Disorder (ADHD), but may include other conditions diagnosed by a medical 
practitioner. 
  
School staff must not administer over ‘the counter’ medication, including 
analgesics, homeopathic or prescribed medications unless they meet the 
accountability of a written request from a parent/caregiver accompanied by 
written advice from a medical practitioner and with the medication in the original 
labelled container. The exception is the reliever puffer, such as Ventolin, that is 
included for the emergency treatment of asthma under the guidelines. The 
containers for these are often blue.  
 
It is reasonable to expect parents/carers to undertake the following in relation to 
the administration of medication and/or management of health conditions. 
·  Request the school in writing to administer prescribed medication or to assist 

in the management of a health condition.  
 
·  Notify the school in writing of any requests and/or guidelines from medical 

practitioners including potential side effects or adverse reactions.  
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·  Provide the medication in the original labelled container to the nominated 
staff member.  

 
·  Ensure the medication is not out of date and has an original pharmacy label 

with the students name, dosage and time to be taken.  
 
·  Advise the school in writing and collect the medication when it is no longer 

required at school  
 
Contemporary management of chronic health conditions encourages students to 
administer their own medication, to recognise the signs and symptoms of their 
condition and to participate in the full range of activities offered by the school. 
  
In schools, self administration may apply to students who are assessed by their 
medical practitioner and parents/caregivers and approved by the principal as 
capable of administering their own medication while participating in school 
activities. 
 
Self administration of medication may include … 
·  monitoring blood sugar levels and the injection of insulin for diabetes;  
·  inhaling medication such as "Ventolin" for asthma;  
·  orally administering anti convulsant medication for epilepsy; and  
·  orally administering enzyme replacements for cystic fibrosis.  
 
Students approved to carry their own medication should demonstrate practices 
of secure storage of medication that may be potentially harmful to other students 
and safe disposal of injecting equipment. 
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Newsletters are our official communication to our parents and carers, our 
community and the public. They are placed on our website for worldwide access. 
We currently advertise local businesses to offset the total cost of newsletters for 
the year of approximately $4,500 from our budget.  Newsletters are published and 
distributed fortnightly on Mondays. There is a Thursday  afternoon deadline for 
newsletter items, and we encourage class news and photos. Parent/Carer 
permission must be checked.  Articles and/or photos for the newsletter can be 
emailed to the Office or provided on disc or saved to the common drive.  
Handwritten material will not be accepted. Newsletters provide a tremendous 
opportunity for everyone to promote their class and school activities. Classes 
have been placed on a roster for information/photos for newsletters. 
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Two hours non contact time is an entitlement and may be provided through;  
� non attendance at … 

� specialist classes within primary schools such as LOTE, Music, Physical 
Education: 

� specialist classes within special education; 
� employment of classroom teachers eg part time, casual, itinerant; in place of 

above for administrative convenience at school expense 
� Teacher Librarians may be used to assist in the provision of non contact time, 

where participation of the classroom teacher is not essential to meet the 
objectives of the lesson. 

� Non contact time owed through special circumstances may be ‘caught up’ at 
administrative convenience when a request with evidence is provided. There is 
no ‘right’ to blocks of NCT, although it would be provided in longer blocks 
where practical and achievable. 

 
There are no provisions for catch up entitlement  for sick/emergent leave, 
professional development attendance, excursions or if it falls on a public holiday. 
Part time teachers are entitled to their equivalent part time allocation.  
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The Operations Team consists of curriculum team representatives, P&C 
representatives and the Administration Team (Principal, Deputy Principal and 
Business Services Manager) and meets twice a term to discuss and monitor our 
strategic direction and operations and to approve and prioritise expenditure from 
the school budget in line with our strategic direction.   
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Purchase requisitions must be taken to the meeting in order for expenditure to 
occur except for emergent items. Funds are allocated on a needs basis in line 
with the Annual Operation Plan. 
 
Teams will be based on the areas of Learning, Workforce, School and their 
relevant outcomes. Sector and other school based teams feed into this group, 
providing information and feedback regarding the progress and achievement of 
school specific initiatives, monitoring the annual operational plan and associated 
priority areas. 
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Should a teacher become aware of a person arriving at school demanding access 
to a child, the Principal should be informed immediately. There are legal issues 
regarding who may collect a child and to whom a child may be released due to 
residency, custody, etc. Your residency (custody) information relevant to your 
class should be kept up to date and handy for all teachers including relief 
teachers along with other information regarding your students. Parents have 
access in accordance with current Court Orders, not individual’s requests. 
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Meetings are held in the school on the first Tuesday of every month  
commencing at 7:00 p.m. and finishing no later than 9:00 p.m. All parents, carers 
and citizens are welcome to attend. The P&C has a policy regarding funding for 
class projects and fundraising. P&C projects are identified as part of the School’s 
Strategic planning through their Budget and Operational Plan. Any requests for 
P&C support must go through the Principal as P&C funds are planned for and 
budgeted for through our strategic planning documents.  
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Boyne Island State School is a ‘Sun Safe’ school and has a ‘Sun Safety’ policy in 
place. 
 
Refer also Uniform Policy. ‘No Hat, No Play’ No caps are permitted and are 
confiscated and returned after 3:00 p.m. Students remain in Covered Play areas 
at lunch without hats. 
 
Sunscreen is provided for individuals to apply. 
Teachers on duty should, for their health and safety,   
a) wear a hat for protection and for modelling positive behaviours and  
b) apply sun screen cream provided by the school. 

 
From 2008, all state schools will operate a ‘No Shirt, No Swim’ policy as it will be 
a requirement for all students wear a swim shirt in the form of either a ‘rash vest’ 
or ‘T Shirt’ for all swimming lessons and activities. 
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Please refer to Copyright Laws and information. The school will not be held 
responsible for, nor pay any fine for any individual breaches of copyright. Teacher 
Aides will only copy within those laws. 
Procedures for Copying. 
� Place work to be copied in the two in trays  located in the foyer of the Office. 

One tray is for the current  week’s work, the other for forward planning  work. 
� All work is to be presented in a folder marked clearly with Teacher/s’ name/s 

and year level/s 
� All masters to show information such as  

- Page numbers requiring copying 
- Number of copies required 
- B/B (back to back) 
- Photocopy Codes Sheet using the codes displayed on top of that sheet 
- Stapled 
- Booklet 

� Please do not staple, tape, ‘post it’ or blue tac instructions to masters/books. 
Please use paper clips, 

� Completed work can be collected from staffroom. 
 

Photocopying must be submitted two working days  before it is needed. There is 
no same day or next day service. There is no URGENT. Specialist Teachers and 
Administration have priority for photocopying. Be planned and well organised. 
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Remember, Teacher Aides are working in classrooms and are not available at 
‘any time’ for photocopying. Administration staff are NOT available for 
photocopying requests as they have other demanding duties to perform. 
 
·  All masters need a minimum margin of 1cm on ALL sides 
·  All homework sheets are to be in by Friday the week prior to being needed 
·  This school adheres strictly to photocopy regulations. It is the responsibility of 

the teachers to observe copyright rules for any work handed in. If in doubt, see 
Teacher Aides in charge of photocopying. Any work breaching copyright will 
be returned. See Education Queensland Internet site on ‘copyright’ within the 
EPPRs. 

·  All staff, teachers, specialists and administration, have been allocated a set 
number of copies each semester. Please see School Procedures Manual – 
SPO11 Class Teachers Stock, Requisites and Photocopy Policy for classroom 
allocations. The quantity of photocopying will be closely monitored and 
Administration reserves the right to address the issues of large quantities. 

·  Photocopying at the end of Semester Two in preparation for the following year 
is not permitted. The ‘paper’ allocation provided is intended only for the group 
of students in your class at that time. 

 
Please see additional photocopying notices in the Teacher Resource section of 
this handbook. 
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Physical Education is a curriculum requirement and currently delivered through a 
Physical Education specialist working 0.6 (six days a fortnight). A Physical 
Education specialist timetable also provides teachers with access to non contact 
time between half an hour to one and a half hours per week. 
 
Under Education Queensland’s ‘Smart Moves’ initiative, all students from Prep to 
Year Seven must participate in at least 30 minutes of moderate physical activity 
per day as part of their program. 
 
Classroom Teachers are also responsible to deliver a ‘health’ component of the 
Health and Physical Education key learning area that is reported on at the end of 
each semester. 
 
Teachers should ensure that any equipment should be returned to its proper 
place after borrowing for use. 
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Regulation 34 No.1 from Education Act 67– 70 
 
This period provides a teacher with an excellent opportunity to improve his/her 
personal relationship with the students. 
 
Ensure that you use the duty board and colour coded card system for your area 
for positive as well as negative behaviours. 
 
Ensure that details of action taken in regard to accidents are entered into the 
Accident Record Book. Teachers should be aware that where negligence on the 
part of the teacher on playground duty results in an accident, the teacher is liable 
to a charge in a civil court. Negligence is the failure of the teacher to observe the 
duty of proper care which normally would be that of a careful and patient adult. 
 
A teacher MUST investigate any complaints, no matter how trivial. 
 
At both first and second break, the children are not to be dismissed until the area 
is tidy. If your relief is late, send a child to the Office. If you are unable to do 
playground supervision (eg, due of an excursion), organise a swap with someone.  
This is your  responsibility, not Administration’s. In instances where parents seek 
damages for injuries, rosters may be tended to court on request as legal 
documents and teachers called to give evidence. 
 
Emergency Procedures whilst on duty: 
Carry a duty ‘satchel’. This should contain colour coded cards and a walkie talkie 
as well as basic First Aid including a pressure bandage and a ‘snake’ bandage. 
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In an emergency, 
a) send a card to the office or 
b) notify the office with the walkie talkie 
c) apply first aid as best as you can until help arrives (regardless of whether you 

are trained or not) 
 

If requesting an Ambulance, if not sure, call one anyway, give the Office your 
location, the condition of the child/ren (conscious, in pain, possible break, 
excessive bleeding etc). Regardless of how the message is delivered 
Administration, staff on duty will ring the ambulance on 000 if requested to do so, 
and give the details provided. This must  happen as quickly as possible for the 
health of the child involved and any potential claims of negligence. 
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-  Staff�

In the event of a Police Officer desiring to interview a student at school, teachers 
should refer the matter immediately to the Principal. Police interviews are only to 
be conducted in accordance with the EPPR procedures and with permission from 
the Principal under these guidelines. 
 
When Police begin making enquiries of a public servant about matters, which 
seem to be aimed at levelling a charge against him/her, all the Law requires the 
Public Servant to do is to give his/her name and address. To any further 
questions, s/he should state that s/he would answer questions or make a 
statement only in the presence of a solicitor. Refer to the relevant EPPR on 
Education Queensland’s website and contact the Queensland Teachers’ Union for 
advice when necessary. 
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Education Queensland is collecting the information on this form for the purpose 
of school enrolment and student management. Personal information collected 
by the Department is protected by the Queensland Government’s Information 
Standard 42 – Information Privacy.   
 
However, in accordance with Information Sharing Protocols and Memoranda of 
Understanding, some of this information may be passed on to government 
agencies.  Some of these state government agencies include Queensland 
Health, Queensland Transport, Queensland Police Service and Department of 
Families.  The commonwealth government, through Centre link, may require 
information for matching purposes in relation to the payment of study assistance 
benefits to some students. Personal information on the enrolment form can be 
disclosed to other third parties without the individual’s consent where authorised 
or required by law. 
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All written communication  between teachers and parents/carers must be first 
sighted by the Principal or Deputy Principal. It is preferred that all letters, notes 
and class newsletters are emailed to the Principal. Teachers are encouraged to 
be the first contact with parents by telephone with regards to concerns with their 
students. A telephone is provided in the staffroom for this purpose. Please do not 
enter the Office area as the administration staff have their duties to perform in this 
area unhindered. 
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All purchasing (whether for goods or services) must comply with Education 
Queensland Policy and Procedures Manual and State Purchasing Policy. For 
further information see Purchasing section of School Procedures Manual. The 
Business Services Manager is responsible for purchasing and requisition forms, 
quotes need to be obtained before any purchases are approved. The school is 
audited by an Education Queensland Auditor to ensure that we abide by 
Education Queensland Administrative Policies and Financial Procedures. 
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The school has a Resource Centre containing … 
(a) Fiction and Non Fiction Books 
(b) Reference Books 
(c) Teacher Reference Section 
(d) Vertical Files 
(e) Periodicals 
(f) Reading Books 
(g) Information and Communication Technologies including computers, CD 
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players, data projectors, screens, digital still and video cameras, DVD 
players, etc. 

 
At the completion of all lessons in the Resource Centre, the furniture, books and 
equipment are to be replaced neatly in their correct positions. Borrowing from the 
Resource Centre must follow procedures for all borrowers,  students and 
adults alike. 
 
Bulk loans are issued at the beginning of each year for current curriculum 
documents with returns and stocktakes at the end of the year. Equipment is also 
loaned and issued through our Library program. Equipment cannot be moved 
from various locations for a) insurance purposes b) safety aspects c) audit 
purposes, equipment registers and stocktaking. The person it is loaned to is 
responsible for caring for any equipment. 
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Religious Education volunteers approved by their Minister and Education 
Queensland visit the classrooms. Classroom teachers are fully responsible for the 
supervision of their class during Religious Instruction, as these people are 
voluntary workers. Students may be withdrawn from Religious Instructions with 
written parental permission. A list of students for whom requests have been 
received, needs to be kept in an easily accessed location, roll folder, for the 
information of relieving teachers.  
 
Religious Education is not part of NCT provisions. 

 

%���������"� Investigations have disclosed that in some instances, fatal road accidents 
involving children have occurred when children have played or loitered on roads 
after being dismissed from school. Teachers are requested to draw the attention 
of children to the necessity for them to proceed without delay to their homes after 
being dismissed from the school and to remind them of desirable standards of 
behaviour in travelling to and from school. 
 
Traffic concerns and road safety issues around the school before and after school 
and at crossings/along Pittsbay Court, a one-way shared access road, reported to 
the Principal are reported to the Police for action including any relevant details. 
Crossing Guards also may report offences to the Police and Transport 
department, their employer. 
 
A Local Area Safety Committee monitors school stude nt movement and 
safety with roads and paths. 
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-  a legal 

document 

Roll lists are developed from our electronic Student Management System (SMS). 
Rolls will be given to Classroom Teachers on a weekly basis and must be marked 
twice a day. Class Rolls are to be sent to administration every Friday for entering 
on SMS. White out must not be used on rolls as they are legal documents and 
may be required for evidence in court.  
 
Please file absentee notes from parents securely and follow up any unexplained 
absences. If we have an enrolment audit on Day 8 of Term One, rolls will be 
required by the Education Queensland Auditor for this purpose. 
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In the event of a run away or person reported truant, contact administration 
IMMEDIATELY, giving the name of the student, direction/location and possible 
reason. STAY WITH YOUR CLASS and attempt to sight the direction the student 
has gone.   
 
Administration will contact parents and if unavailable, or if child does not return 
home within a reasonable time, contact Police after a search of the school 
environment in an attempt to locate the missing student. 
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Refer to … 

a) EPPR – Internet as well, Education Queensland Intranet site,  

b) Keys issuing 
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�����	�"�&����� Security of the school is everyone’s responsibility. Please lock your 
classroom  door when you leave the room. Do NOT leave money or other 
valuables in the room. After school, please ensure that the room is tidy for the 
cleaners, all windows are locked securely and the door is locked.  
 
If you have had a key, please return it to the Office. Don’t forget to check the 
doors and windows in Withdrawal Rooms or Store Rooms. Switch off lights, fans, 
air conditioning, etc. Please also refer to Equipment loans and borrowing and 
resource Centre procedures. 
 
If theft occurs in an unsecured room, there is no insurance claim, we may have to 
do without any items stolen under these circumstances 
 
Please note, the school allocates several thousands of dollars (approx., $18,000) 
for electricity. Any savings go into resources for you and your students. The 
economical use of electricity benefits all. 
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The Teachers' Award - State 2002 defines the role and duties of the Senior 
Teacher. The relevant clauses state …  
". . . The teacher will sign an undertaking that …  

a) the teacher will commit to teaching excellence and a leadership role amongst 
classroom teachers by performing higher level duties that:  

b) provide leadership in curriculum implementation, resource development and 
enhancement of student learning. (Indicative tasks: adopting a facilitative role 
to support the implementation of new syllabuses, year level coordinator, 
subject area coordinator, project activity);  

c) develop positive relationships with the school community and students, both 
individually and collectively. (Indicative tasks: membership of relevant internal 
and external school/community committees, involvement in school 
sporting/cultural activities);  

d) contribute to the support and professional development of other teachers. 
(Indicative tasks: mentoring, modelling effective teaching strategies and 
classroom management matters, project activity, supervising/coordinating pre-
service teachers);  

e) The indicative tasks provided are not intended to be exhaustive lists.  

f) The teacher will develop a draft personal action plan in accordance with this 
schedule as soon as is reasonably practicable following the signing of the 
undertaking. The draft personal action plan should identify tasks consistent 
with one or more of the higher level duties identified in (i), (A) (B) and (C).  

g) The draft personal action plan will be provided to the principal for approval.  

h) the teacher acknowledges that he/she will be involved in the process of 
performance development (including identification of any developmental 
training needs which may be necessary to enhance the teacher's ability to fulfil 
the higher level duties) in accordance with the system developed pursuant to 
clause 4.12(1) of the Department of Education, Queensland Certified 
Agreement 1997 when that system commences operation.  

 
The additional higher level duties of a senior teacher will not be so frequent or 
onerous as to detract from the senior teacher's primary role as a classroom 
teacher. The normal classroom teaching load of a senior teacher may be adjusted 
when necessary from time to time at the discretion of the principal and within 
available resources."  
 
Each year, as part of Boyne Island State School’s Workforce Planning, Senior 
Teacher duties are renegotiated in light of changing priorities, school initiatives 
and personnel. 
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If a child becomes ill, send the child to the Office accompanied by another child 
using the card system. Blue card for minor incidents and an orange card for a 
medical emergency. 000 will be contacted immediately for an Ambulance or ring 
from your classroom yourself if serious. First Aid officers attend the child and 
make an assessment on their condition. 
 
� Parent/Carer contacted to collect or treatment and return to class. 
� Teacher notified for Roll if the child goes home. 
� Of high concern and no parent contact, ring ambulance immediately 
� Injury/Illness/Dangerous Event form to be completed if serious or legal action 

may be sought 
 

������� �	��
� Boyne Island State School have actioned Education Queensland’s ‘Smart 
Choices : Healthy Food and Drink Supply Strategy’ to promote healthy eating 
patterns and combat childhood obesity. Foods and drinks are categorised 
according to the three groups of GREEN (have plenty); AMBER (select carefully) 
and RED (occasional). 
 
Foods and drinks that fit into the RED category should be supplied no more than 
two occasions per term. This includes the tuckshop, fundraising, classroom 
rewards, excursions, camps, celebrations and sports days. 
 

 

��������(�
� From February 2008, all state schools are required to develop a ‘Smart Moves : 
Physical Activity Action Plan ’. This purpose of this Action Plan is to increase 
the curriculum time in which students are effectively engaged in physical activity 
and to improve the quality of these activities. 
 
Under the plan, all primary schools must allocate 30 minutes per day  of physical 
activity of at least moderate intesisty as part of the school curriculum. Schools are 
also to increase community access to their sport and recreation facilities to benefit 
the broader community. 

 

���)	������
�� ��������
-�(��������

	��
�

Smoking is not permitted in any Government buildings or on site. Refer to the 
EPPR.  
 
Littering of cigarette butts  is offensive to most people as is any other littering 
and takes seven years to decompose. Please dispose of litter appropriately and 
keep the site clean. This is a smoker’s responsibility, not grounds staff or 
cleaners. 
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The Principal is the school’s accountable officer to Education Queensland, 
Government and the community. The school operates as a State School under 
the Education Act, the Public Service Act and relevant Education Queensland 
policies and procedures within the Department of Education and the Arts. We 
implement a school based curriculum based on the key learning area syllabuses 
developed by the Queensland Studies Authority with representatives from the 
State and Private systems.   
 
We have a School Operations Team that manages and endorses the school’s 
strategic direction. We consult with parents through their P&C Association and 
scans/surveys. 
 
We operate strategically under the Education Queensland Strategic Plan, QSE 
2010, Destination 2010, School Improvement and Accountability Framework and 
Regional Strategy and a three year School Strategic Plan, Annual Operational 
Plan, School Annual Report and budget of approximately $250,000 excluding 
teaching salaries. Our total operational costs, including wages, are more than 
$1,000,000 per year. 
 
Our expenses include curriculum and administration budgets; utilities such as 
electricity, rates; Internet and telephone costs; facilities including minor, planned 
and urgent works; relief teacher costs; Workplace Health and Safety such as 
Grounds, Cleaning, Carpet cleaning, pest control and electrical checks.  
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Staff members volunteer or take on team leader roles as part of their Senior 
Teacher duties for each of the areas and manage the implementation and 
expenditure of their program area through consultative processes that are 
carefully monitored. 
 
We report to our community, the Government and Education Queensland through 
our Annual Operational Plan (AOP) and School Annual Report completed in the 
first term of the following year, our ICT Agreement and through our Newsletters 
and collect and respond to school data including School Opinion Surveys, Years 
Three, Five and Seven Testing and Year Two Diagnostic Continua data as part of 
our accountability. 
 
Planning and reporting documents are available on request through the Office or 
Office Foyer, on loan from the Library and will be available on the school’s 
Internet website. 
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All students are required to take part unless a parent states otherwise through 
written request on medical grounds or withdrawal request from a Parent. 
Teachers must give the Physical Education Teacher or Office a copy of any 
written  request and this must be abided by. However if a student states that they 
are unable to participate due to illness/injury, the teacher needs to assess this 
situation appropriately, supportively and professionally as part of their duty of care 
(eg, remove the student from that activity then insist on a note from home or 
contact the parent later re the situation). 
 
Risk Assessments need to be done for each activity. The EPPR LL-11 needs to 
be referred to before each activity – refer the Education Queensland internet site. 
 
1. SUPERVISION 
1.1 Parental consent must be obtained, in writing, for students to play any 

sport. The code should be stipulated 

1.2 Student welfare and supervision by teachers must be maintained 

1.3 All teams in structured competitions should be controlled by qualified or 
experienced coaches and officials, with a supervising teacher in charge 

1.4 In the case of an injury to a student, which may have serious implications, 
the teacher in charge should take appropriate action. The student should 
be supervised and parents / ambulance notified. 

1.5 In the event of any injury, teachers are required to enter details in the 
school Accident Register as soon as possible. 

 
2. EQUIPMENT AND DRESS 
2.1 All sporting activities must be conducted in accordance with the relevant 

EPPR located on the Education Queensland Internet 
 
3. SAFETY CONSIDERATIONS IN STRUCTURED COMPETITIONS 
3.1 Each school should have a structured training and coaching program and 

selection criteria for representative teams. Training should be specific to the 
player’s position and physique 

3.2 Teachers/coaches should be aware of the specific strength and physical 
requirements of the activity. Students should be selected on the basis of 
ability and suitability for the sport/position they are to play 

3.3 Students should only participate in vigorous activities if medically fit 
3.4 Teachers/coaches should ensure that players undertake adequate warm up 

and warm down exercises 
3.5 Teachers should try to identify students who may be suffering an injury. If a 

teacher has reason to believe that a student is injured, the student should 
be removed from the field of play 

3.6 Students should not continue to play if they are injured 
3.7 Students should not return to playing after injury until it is clear that the injury has 

healed. If there is any doubt, the student is not to play until medically cleared 
3.8 There should be a person present at each sporting venue who has current First 

Aid qualifications. A well equipped medical kit must be available at each venue. 
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� Intraschool sport is an important part of this school’s educational program. 
Teachers are encouraged to train and supervise children not only in school time 
but after school also. Interhouse teams are …  

� Pacey Possums (Yellow) 

� Wily Wombats (Green) 

� Galloping Goannas (Blue)    

Students are placed into teams as they enrol to keep a balance of numbers. They 
are not placed in accordance with ability. 
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Boyne Island State School delivers an active Student Leadership Program 
providing all students with opportunities to develop and demonstrate their 
leadership capabilities and skills. Towards the end of each year, students in Year 
Six are encouraged to nominate for key leadership positions for the following 
year. These include School Captains, Vice Captains, House Captains and 
Student Councillors.  
 
In 2008, the Program will be extended to include a range of other leadership 
positions to provide a greater number of students with opportunities to further 
develop their leadership skills. At the beginning of each year, a Leadership Camp 
is held for all Year Seven Students to learn about key aspects of leadership. 
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The Swimming Program must be delivered in accordance with Education 
Queensland’s EPPR located on the Education Queensland Internet. Risk 
assessments must be done before any sporting activity of this type. Parents are 
charged an overall, non refundable minimal fee for transport. 
 
Implications 
� Preparatory Year students must be supervised in a way which ensures 

individual adult assistance in the water 
� In Years One to Seven for a regular sized class, the teacher must be 

accompanied by at least one adult 
� At least one adult must be attired to enter the water at any time 
 
Safety Precautions 
� For learn to swim classes, the location must allow the student to stand 

comfortably in shoulder depth water 
� The swimming area must be clearly defined 
� A first aid kit must be available at all venues 
� An appropriate communication system should be available so that an 

ambulance can be summoned in an emergency. Teachers should take the 
school’s mobile telephone to this activity. 

� The buddy system and roll checks should be built into lesson procedures. 
� Students should be instructed in the use of a distress signal 
 
Record Keeping 
� It is advisable that parental permission should be sought before students in        

PY to 7 classes attend swimming. 
� Student records should clearly identify medical conditions, which may be 

prejudicial to safety during swimming activities. 
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Staff Meetings, Professional Development and Year L evel Meetings  
Staff Meetings are attended by the entire staff and will be held regularly each 
week at the discretion of the Principal. Most communication will be through Day 
Book, Memos, Newsletters, and electronically through the Notice and Events 
Manager. Teachers should feel free to voice their opinions and to constructive 
feedback regarding any school matter. We are always seeking the best options 
and innovative ideas for our school operations and policies. 
 
Meetings are held every Tuesday from 3:15 p.m. to 4:15 p.m. Professional 
Development/Year Level/Sector Meetings may be held every alternate week  at 
this time for professional discussion or year level class program development. 
Appointments need to be avoided at these times and consistent absenteeism at 
these meetings would need to be investigated by Administration. 
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Part time teachers should attend one meeting at least fortnightly but preferably 
each week if possible to keep informed and participate as a valued school team 
member. Some teachers, as part of their Senior Teacher duties assume 
responsibility for the keeping of minutes and communication of outcomes to Staff. 
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On taking up your appointment, you must fill out a Staff Details Sheet. Please 
ensure that the Office is notified of any changes as required, as the details need 
to be updated on SMS and forwarded to Payroll Services or District Office as 
required. 
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If absent for the day, staff are asked to telephone the school’s Absence Line on 
4979 9360 before 7:30 a.m. for after hours notification. Please telephone the 
school on 4979 9333 after 7:30 a.m. to ensure a relief teacher is booked. Please 
advise if more than one day’s absence is likely. Advise Administration if a 
preferred relief teacher is desired. A card containing this information together with 
the Principal’s mobile telephone number and an email address to forward daily 
planning is issued to all staff. 

 

/���� ���� The telephone is provided for school business, not private calls unless deemed to 
be urgent. All calls are to be recorded in the Telephone Regis ter near the 
telephone in the Staffroom. All calls are audited from the phone account call 
listing. Urgent, private calls need to be paid for at the Office and marked paid in 
the Telephone Register. Except for 000, schools programmed into the speed dial 
system and the Office; outside calls cannot be made on classroom phones. 
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� Application for Transfer Preference forms are issued through District Office each 
year generally around June. Applications for Transfer at any other time of the year 
must be made on the appropriate form to the Executive Director and 
countersigned by the Principal. The transfer points system is in operation as are 
transfers for genuine compassionate grounds. Education Queensland has the 
right to transfer to meet the needs of the Department and the guidelines are 
strictly adhered to. Additional information is provided on the Education 
Queensland website. 

 

/��)
 ���
�
�
�
�
�
�
�

The Tuckshop operates every Monday, Wednesday, and Friday for the main 
lunch break only between 11:00 a.m. and 12:00 p.m.  
 
No persons including students unless a signed on volunteer are to enter the 
tuckshop, as this is a breach of the Workplace, Health and Safety Act. 
 
All classes complete and send in their tuckshop orders in bags which are 
collected by that class at 11:00 a.m. 
 
If you are attending an excursion on a Tuckshop day please inform the Convenor 
well ahead of time. 
 
If you are planning a class party or lunch, please consider having this organised 
on a non tuckshop day. Clear communication lessens confusion. 
 
The tuckshop is a P&C fundraiser and funds contribute to school resource and 
environment improvement and class excursions – we appreciate your support and 
understanding in these matters.  
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The effectiveness and success of a teacher aide will be in direct proportion to the 
cooperation and understanding found between the teacher and the Teacher Aide. 
 
Duties of Teacher Aides  
The duties of an aide can be effectively divided into two main areas. 
 
1. Non Interactive Duties 

The major purpose of relieving teachers of non-instructional tasks. 
 

These duties could include …  
� Keeping and preparing records, charts etc. 
� Obtaining and preparing special materials for Science, Art and other projects. 
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� Building up resource collections and preparing instructional material such as 
flashcards, cut outs and transparencies etc. 

� Arranging displays and classroom exhibits. 
� Distributing, collecting and storing school stock, supplementary material and 

physical education equipment. 
� Filing resource material, correspondence and classroom records. 
� Preparing, typing, duplicating and collating instructional material. 
� Preparing and pre-viewing audio, setting up, maintaining and operating audio 

visual equipment. 
� Preparing computer resources. 
� Assisting with the organisation of field trips. 
 
Please remember …  
� Adequate time must be given for preparation of materials. 
� Records of children’s progress entered by aides must by checked by the 

teacher 
� Requests for preparation/duplication of material resources must be in 

accordance with Copyright Laws. 
 
2. Interactive Duties 

The Teacher Aide works directly with children to increase child/adult 
interaction. 

 
“A major proportion of teacher aides’ time is to be used in interactive duties as part 
of a teaching team. It is unproductive to use aides in mainly in a non interactive way 
which decreases their interpersonal relationships with students.” EOG 1981 
These duties could include …  

� Supervising students in the playground and on field trips 

� Reading and telling stories to students and providing an adult audience to 
children’s oral reading 

� Organising and supervising sport and recreational activities 

� Demonstrations in Science and Art etc 

� Supervising children in group activity work inside and outside the classroom 
and helping them to find reference materials 

� Supervising aspects of pupil work, such as proof reading 

� Instructing students in the safe and proper use of equipment including 
computers 

� Administering First Aid if current certificate is held 
 
Please remember …  

� A Teacher Aide must work under direct supervision of a teacher. 

� A Teacher Aide must not interact with children on any matter concerning the 
teaching learning process in which the professional judgement and expertise 
of the teacher is required 

� Teacher Aides must have detailed directions of the content of an activity for a 
specific group of children. 

� Teachers should consider various strategies in using Teacher Aides. For 
example, supervising main group activity whilst the teacher teaches and 
supports children with needs/intervention etc as the specialist. 

 
Teacher Aides are removed from classroom duties for the first week of the school 
year, the last week of Terms One, Two and Three and the last two weeks of Term 
Four to assist with beginning and end of year processes and end of term tasks. 
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Teacher Feedback meetings. ‘Teacher Talks’ or Planning Audits of staff 
curriculum planning are carried out each Semester by the Deputy Principal and 
Principal either individually or at Year Level meetings. Planning reflection sheets 
are issued to enable the teacher to consider effective planning for effective 
teaching and identify needs. These planning sheets will be discussed with the 
Principal or Deputy and signed off by both the teacher and Principal or Deputy. 

 



 34 

<�	����
� The Boyne State School P&C have decided that Boyne is a Uniform School, so 
uniforms must be worn wherever possible. Uniforms must be worn for school 
representation. No child is to be in the open without a hat. Baseball caps are not 
allowed  and are removed and returned at 3:00 p.m.  
 
Our expectation is NO HAT NO PLAY .  Covered shoes must be worn at all times. 
Only studs or sleepers are allowed to be worn but must be removed or covered 
for sport. No makeup or jewellery is allowed. Please supervise effectively and 
enforce these guidelines for in-school and out of school activities. 

 

.�#
	��� Boyne Island State School hosts a comprehensive website with a range of 
relevant information for all stakeholders, including enrolment information, policies 
and procedures, the fortnightly Newsletter and class contributions. Teachers are 
encouraged to email website contributions to the Principal for uploading as 
required. 
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During a student’s attendance, the Department of Education may also collect 
personal information that relates to the well being, protection and safety of the 
student.  
 
This personal information may be passed on to agencies such as Queensland 
Health, Queensland Police Service and Department of Families in accordance 
with Education Queensland’s Student Protection Policy and other policies relating 
to student behaviour. 
 
This personal information can be disclosed to other third parties without the 
individual’s consent where authorised or required by law. 
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When wet weather is obviously imminent, play is restricted because of the number 
of students and the problems with safety and noise  under covered areas and 
around buildings. Therefore it is appropriate to allow the first twenty minutes of 
such a day for eating and then returning the students to their rooms.  
 
To enable time for teacher to eat and have a break on such days, it is appropriate 
for staff not on classroom duties to supervise the lunch areas as set, during the 
first twenty minutes.  
 
Staff members such as the Principal, Deputy Principal, Teacher Librarian, and 
Support Teacher Learning Difficulties replace the teachers on duty on that day in 
the eating areas. All children are sent to eat in their designated Undercover Areas 
at 11:00 a.m. Students in A Block, Modular 5 and Prep are to assemble in 
Covered Area C . Students in Block C, Modular 2 and Modular 3 are to assemble 
in Covered Area 1 . Students in Block B are to assemble in Covered Area 2 . 
 
Should the weather be severe in nature these arrangements would vary according 
to the degree of severity. Afternoon Tea duty arrangements are unaffected by wet 
weather days unless the rainfall is particularly significant. 
 
A Wet Weather Policy needs to be decided on by management or administration if 
it is actually raining or obviously imminent that it will rain during the break. 
Common sense and cooperative teamwork needs to occur to support this policy 
implementation. 
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-  Students 

Because of the nature of these items, permanent markers and liquid paper 
should not be permitted  and are not included on the Student’s Stationery and 
Equipment List. Some students choose to use this equipment to write graffiti and 
vandalise the equipment of other students, the school, as well as their own. 
 
Other ways of marking and correcting need to be explored and encouraged by the 
Class Teacher. Teachers may confiscate and hold these items, to return them for 
removal from the school site only when there is an assurance by the student that 
this will occur.  Items must be returned after confiscation. 
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-  The Blue Card 

Criminal History 
Check 

�

Volunteers and newly employed staff working with children must  have a Working 
with Children Criminal History Check if they work with children at least once a 
week over one month, or at least once a fortnight over two months, or at least 
once a month over six months.  
 
Volunteers working on a ‘one off’ basis are not required to have a criminal history 
check. To apply for a working with children check (if you are a volunteer), see 
Administration for a registration form. Non teaching staff engaged on a casual or 
temporary basis for more than six months must also complete an additional 
criminal history check. Employment is dependent on the successful completion of 
this criminal history check.  

 

.��)������
:���� �����
�����"�

-  Under the Act 
�

�
�
�

The school is a registered Workplace under the Workplace Health and Safety Act 
which is available from the Administration. 
 
We are required to have in place a Health and Safety Team with minutes of 
meetings, Workplace Health and Safety Officer and notices displayed that it is a 
registered workplace, and, if decided by staff, a Workplace Health and Safety 
representative voted by ballot.  
 
� Reporting and Recording/ Risk Assessment of damaged items or hazards 
� Regular playground and equipment checks and records 
� Regular practise evacuations 
� Regular electrical equipment checks 
 
The school is a registered Workplace under the Workplace Health and Safety Act 
which is available from the Administration. We are required to have in place a 
Health and Safety Team with minutes of meetings, Workplace Health and Safety 
Officer and notices displayed that it is a registered workplace, and, if decided by 
staff, a Workplace Health and Safety representative voted by ballot. 
It is the responsibility of all staff to maintain a  safe and healthy workplace. 
 
Risk Management 
Under the Workplace Health and Safety Act (copies are available from 
Administration), Risk Assessment and Management processes must be filed for 
all workplace activities, including out of routine activities, sporting activities, 
gardening, cooking, excursions and camps.  
 
The organising person is responsible for submitting these Risk assessments with 
the Variation to School Routine  form. Forms are located at the back of this 
manual. No approval will occur unless these are completed. This is a legal 
requirement. Also refer to the Education Queensland’s EPPR on the internet for 
guidelines for various types of activities. 

 

������
	��� We believe in being a truly supportive and caring environment for all members of 
our school community and believe in an ‘Open Door’ policy (If the door is closed 
we are dealing with another issue and you should try again later). 
 
If you have any queries, concerns or issues, please approach the Principal, 
Deputy Principal, Business Services Manager or any other staff member for 
helpful advice.  
 
We hope that you find working with us rewarding and challenging both 
professionally and socially as we work together as a team in meeting the needs of 
our school community. 
 
Welcome Aboard ! 
 

����������	�
Principal 
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CAL Licence Notice  
 
The notice following must be photocopied and displayed near all photocopiers where copying is done 
under the CAL Licence for educational purposes.  This is an amended notice and must replace the 
existing CAL notice. 
 

 
CAL Agreement For Schools  

Copying Limits Per Person Per Calendar Year  

Books  

 Up to 10% of any literary work (eg. book) or dramatic work (eg. play) 

OR 

 One chapter (whichever is the greater) 

Periodicals  

 One article in each issue of a periodical (eg. a newspaper or magazine) 

Two or more articles in each issue of a periodical provided they relate to the same specific 
subject matter (eg. two articles on Geography are NOT related specific subject matter but two 
articles on the Antarctic would be related specific subject matter). 

Anthologies (Collections of Written Works)  

 10% of the pages of a collection of literary or dramatic works (eg. collections of poetry, 
short stories, or extracts from books) provided: 

(a) the individual literary or dramatic work being copied has not been separately 
published;  

OR 

(b) the individual or dramatic work being copied does not exceed 15 pages in that 
anthology (whether separately published or not). 

Artistic Works with Accompanying Text  

 You may copy any artistic works that explain or illustrate a text within the limits of 10% 
or one chapter. 

Artistic Works Without Accompanying Text  

 If you want to copy a picture from a book, newspaper, journal, etc. you have to ask the 
following questions: 

(a) Is the picture separately published? 

(b) As a separate publication is it available from your usual supplier in 30 days? 

If the answer is no to either question, you may copy the picture without accompanying 
text provided you copy no more than 10% of the work in which the picture is found. 

Out of Print Works  

 The whole of any artistic, literary or dramatic work if the school has checked with its 
normal supplier and the work is not available for purchase in 30 days or 6 months for 
text books, at the price the school would normally pay. 

 

 
Copyright implications affecting all staff , all students and all community members include; 
- Recording of Tapes, programs 
- Videos/DVD’s/Music recorded/performed publicly 
- Software Copyright & Site Licences 
- Internet downloads of some sites and information including music and video 
- Copying information directly from the Internet (plagiarism) including that work which students may 

copy 
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Primary Schools 
 
The notice following must be photocopied and displayed near photocopiers where sheet music is copied 
under the AMCOS Licence for educational purposes. 
 

 

MUSIC COPYING RIGHTS 
PRIMARY (P-7) SCHOOLS 

30 copies for each separately published work purchased  by the School or member of staff. 

5 copies for each choral sheet purchased  by the School or member of staff. 

30 copies of a song from a vocal score purchased  by the School or member of staff. A maximum 
three songs from one vocal score may be copied. 

Multiple copies of a part or parts of an instrumental work purchased  by the School or member of staff 
provided that the aggregate number of parts copied does not exceed 30. 

30 copies of a work which is not separately published  (i.e. only available in a collection). 

30 copies of a work which is not available for purchase  from the School’s supplier. 

A transcription  of a work purchased  by the School or member of staff thereafter 30 copies of the 
transposition. 

Replacement copies  may be made where copies have been lost, stolen or destroyed but under no 
circumstances should the total number of copies of each work exceed the permitted number. 

NOTE: 1. Copying rights do not apply to music textbooks, music tutorials, librettos or the 
copying of Grand Rights Works. 

2. The copying rights are for each musical work purchased and not per school, per 
teacher or per year. 

3. Rearrangements or variations of musical works are not  permitted. 

4. These copying rights are for the teaching purposes of the school only (and not  for 
private tuition or teaching). 

5. Visiting, itinerant or casual teachers should note particularly point 2 above. 

The ORIGINAL MUSIC must be marked by placing on it the words: 

AMCOS LICENCE - COPIES MADE  

All COPIES must be marked by placing on each copy: 

·  the words “AMCOS LICENSED COPY” 
·  name of school 
·  date copied 
·  name of the teacher who owns the original (where or iginal is not owned by the 

school) 

ALL COPIES MADE REMAIN THE PROPERTY OF THE                                                                          
SCHOOL FOR WHICH THEY WERE MADE. 

 

EDUCATION QUEENSLAND 

LEGAL ADVISORY UNIT (07) 3235 4233 
�


