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Our School Handbook is a detailed and comprehensive guide designed
specifically for our school community, providing essential information
and resources. It details our school values, key processes, protocols,
operational guidelines, and principles that guide our approaches
within our school to maintain efficiency and consistency across all
operations. With a clear outline of these essential components, we aim
to foster a well-organised and supportive environment that enables
staff to feel confident in their decisions.

Staff
Start & Finish
Times

Education Assistant’s
810 to 3:10pm

Teachers
8:30 to 2:40pm
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Principal Welcome

Welcome to Warnbro Community High School Education Support Centre (WCHS ESC).

At WCHS ESC, we promote ethical practice and appropriate standards of conduct and
behaviour, as per the Department of Education’s Code of Conduct. We are committed to
teaching, learning and working environments where all individuals are treated with respect and
dignity.

The actions of staff are to be guided by the Department of Education’s values, that are fully
embraced by our school, which reflect the social responsibilities owed to students, parents and
carers, communities, stakeholders and each other.

The Code of Conduct is built on the following shared values and our workplace behaviours:

e purposeful
e connected
* high performing
o ethical leadership
These values and behaviours are at the core of everything we do and every decision we make.

Integrity
e We believe a good education is the bedrock upon which everything else stands.
o We do not take this responsibility lightly and feel privileged to be part of it.
e We act in the best interest of students and the community at all times.
e We are accountable and honest and have strong ethical and moral principles.

Equity
* We recognise the different circumstances, needs and aspirations of students and staff.
e We strive for learning and work environments that are free from racism, discrimination,
bullying, abuse or exploitation.
e We believe in more than one path to success and our purpose is to help every child find
theirs.

Voice
» We attentively listen to each other and our students, families, communities and stakeholders.
e We encourage honest and respectful expression of ideas and diversity of thought.
e We empower the voice of children and young people to be partners in their education.

Truth-telling
* We commit to learning about the diverse histories, experiences and worldviews of Aboriginal
people.
» We create culturally safe learning and work environments, and culturally responsive
services, free from racism and discrimination.



Teamwork
e We support, encourage and inspire each other and value the contribution of all.
e We champion trust and inclusivity.
e We recognise the importance of collaboration to help students achieve their best.

Care
* We practise mutual respect and accept our responsibility to develop and maintain
appropriate relationships.
e We are attentive and considerate.
e We strive to keep ourselves, others and our resources safe.

Learning
* We have a positive approach to learning and encourage it in others.
e We advance student learning based on our belief that all students have the capacity to

learn.




School Board

Our School Board plays an important role in contributing to good school governance so that
school resources are used efficiently, and community expectations and the school’s priorities
reflect the needs of students.

The function of the board is covered by legislation and include both approval and advisory
roles. Some of the matters the School Board may make decisions on include:

o fees and charges

e resource lists

e dress codes
The School Board makes these decisions with the principal and other relevant decision-makers
who ensure they adhere to legislative and policy requirements.

The Principal may seek the advice of the board to inform themselves before making
management decisions. Board members have the right to understand the Principal’s decisions
(except where they involve confidential information about people or families).

The members of our board:




Communication with
Families
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The school is committed to developing a school culture which values parental engagement.
Through building strong and trusting partnerships with parents, we seek to support our students’
ongoing growth and development. The school benefits from the valuable information families
share about their child’s needs and how best we can support them which positively impacts on
student learning and wellbeing outcomes.

We also seek to support parents in their own learning and ability to support their child’s
learning and wellbeing development. Opportunities for education are provided through our
Parent Network group and links to outside groups, as well as reaching out through personal
contact, conversations and meetings.

It is important to develop a communication system with each of the families in your classroom,
identifying how frequently they would like updates regarding their child and how they would
prefer you to communicate.

When sending letters home to families, please send by email and then follow up with a text
informing the family it has been sent.

When sending information regarding behaviours it is important to develop strategies in
collaboration with families that are solutions focused.

Evidence tells us that when families engage in their child’s learning we see positive impacts on
student achievement and wellbeing outcomes.



Every Student Flourishj
and optimal wellpe

OUR VISION

WARNBRO COMMUNITY HIGH SCHOOL EDUCATION SUPPORT CENTRE
BUSINESS PLAN 2024-2026

Ng with the skijls knowledge
INg to lead fulfilling lives

Our students are sure of who they are and take pride in their achievements and qualifications. They confidently work towards
their educational and life goals and create a future for themselves as hardworking contributors to, and participants in, their
community. Our school is student-centered, safe, and nurturing, and we employ strategies that are non-punitive, and
relationship and skill enhancing. We meet students where they are at, value individual differences, and strive to
collaboratively solve the problems that are interfering with their success.

OUR SCHOOL

ﬂornbro Community High School Education Support Centre is a highly recognised,
Independent Public School for students with intellectual disabilities, or disabilities in the

presence of high educational needs, co-located with Warnbro Community High School.
We offer authentic differentiated learning experiences, high quality teaching and
supportive relationships that nurture a sense of belonging, significance and emotional
safety through a collaborative approach. Our focus is on maximising students’
confidence, self-esteem, resilience and sense of self, while nurturing our students to
flourish and become their best self, academically, emotionally and socially. Our students
take pride in their achievements and qualifications and confidently graduate into the
wider community with the knowledge and skills to achieve their hopes, dreams and
\ospirot\'ons.

RESILIENCE

™

FLOURISH

vy St Flosritning

Fiousining st
St Comrmaesty

OUR VALUES

/

va

288

PURPOSE

In our pursuit of a deeply meaningful
educational journey, we aim for students to
pursue their passions by fostering
dedication from both staff and students.
Our goal is to empower students, amplify
their voices, and create an environment
where they can truly flourish, celebrating
accomplishments and providing diverse
opportunities that offer access to mirrors,
windows, and doors for all.

EMPOWERMENT

We are dedicated to fostering
empowerment by nurturing individual
strengths through differentiation and
encouraging self-expression. We offer
choice and relevance in learning, equipping
all with the confidence and skills to make a
positive impact on their own lives and the
broader community. We provide an
engaging and supportive environment
where students and educators alike can
thrive.

EQUITY

We believe in providing equal opportunities,
respect, and recognition to every member,
irrespective of background, identity, or
perspective. Our goal is to foster an
environment where everyone feels valued,
heard, and empowered to contribute unique
talents and ideas, creating a dynamic and
inclusive team where all can flourish and
contribute to our collective success.

CONNECTIONS \
We support the professional and personal

growth of all members within the school

community in a purposeful and meaningful way.
Through differentiation, we recognise the
diversity of all staff and students, setting high
expectations for success.

GROWTH

We create opportunities for students to connect
classroom practices with real-life experiences,
fostering a determination for growth. This
ensures positive connections within the school
community and supports evidence-based
practices. Qur consistent approach encourages
exploration and connection with the world,
allowing every student to flourish.
INDEPENDENCE

We aim to empower students for a meaningful
learning journey, fostering academic and social
potential. We are dedicated to using technology
to support diverse abilities, promoting
independence for students in and beyond school.
To achieve this, we will nurture autonomuy,
advocate for equity, and prepare our students
for their future outside of school.
RELATIONSHIPS

We believe relationships make long lasting
impacts on everyone’s lives. For a relationship
you need to use trust and honesty, that allows
you to connect with others from diverse
backgrounds. This is important so we can
implement teamwork that forms part of a
healthy lifestyle. (student voice)

/




OUR FOCUS

/@ EXCELLENCE IN TEACHING,
7 LEARNING AND STUDENT
\\ —
ACHIEVEMENT
High quality, innovative teaching and learning.
Students supported to achieve their best and take
pride in their achievements and qualifications.
Objectives:
e Embed differentiation with the classroom
¢ Increase vocabulary to strengthen
comprehension
e |dentify finer grain targets in maths
Initiatives:
» Differentiate tasks so that all students can
access the same knowledge.
» Develop a guaranteed and viable curriculum
using a differentiated learning process.
¢ |ncrease teacher capacity to plan for
mathematics using developmental framework.
e |dentify student need for assistive technology
to enhance learning.
e Use technology to have a positive impact in
teaching and learning outcomes.
¢ Increase discipline specific knowledge to
develop vocabulary.
¢ Embed explicit writing instruction to build and
deepen knowledge.
¢ Embed the whole school instructional model.
¢ Embed whole school approaches to explicit
teaching of English and Mathematics.

I
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A safe and welcoming learning community where
students flourish and are secure in their experience of
belonging and acceptance.
Objectives:

e Create opportunities for student voice

e Build an effective feedback culture
Initiatives:

e Students and teachers to co-design all student

learning areas and environments.
¢ Link student outcomes to student feedback in a

\ systematic approach.

OPTIMAL HEALTH AND
WELLBEING

~—k

PROGRESSIVE AND
SHARED LEADERSHIP

Ce—"Ce
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Collectively our staff utilise their strengths
to make lasting and authentic
improvements to our students’ learning.
Objectives:
e Strengthen support of excellence in
teaching and learning in every class.
¢ Increase staff'confidence of whole
school processes.
Initiatives:
e Embed a strong induction process.
e Implement a pedagogical framework
to codify effective teaching.
 Embed reflective practices to increase
self-efficacy in all learning areas.
e Embed a coaching process to increase
self-efficacy.

I‘f‘!\ SUSTAINABLE PARTNERSHIPS
0 AND PATHWAYS

Strong school and community partnerships
that develop pathways for our students
into the community.

Objectives:

e Develop sustainable community
partnerships

e Enhance opportunities for family
engagement

¢ Increase cultural responsiveness

Initiatives:

e Every classroom develops o
sustainable community partnership

» Create conditions for family
engagement to support student
learning.

e Use expert and community knowledge
and experience, to meet the cultural
needs of students.

e Strengthen staff understanding of
cultural responsiveness.

~

OUR SELF-ASSESSMENT

Self-assessment is fundamental to establishing an effective school improvement cycle. Our school will reflect on and evaluate
performance to plan for and enact improvement. We recognise the Department’s School Improvement and Accountability
Framework as a useful self-assessment tool in measuring our improvement.




HAPEER

WCHS ESC is committed to building a supportive, connected school culture where students feel

physically and emotionally safe. We aim to maximise students’ confidence, self-esteem,
resilience and sense of self, while enabling students to flourish and become their best self,
academically, emotionally and socially.

WCHS ESC has a major focus on Positive Behaviour Support & Education. Our HAPEER Positive
Behaviour Support & Education Model is based on the intentional promotion of optimal learning,
social and emotional development, personal strengths and resilience. We aim to facilitate
flourishing lives that promote individual and also organisational wellbeing. We work to build a
strong school community where the values of purpose, empowerment, equity, connections,
growth, independence and relationships are embedded across the school.

We actively plan to build students’ sense of connection and belonging through the
implementation of a Positive Behaviour Support & Education Framework (HAPEER). We have
developed our Positive Behaviour Support & Education Model based on the belief that key
domains that lead a person to flourish can be taught.

Our 6 key domains are:

E R

FLOURISH

Every Student Flourishing

Flourishing Sta &
School Community

1



The Three B’s

WCHS ESC is committed to providing a safe and supportive learning environment. Our approach
to behaviour management encompasses a variety of strategies and interventions to ensure the
very best academic, social and behavioural outcomes for all students.

Our School focuses on three key areas to promote positive behaviour:
Be Responsible, Be Respectful,

Warnbro Community High School

Education Support Centre
Behaviour Expectations

Be Responsible Be Respectful Be Your Best

« Ask for help to solve an | « Follow all staff * Seek help and
issue instructions feedback when needed
* Use attentive listening | » Offer to help others as
* Allow personal space needed

» Keep hands, feet and
objects to yourself

* Treat others the way
you want to be treated
(respectfully)

* Take/use body * Use attentive listening | « Focus on your own
break/sensory break as | « Raise your hand to task
needed contribute * Display effective
* Ask permission to « Take turns when teamwork
leave class sharing asaclassorin | * Display a positive
groups attitude
Classroom « Follow all staff

instructions

» Use appropriate
language (including
non-verbal) when
communicating with
others

Expected behaviours are introduced to the whole school during Community Time, with the
presenting class providing examples. The behaviour is then taught in class throughout the
following fortnight.

The class teacher recalls behaviour expectations and models appropriate behaviour
throughout the next two weeks. They also support students who require further prompting of
expected behaviour with continual modelling.

When students demonstrate the expected behaviour POS cards are issued as a positive
reinforcement.

Students can choose to use their Pos cards in exchange for a prize or have the opportunity to
place their card in a box that is drawn at Community Time for the chance to win a voucher.

12



Community Time

Community Time is a time for our school to come together once a fortnight with a class
presenting their learning and expected behaviours guided by the PBS matrix.

o All students to sit in class groups

o Students to sit upright

o All students clapping at appropriate times

o All students to participate

o Students to be quiet at all times unless called upon to speak
o Correct uniform

o All staff members to sit with class

e Parents of the class presenting and students receiving a certificate must be invited to
Community Time

o Community Time does not need to run for the entire session. When your class presentation is
finished, students can be sent back to class

e 1min - Welcome and Acknowledgement to Country

e 3 min - Cultural learning: acknowledging the season and an Aboriginal English word.
Aboriginal icon (students share information learnt about an Aboriginal person they have
learnt about prior to community time) (more information in the shared drive on
expectations)

e 5 min - PBS Presentation (staff will be allocated a PBS outcome that they will need to
address, further information will be supplied at a later date)

e 5 min - Curriculum Presentation (each class to present something that demonstrates their
meaningful learning of the curriculum eg. HASS, English, SEL etc..

e 1min - Principal address

e 5 min - Student certificates

e 5 min - Staff certificates (Please note: students can only present if they have a certificate,
can we please keep this to a maximum of two students per class)

e 3min - PBS rewards

e 10 min - Students of the Fortnight

e 1min - Concluding statement

o Students to leave in class groups - one class at a time

13



School Mission
Every student flourishing
with the skills,
knowledge and optimal
wellbeing to lead

fulfilling lives.

PROFESSIONAL
KNOWLEDGE -




School Expectations

Expectation of staff members at WCHS ESC.

Keep the environment clean and tidy

Personal mobiles are not to be used during school hours

Acknowledge that all facilities and resources are for the use of all staff

Be courteous in dealing with others

Be respectful by locking doors when leaving an area and securing the school

Represent the school with pride

Maintain a safe workplace by wearing appropriate attire

Be responsible for your wellbeing by completing the necessary documentation and seeking
support if required.

Maintain a safe workplace by reporting faults

Be supportive of colleagues and respect the needs of individuals

Sign out when leaving the school grounds for any reason during the day & notify your line
manager

Ensure Teacher Registration and/or Working with Children Check remains current
Teaching staff must maintain and update professional learning log on the TRB website

15



Classroom Teachers are responsible for recording the attendance of students in their class,
using Compass. Class rolls are legal documents that must be completed accurately.

At WCHS ESC the ‘School Community’ is representative of all students, staff, parents/carers
and community members involved in the operation of the school.

As a member of the School Community, | have the right to:
e Be treated with courtesy and respect
e Work in a clean and safe environment
e Be proud of our school
e Be proud of my achievements
e Achieve and work to my potential

As a member of the School Community, | have the responsibility to:
e Treat others with courtesy and respect
e Not interfere with other’s people’s work or possessions
e Look after school property and keep the grounds clean
e Behave so as to uphold the reputation of the school
o Consider the diversity and difference within the school community
o Contribute to the building of a safe, creative and enjoyable learning community
e Ensure | am punctual, polite, prepared and display a positive manner
e Be proud of my efforts and achievements and the achievements of others

Under Section 102 of the Public Sector Management Act any staff member who is employed
by the Department of Education, who is also employed by another person, must seek
approval to do so by completing a form which can be located on the Department of
Education website and handed in to the school Principal. Please see Manager Corporate
Services for further information.

16



Teaching & Learning

Educators know that of all the factors that impact on student learning, the most powerful
factor that we can control is the quality of teaching. If we are to boost the achievement and
wellbeing of our students, we need to support every teacher to be their best.

Teaching for Impact is a major component of the Quality Teaching Strategy and is the result
of wide consultation with school staff. It shares our position and understanding of effective
teaching practice and is grounded in evidence, and the practical expertise of teachers and
principals accross Western Australia. It has been made by the profession for the profession.
The Teaching for Impact overview outlines what teachers believe, know and do. The
supporting resources elaborate on the what, why and how of the elements identified as

having significant impact on student outcomes. The strength of Teaching for Impact is that the
elements are brought together in one place, providing a common language across schools,
and supporting a unified public school system.

These elements have been identified as having the biggest impact on student wellbeing and
achievement.

Vision
Our students are sure of whom

they are and take pride in their
achievements and qualifications.

They confidently work towards
their educational and life goals
and create a future for themselves
as hard working contributors to,
and participants in,
their community.

17



Leaders

Leadership Team

Marianne Mangano - 0423 798 454
Principal

Julie Davies - 0407 912 635
Manager of Corporate Services

Hannah Stoneham - 0448 514 570
Deputy Principal Year 10 -12
Tuesday and Thursday

Nikki Garnaut - 0423 798 461
Deputy Principal Year 7 - 9

Charlotte Gardiner - 0448 514 570
Deputy Principal Year 10 -12
Monday, Wednesday, Friday

If you require support, please feel free to contact your line manager for assistance. If they are
unavailable, please connect with another member of the leadership team

Curriculum Leaders

Scott Beattie
Mathematics Coordinator
Literacy Coordinator
ASDAN Coordinator
Curriculum Coordinator
& Instructional Coach

Hannah Stoneham
Curriculum Leader
Cultural Responsiveness Coordinator

Christine Draper
IT Coordinator

Becc deGraauw
Complex Communication Support

Ruth Sproule
Positive Behaviour Support
& Education Coordinator

Jacqui Daniels
Partnerships
& Pathways Coordinator

What are the aims of Curriculum Leaders?

The Curriculum Leaders aim to support staff across the school Learning Areas utilising a
coaching approach to guide teachers in a thought provoking and creative process that inspires
them to maximise their personal and professional potential.

18
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Learner Profile

A Learner Profile outlines our knowledge of an individual student to inform how best to support
them. It includes their interests and strengths, areas for growth with strategies, diagnostic testing
data, support networks and possible post school pathways. They are also an essential tool in
classroom planning that will assist in knowing common student interests that can be embedded
into the class environment and learning programs and plans.

Learner Profiles are a working documents, requiring regular updating any time new

information presents.
LEARNER PROFILE EXEMPLAR upasea 130821

Student name: Class Teacher: | Primary Disability Literacy Testing: Huméracy Testing:
FIRST LAST (PR Rase Gillespie | ASD Spelling Mastery: PA Program PAT Adaptive: 04.11.22 Year 2
DIFFERENT IN (M, W.TH, F)
Chrissy Knapp | Secondary YARC Assesement 11.06.24: JEMM:
(T} Disability/Difficulties | Accuracy 7-05 age equivalent
Most recent Diate of Birth: Reading rate: below 510 OLMA: (Yea 8 - NAPLAM)
10/0B82008 ADHD Comprehension: 5:00 or less Mumeracy: Category 1
lindividual
student photo Disakility Heggerty:
from formal Allocation: (Data to be entered ASAP)
Level 5
school photos. Foar: RAZ: A (may require hstening acoess 1o lexts)
. OLNA: (Year — NAPLAM)
Writing: Category 1
Reading: Category 1
Parents/Guardians: Big Plan Dreams & Goals:
1oun, first and Last name) Train Driver, Surl Shop, Dancing, Movies, Taking Photos & Video, Basketball, Drawing, Colouring,
i Holidays, Surfing, Swimming, Dogs
Phote Permission: Yes y 4
referred promn iand
Two older brothers
One older sister
s family onginate from Ethiopia,
moving to Auwstralia in 2005
Pets:
InterestsiLikes: Strengths: Relevant Medical History: NDI5: YES
= Visiting his kecal park = EALD: speaks Ethiopian and | = ADHD - Ritaln Agency Invalvement:
« Watching movies Standard Australian English administered at home Assessed and funded Liberty
«  Walking with his friends Taking pholos and videos, + Strong knowledge of +  Allergy - Dusts, pets, Behavioural
pamicularty selfies technolagy grass = Behaviour Support Specialist
» Compuler games »  Trees 10 make others laugh « Asthrma Junigr Haiane 0420 808 873
«  Using his ipad, = Has aunique sense of lunipri® ibertybehavicural com
» _Waiching youlube i
Characteristics: (written as ebservable behaviours)
Communication: Social Behaviours: Sensory Neads: Infermation Processing/Learning Needs:
= isa multimodal Interactions: = Will display a * in the leaming phase of understanding his own = Will understand on step/familiar routine
communicator, speech, = Hasa need 1o armive at Sensory regulation. after being modelled the expectation
gestures, visuals and strong the bus on time «  Nod yet able to independently ask for specific & Can complete tasks independently after
communication device (AAC awareness |« Has a strong strategies bul is able to request the continuation kots e repetstion
- profogue2ga) of his sense of of a strategy already being accessed =  Uses visuals 10 support his
friend’s ownership for understanding of new concepts
attendance personal fems +  Secks deep pressue e squeezng his s,
at school and need 1o know pressing on his hands
where they are » Seeks propricceptive inpulimaovement eg leg
* Wil remave bouneing, hips maving on chair
hirmsel from o « Seeks olfactory inpul'smells eg armpt snffing,
situation that he putiing top bp
fnds =« Seeks oral molor inpul eg putiing items m his
wWOnymngover mouth
slirmulaing
Imipact in the Classroom: How is this different from key adjustments required?
Communication: Social Behaviours: Sensory Neads: Information Precessing/Learning Needs:
= Staff prompting o use Interactions: + Distracted = Sensory preferences and needs are continuously | « Wil dis-engage in activity if no support
cOMMURICHton device +  Cansitside |« Unfocused changes. given
« Wil grab staff or students to by side =  Dis-engages with |+ Observation required on how different inputs. = May wonder around class or grab staff
communicate during actieity impact on behaviour and interactions - staff to to help
« Wil point 1o who he's talking group and = May Push staff then adjust accordingly. = Struggles to complete tasks wilh
o when use AAC OrE-O-Gme members ruliple options exceeding 2
+ May push between people activities
to get pass
Koy Adjustments Regquired
Cemmunication: Secial Behaviours: Sensory Needs: Information Precessing/Learning Nesds:
& Model use of AAC Interactions: * Incorporate whole |+ Relies on adults 1o recognise his needs and +  Visual representations of activities and
= Provide one instruction ata | =  Explicit boady movement implement strategies eoncrele matenals
Eme teaching of into lessons eq = Staff 1o mamtain data collection in relaton to = Staff to model how 1o do new 1asks
« Provide 2 choices for expected graffiti walk sensody strategies to guide future practice whie | «  Reminders of what to do first and then
answers behaviours | Prowide opportunities Joel develops the skills to self-regulate what comes next - refer to visual
in new for =*'* o « Explain 1o **** how his body is looking prior to = Imbed frequent sensony breaks into his
contexts *  cafry heavy items prowiding a suggestion: routing
toffrom class ‘I can see you'ne holding your ribs, would
+  chmb on you ke @ squeeze?
playground “You're sniffing your lip/balliarmpit, would
equipment likt somethang smely?
+ perform sporting “Your legs are bouncing and youre
activities that looking outside, should we go for a un?’
imvolve running =  Model use of the sensary inputs oplions on ****'s
and jumping AAG device
*  bounce on the «  Sensory suggestions
mini trampoline. Deep pressure: theraband chest band
and something for his hands
Propnoceptive inpul: theraband around
chair begs, gonlla on lap; men outsde, 10
jurnps in chss
CHafactory. smedly items ke scratch and
snif stickers
Oral motor input: chew stick with texture
Centributors:
Name: : | organisation: Caontact Info: Dates Updated: 16/11/2023, 2304724,
Imogen Lockyer | Wambso CHS ESC 9528 9499 170624, 20.06 24, 0T 08 24
Gillian Dawidson | Warmnbso CHS ESC 9528 54599
Rose Gillespie | Wambso CHS ESC 9528 9489 20
Chmssy Knapp | Wambso CHS ESC 9528 9409
Lilli Rasheed | Rocky Bay MNA



Performance and

Development

At WCHS ESC Performance and Development are essential components of both personal and

professional growth. Performance management ensures individuals achieve their goals, which
contributes to the overall success of our school by improving efficiency, productivity and
accountability. It allows for staff to be recognised, boosting morale and motivation while
providing valuable feedback for continuous improvement. Development focuses on enhancing
skills and knowledge, supporting career growth, and fostering adaptability and motivation.
Through the integration of performance and development it ensures a balanced approach,
addressing immediate goals and long-term growth, and creating personalised development
plan to address specific performance targets and aspirations.

The Department of Education Employee Performance Policy and Procedures (March 2016)
states that all employees will participate in a performance management process linked to
the intended outcomes of the Department’s strategic directions. This process empowers each
individual to give an undertaking of accountability for self-improvement that is guided by
system initiatives, and Warnbro CHS ESC values, key focus areas, and strategic plan.

This process is undertaken in alignment with the Australian Teacher Performance and
Development Framework (AITSL), Australian Professional Standards for Teachers (AITSL),
Australian Professional Standard for Principals (AITSL) and the Education Assistants
Competency Framework. In addition, the Administration, Directions and the Student Support
teams (Allied Professional Staff) will reflect on their knowledge and practice based on their
individual JDF. Together with the school’s instructional and behavioural models, and classroom
observation process, these reflection tools form the primary frameworks for:

e Developing goals
o Gathering sources of evidence of performance and development
e Provision of performance feedback

» Determining ongoing opportunities for Professional Learning

The process is viewed as a continuous process of reflecting, goal setting, learning and
improving professional practice about individual performance and development and
contribution to organisational goals.
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Professional

Development

This is defined as all activities, both formal and informal, carried out by the individual or initiated
by the system to promote staff growth and renewal.

What are the requirements of Professional Development?
e Thereis no time set for PD. It should be closely linked to your Performance Development
Plan, department or school priorities.
» The staff member attending the professional development will present information to their
collegial, curriculum, management or executive group as appropriate on their return.

Priorities for PD will be based on
e School priorities;
e Workforce Planning needs;
 Individual performance development/ appraisal needs.

It is important that Deputies begin negotiating with their staff on PD needs. To enable a
Performance Development Plan to be developed it is essential that each learning area has
developed a Learning Area Plan with stated outcomes for students. This will enable priorities to
be determined.
1.Where possible, your Deputy needs to be informed of any PD required later in the year;
2.Individuals making applications for funding need to seek approval from their Deputy;
3.Part of the school development days will be allocated to Professional Learning on school
and system priorities. Staff meetings may also be used for this purpose.

Procedure

1.Discuss your interest to attend PD with your Deputy.

2.Complete the PD form available from Manager Corporate Services or in the staff Policy File.

3.Seek approval from the Principal.

4.Return completed and approved PD form to MCS.

5.Speak with MCS in regard to payment arrangements.

6.Register your application with the PD service provider.

7.Liaise with MCS for relief. If required, make the necessary arrangements for your relief
lesson package.

8.Swap any yard duty with a friend or colleague. Ensure you advise Deputy of commitments
you are unable to negotiate a relief for.
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Devices for Staff

WCHS ESC provides iPads to teaching staff in support of the facilitation and rollout of programs and
initiatives as outlined in the School’s Strategic Plan. Mobile Phones are also provided to teaching
staff to aid communication outside of the classroom environment.

Personal mobile use when working with students is not permitted and they are required to be locked
away during school hours. All communication is to be through devices provided by the school.

o All devices and associated accessories remain the property of WCHS ESC at all times. The
devices are borrowed through the Administration & Public Relations Officer with approval from
the Principal.

o Stocktake of all devices will occur biannually.

e In the event that a teacher takes leave for an extended period of time, the devices must be
returned to the school.

e The devices are to be used in support of the rollout of the School’s Strategic Plan and as such
these devices are to be used primarily for whole school programs and initiatives e.qg. Attendance,
Curriculum delivery etc.

e As they are used for attendance and other programs integral to a teacher’s daily practice, it is
expected that they are on site for the duration of each teaching day.

e Department of Education (DoE) Policies and guidelines for appropriate use of IT apply to all
staff.

* Applications (Apps) endorsed by the Principal and School Leadership group will be paid for by
the school.

e Learning Area specific Apps will need to be budgeted for through Learning Areas.

e Purchase of said Apps is through negotiation with your Deputy.

e The school will not purchase or reimburse a staff member for any Apps purchased through a
personal “iTunes” account.

e Use the Third Party Checklist on Ikon If you intend to use an online third-party service for student
administration or curriculum purposes, that collects students’ personal information.

Any damage or loss of devices must be reported to the MCS immediately. You must have supporting
documentation ie. Police Report number and/or forms.

On site support for IT is provided by Solutions IT on Monday and Thursday. All requests to be
submitted via email to: support@solutionsit.com.au

Additional classroom support can be requested from ICT Helpdesk via IKON or phone on
9264 5555 extension 5.
23
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Compass Education

WCHS ESC’s School’s management system is Compass Education. Compass can be accessed via
https://warnbroesc-wa.compass.education or by downloading the App on to your school
device for ease of access. Your username is your E-number and the password is the same as the
one you use for lkon. Compass has levels of permission and there may be some areas that are
inaccessible.

The Compass program provides detailed tutorials under “Knowledge Base” which can be
found at the top left of the screen by hovering over the ikon indicated below.

OCompass & [ = » @ = Ouick Actions ° o

Tools

Knowledge Base

# Teaching And Leaming £ Organisation L Admin Tock

.....
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Compass - Attendance

WCHS ESC teachers are required to keep accurate attendance records for every student in their
class.
Concerns regarding student attendance should be directed to the Youth Worker.

Student attendance is recorded on Compass at the start of every day. Rolls MUST be submitted
by 10am at the latest. When you log into Compass, your homepage will be displayed. A display
of your schedule, including all of your classes for the day, is located on the left of the screen.
Select which roll you would like to mark by clicking on the corresponding class within the
schedule.

Classes in a schedule yet to be marked will display with a red and white striped bar on the
lefthand side. Any classes that have been marked will display with a solid green bar.

Click on ‘Mark the Roll’, located on the right-hand side to open the roll for this session. The list
of all currently enrolled students in the class will be displayed.

Compass’ intelligent attendance system will preselect the status of students dependent on
current attendance information. If any attendance information is detected, Compass will
display the status and the reason.

If Compass does not detect any attendance information the student’s status will be
preselected P - Present. As the teacher, you just need to verify the preselected statuses are
right with the students in front of you and make any relevant attendance status changes.
To change a student’s attendance status, click the button beside their name to reflect the

agpropricie gaatys.

P - Present - Student is present in the class and arrived before or at the start of the session.
NP - Not Present - Student is not present in the class.
If the student arrives late to class, select the status L - Late.

Click ‘Save Roll on the top right-hand side to save all changes. The pink bar at the top of the
roll will then change from pink to green and a green pop-up will state the roll is saved.

Please Note: The note box is not to be used to enter attendance information. All attendance
information is to be entered as an Attendance Note or School Activity.

Every absence is to be investigated and the reason recorded. Teachers are responsible for the
initial follow up of unexplained student absences in their class. This may be via phone calls,
SMS or email to the parent to find out the reason for the absence. 26



Compass - Attendance

Codes

Through the Class Roll you are able to add a note/approval. Go into your class roll, locate the
student within the list, hover over the student’s name and then in the section that will display
hover over ‘Add” and click ‘Attendance Note’.

01GEN_01B, PRIS - 13/11 - 09:00 AM > 1311 - 12:00 PM _7] Add Chronicle Entry for... = || Photas view | | [l Save Roll Clase
This roll has not been marked 15 Present = 15 Total
Student Status Detected Information Comments

Student: Rod SCHIFF

’ ‘ Details: Male - 20 years, 10 months (01/01/2000)
L3 ’ Groups: SLYTHERIN, Year 1

L ]

Student IDs: SCHO037
Email: 5CHO037@ compass.edu.au L =

[+
AL A L 3 JContact v = Add v Tools

... ‘ > | Attendance Mote |
LA School Activity |
|Rod SCHIFF, 01B |
ﬂ I'L wer r li-._. me |__|
‘ l 1] M Sl |
8:00 am 9:00 am 10:00 am 11:00 am 12:00 pm 1:00 pm 2:00 pm 3:00 pm 4:00 pm
& } n
¥r 1 Generalist 4 ¥r 1 Generalist
D1GEN_O1B ; 0D1GEN_O1B
AM PM
Not Marked Not Marked
(0} (0)
Medical Details Chronicle Summary

This will open the Attendance Note screen and you can then add the approval details that were
provided from the parent (reason, comment, date range) and click ‘Save’. The Attendance Note
will then be added to the student’s record and their attendance data will update accordingly.

Attendance Mote Editor E
Note Details P jally Affected S
Parson: Rod SCHIFF Acthity Start . Finish
Raason; Enter a reasan i OLGEN_O1B (Yr 1 Gene.. 06f12/2021 09:00 AM 06/12/2021 12:00 PM
Detadls) Cormments: OLGEN_OIB (¥r 1 Gene... 061212021 12:30 PM DE/12/2021 03:30 PM
Options: Depariment Approvisd/VCE Compliant
Approved by
PrincipalfDelegate:
Start: D6/12/2021 (3 |09:00 AM % || Select a period... |V o= Add Atnchments
Finish: 06/12/2021 3 0330 PM |V | Select & period.., |V PRETes
Repeat his attendance note has no attachments,
Drag fibes here to uplosd
Repeat: || I *
1 Y Inclusive




The codes are important as they are imported into Student Attendance Reporting daily and
may be used to extract data at an individual student level, target group and system level.

U - Absence - cause not yet established

To be used when a student is initially absent from school and no explanation has yet been
provided. Further follow up is required to establish a reason for the absence and once
obtained, the code should be changed accordingly.

E - Educational Activity

This code should be used when the student is participating in an approved educational
program off school site, such as a Section 24, Alternative Attendance Arrangement, an
excursion, work placement or programs.

N- Notified as Sick

Applied to a student whose reason for absence is due to illness. The principal may request a
medical certificate.

L - Late

To be used when a student is late to school but is not late enough to be recorded as a half day
absence.

R - Reasonable Cause

This code should be used when the principal has deemed the reason provided as acceptable
other than an absence due to suspension, cultural absence, illness or family holiday.

C - Cultural Absence

Absences authorised for cultural or religious significance to the family such as funerals,
sorry time and religious observances. The principal should negotiate the duration of this
absence prior to it being taken. If the absence extends beyond the number of agreed days,
and no acceptable reason is provided, the additional absences should be recorded with an X
(Unacceptable Reason).

Z - Suspended

This code is recorded in Lesson Attendance by Administration when a student is formally
suspended.

W - Withdrawn

Where a student is withdrawn from school activities as a planned response to a breach of
school discipline but is present at school. Eg: when a student is sent to the office or a buddy
class but is still at school.

V - Vacation

This code may be used when the absence has been negotiated in advance and the principal is
satisfied that reasonable grounds for authorising the absence apply.

K - Unauthorised Vacation

This code identifies students whose parents have taken them on an in-term holiday and the
principal has not authorised the absence.

X - Unacceptable Reason

This code is used when the school has sought an explanation but the response from the
parent is not considered reasonable, and the principal does not believe it satisfies the
requirements of Section 25 of the School Education Act 1999,
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Providing Food to

Students

It is important that all students are provided with food, as identified in Maslow’s Hierarchy of
Needs, it is a physiological need which is a biological requirement for human survival.

At times, our students will come to school without food or come with food that they do not like,
therefore will not eat.

If we are aware that our students are not eating due to either of these reasons, it is essential
that we work in partnership with the family and inform them that we are able to support the
student.

If this is a one-time occurrence, we can inform family that we will provide a premade lunch
that can be found stored in the freezer, as long as it meets the student’s dietary requirements.
However, if this is ongoing, please inform the family that we will support the student in
developing the skills to make their own lunch and snacks.

Our aim is to build student capacity so that they are able to easily create the meal at

home, therefore we need to ensure the meals are cost efficient and meets healthy eating
requirements as per the Healthy Food and Drink appendices that can be found in the below
link https://www.education.wa.edu.au/web/policies/-/student-health-care-in-public-schools-
procedures
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Excursion Paperwork

Step Minimum due date before excursion

Excursion Proposal Form 4 Weeks
Compass Entry 3 Weeks
Approved & submitted to parents/carers 2 weeks

When completing excursion paperwork in Compass the following steps need to be taken:

1.Complete the Excursion Proposal (Page 2 only) - S\AdminShared\E6096S01-Warnbro
CHSESC\AII Staff\Excursions\1.1 MASTER Excursion Paperwork.

2.Seek approval from Deputy Principal & Manager Corporate Services.

3.0nce approval has been given the excursion can be entered on Compass using the steps &
checklist on pages 3-6.

4.After you have completed the entry, the staff member who completed the paperwork, the
class teacher and the staff member in charge during the excursion must sign the checklist and
submit to your Deputy Principal.

o You will be notified through Compass once your excursion has been approved or if
changes need to be made.

Once approved communication is automatically sent out to parents via email & through the
Compass App.

If parents are unable to access the link sent to them, a physical copy can be printed buy:
1.Selecting the excursion in the “Upcoming Events” tab
2.0pening the “Attendees” tab
3.Click the “Download Consent Payment Form” ikon in the CPF column
4.0nce you have received the signed consent form, select the student from the “Attendees” tab.
5.Click “Selected Attendees” and mark as “Consent Received” or “Declined”

@ Selected Attendees Actions = () Check Clashes Attendee First Name Attendee Last Name - Pl

I« ™ i Mark as Consent Received First Name Year Level Farm House Flags Cost Paid Status AP | CPF
I ¥i | ! iti *
=¥ | Clear Consent Received Blake ear?  cowant  anzc 1@ $0.00 N/A Awaiting Consent =]
Aidan Year 10 WP SKILLS  Collins [: $0.00 M/A Awaiting Consent B
E] Mark as Paid
Tysen Year 11 VOLUMTEE Collins u $0.00 MN/A Awaiting Consent _"J
Clear Paid
- Hudson Year 10 WPSKILLS  Stirling @9 $0.00 N/A Awaiting Consent (*
Mark as Paid + Consent Revd Chwen Year 11 VOLUMTEE Stirling m] '.' 20,00 N/A Awaiting Consent L]
Clear Paid + Consent Rev'd Coen Year8  FORRESTS  Collins $0.00 N/A Awaiting Consent (2
Liam Year 7 COWAN 7 Stirlin $0.00 MNSA Awaiting Consent ¥
Change Cost s E® ] B
Ritchie Year10 WPSKILLS Anzac @ $0.00 N/A Auwatting Consent L)
| Mark as Declined Abrianna Year7 COWAN7 Stiling [ig ® o0 N/A Awaiting Consent L3
Clear Declined Lochlan Year  YAGANS  Collins EE 5000 N/A Awaiting Consent £
Remove Selected Amelia Ve  TANO Dawin LGd@ @@ so000 NJA Awaiting Consent ]
Storm Year 100 WP SKILLS  Anzac n $0.00 NSA Awaiting Consent @
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Managing Student

Behaviour

Student Behaviour Management Report needs to be completed when a student is
demonstrating behaviours requiring support.

-\—/

STUDENT BEHAVIOUR MANAGEMENT REPORT - 10 be completed and copies made by teacher

STUDENT: YEAR GROUP: CLASS:

TEACHER: DATE: SESSIOMN/TIME:

DESCRIPTION OF CONTEXT:

STUDENT BEHAVIOURS STAFF ACTIONS/TEACHER ACTIONS | REASON FOR BEHAVIOUR ]
Lewvel 1 O Mame the behaviour you are showing me | O Consider the student’s lagging skills

something is wrong let's talk about the 1o support a more compassionale

O Talking when teacher is talking
O Distracting others
O Inappropriate use of fidget toys

prablen.
0 Offer additional support
O Re-reads thi task

O Calling out O Check for understanding of task
O Speaking back O Praximity
O Put down O Refer to visual aids eg. checklists
O Other O Private dialogue
O Use of timer
O Change of seat il needed
Lewvel 2 O Mame the behaviour you are shawing me

O Repeatedly refusing to complete

work

O Swearing indirectly

O Leaving class without permission

O Repeatedly refusing to follow
instructions

O Arguing with ancther student

O Arguing with staff

O Refusal to leave class when asked

O Inappropriate commenis/gestures

0 Repeated put downs

something is wrong let’s talk about the

difficulty.

O Review PRACTICE and Ziggurat Model

O Time to calm with teacher unpacking

difficulty

O Review a univarsal (Tier 1) pregram that

will address difficulty

O Restorative if needed overseen by teacher

O Return to class with a mutually agreed

plan to help

O Parents to be informed of behaviour by
classroom leacher

O Contact deputy if high level of
frequency/intensity.

Level 3

O Any inapproprate fouching

O Physically harming others

O Swearing directly at a staff member
O Threatening behaviours te students
O Threatening behaviour to staff

O Throwing furniture or objects

O Leaving schoel grounds

O Any comments er aclions involving
self harm

0 Teacher directs go-box of other students
O Keep student in view at all ime

O Contact deputy

O Suppaort student to de-escalate as
appropriate

O Let student know you're there 1o help
them

0O Go 1o well-being space together

D Reduced verbal input

O Show unconditional positive regard
O Deputy to support class teacher with
checklist of what needs complating

O Deputy to inform parents

understanding of 1he behaviour

Maintain focus

Regulate activity lawel

Handle transitions, shift from one
mingset to another

Consider the likedy cutcomis or
consaquancas of actions (impulsa
control)

Persist on challenging or tedious tasks
Sense of ime (time that has passed,
time needod)

Considar a range of solutions to
problems

Flexibly handie ambsguity, uncenainty
Shift from original idea, plan, o solution
Express concems, needs. or thoughts
inwaords or other means of
communication

Understand what is being
communicated by others

Appraciate how their actions affect
others

Fegulate emolional response to
problams and frustrations

Empathize with others, appreciata
another person's perspective or point of
Wi

Interoception (ability 1o understand and
feel what's going on inside their body)
Tolerate and manage the sensory
envirpnment

O Consider what the underlying
difficulty is that led to the behaviour.

Staff Member involved:

Teacher signatura:

Deputy Principal Signatura:

S:\AdminShare d\EGIIES0L-Wanbro CHSESC\Adminitration S1af200 Community Relation 209 Publications\ 2024) Behaviour Prodédurei 3. Student

Deputy/principal to complete the following (If level 3 behaviour shown):

Mansgement Repart updated 2024 docx

Reason for the withdrawal:
regulate.
processes.

may be required.

Date:

« To Calm, in circumstances where the student has become unable to self-
« Reflect on and learn from the incident, including engaging in restorative
« Evaluate prior behaviour support and negotiate and plan adjustments that

+ Continue a learning activity in a less stimulating environment.

o000

Time:

Duration of withdrawal - Start time;

Finish time:

Notified parent:

Name of parent:
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Resource Purchasing

1.Complete a Stationery Order From (including a description of item required and
quantity) available from Finance Officer, Front Reception, or Prep Room

2.Class Teacher to sign and date form

3.Return completed request form to Finance Officer for purchasing

4.When stationery arrives the class with be notified and can collect from administration

1.Complete a Cost Centre Manager Approval request slip (Green Slip) available from
Finance Officer, Front Reception or Prep Room
2.Provide as much detail in the ‘ltems Required’ including students name (if specifically

purchasing for one student)
3.Contact Finance Officer or Manager Corporate Services for Cost Centre Number and ask

for name of Cost Centre Manager

4.Get Cost Centre Manager to approve and sign
5.Return completed green slip to Finance Officer (Mon, Tues and Thurs) or Front

Reception (Wed and Fri) to purchase item

Damage to school resources (all electronic devices, all furniture and fittings etc), must be
reported to Deputy Principal on the day of damage.
Deputy Principal will notify Manager Corporate Services/Finance Officer to arrange repair or

replacement.

stationary Ord

NAME: ="

Class:_— \
pater___—— 1

tem 1 price |
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Leave Process &

Relief Staff

Planned Leave (future) Appointments, Long Service Leave, Leave Without Pay -

e Principal to approve
o Staff member will be notified of leave being approved or not
e Manager Corporate Services to submit the leave

Please do not book flights, hotels etc before receiving approval for leave.

If TEACHER absence is planned, teacher must leave:

Lessons with detailed instructions;
Lessons that are able to be taught by staff with little or no subject knowledge;
e Lessons which will last the entire period, leaving extension work for those students who finish.

e Notify MCS as soon as possible - 0407 912 635. Notify your Line Manager. Submit leave
request on Self Service HRMIS - please submit on your first day of returning to work.

e Provide supporting evidence if Leave with Evidence.

o Relief Coordinator to organise relief.

Relief Staff are to sign in and out via the Compass Kiosk at the front reception. Relief Staff will
be given keys and a security fob that they are required to sign out at the beginning of their shift
and sign back in at the end of their shift.

If you are relieving as a class teacher and are not planning, please attend option classes with
students. By attending option classes, you will provide an opportunity for our EAs to complete
other duties that are necessary for the smooth running of the class.

If you are a regular relief teacher, please cover the supervision of the class teacher. It is
important that you are aware of whether this is necessary, so as to ensure you have the

opportunity to have your lunch.

Relief Coordinator to contact relief from 0407 912 635 if you are unable to cover your scheduled
relief, please notify the Relief Coordinator ASAP.

- refer to page 46
- refer to page 1
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Sharing a co-located

site & Fault Reporting

Sharing a co-located site

When sharing a co-located site with two separate schools, it is important that we have a whole
school understanding of how we can successfully work together.

o WCHS ESC staff discuss any requests or concerns that involve the mainstream with the
WCHS ESC Principal.

o WCHS ESC staff refrain from entering mainstream environments, including the mainstream
administration area.

e When supporting students during integration (options) classes, staff attending with students
will also provide assistance for mainstream students.

e |f a WCHS ESC student enters a mainstream classroom when it is not their proposed
integration (options) time, they are required to leave immediately. Please gain support from
leadership to assist if students are finding it difficult to leave.

o |If a WCHS ESC student is attending an integration (options) class, it is important to ensure
success when they attend these classes. Therefore, at the beginning of each semester
WCHS ESC teachers are to connect with the WCHS teachers that will be teaching their
students. The purpose is to provide information that will support the option teacher to
address the students’ needs. This includes providing leaner profiles, risk management plans
and emergency response plans.

Fault Reporting

To report a building fault, hazard or pest problem please call the front reception on 9528 9499.




Emergency Evacuation

Process

RGENCY
P ROCE DU R E S If you discover a chemical spill:

INFORMATION FOR STAFF : .
I you discover an emergency: 1, Extingulsh all Ignition sources.
EWERGENET TELEMONE ]
L CONTROL TEAM 1. Atiract the sitentien of other people in the immediale picinmy. Do met 3. Walk away from the spill and rsiss the slarm by contacting the
Fncral e Fardes Eae Badd shious of cautse pande. Piincipal {1 S3408) or Adminiairatien jeu $9495). I SNer S:00pm —
Marinas :;Tm = Et S 2, Raise the alam by contactng the Principal (et E3408) or Administration contact Education Security.
Toaocss Protpd Pt ER49E L if afver S:00pm - contact Eduecation Security axt 44771 or G384 3. Evacuate any sngured parsans o a place of safety, in a manesar that does
Ay Pams teaul 7. st Bt e ) '
Fasocm Frncpal Ext 83412 =
ﬁ%ﬁé% — 3. Carutulty "‘“":’:; sk sk 4. If necessary, Sty with the ingared person s if possible mmmsdeately
B Ext i1d mupi;“mum:::lwm' wash Hug affected ana of the body with clean waler Sor 15 minutes,
ecaton Sacaty e e EHNTSSSa B TR S . It Recessary, Sty with the atfected person and iNSLUCt the NEATeSE SLAN
= o Awcait inatructions. fom yous chiel marden and if the alarm sounds fslicwnd by membrer o gain first abd supgpori.
e — AL e evacmalion wien [FWOOP WOOP™ sioen fer 2 minubeal, faliow the T — O 55 O, TEREE Dot 16 Wi ISRl ST
EXTERNAL EMERGENGT SERVICES eV B A procediies b sullined under 1he SHPIOPIME Emeigency Calegary ) hirl prie o o R T
o Wl cmiae 7. Withdraw 8 personnel frem the imemediste ares and step 8l peophe
enbering the area and swail insiructions from the Chiel Warden.
ROCKEGHAM POLICE {Ofics hiiis) 9538 2000 FOR STAFF:
STATE EMERGENCY SERVICE 122 500
PORSONS: IO TION {2TRF-] S4afl are responaible for Tamilarisiag themsetves with their location and the

maat effichent meand 1> evacuste 10 the assembly area on the Oval.

STAFF LASSLES B OPERATION ARE RESPONSIDLE FOR THOSE
STUDENTS IN THEIR CLASS AND A% FAR A% PRACTICABLE. THE STUDENTS'
COMPLIANCE WITH INSTRUCTIONS SUBSEQUENTLY 153D,

¥ SCHOOL SIREN
" SIREN FOR ¥ MINU

WN - ‘Boep FOR 1 MINUT
ALL CLEAR ONE SIREN FOR 30 SECT
EVACUATION CHEMICAL SPILL
I the &vent of a FIRE:
If you discover an accident or illness: In the swent of an earthquake,
1. Raise the alanm by contacting the fire bripade on 000 and themn e
1. Check for dangers, DO HOT ENTER AN UNSAFE AREA. I possible, 1. DO WOT EVACUATE THE BUILDING unless instnacted 1o 60 0 by the Principal (exi BR408] or Administration fext 83455
switch off sy ebectrical equipment that |s dangeroes of Birs the potential Principal [lift mist not be used)
1o Causs PUrthar ACCENNS. OF INjLTIGS a1 th Mans. 2. Seate the location of the fire and:
2. Stay away from windows and glassed areas. - The type of fire (bright lame, smouldering. amount of
smole)
2, Walllc awary Broam the area and rafse the alarm by conviacting the Principal 5
> = 3. Shalter mhder 5 Eabls, deak oF Ao0T lame fod prolection fiom falling - The extent of the firs
[t 83408} or Admanisiration jexi E3435). H after 5:00pm - condact o The siat taat in burmiing

Eduscation Secuity.

4. Do mot light cigarenes, lighters ste... Thess £an ceste explosions ss 3. Do not use the iR
3. Inoiabe ny axisting OF Pobential hazards. thesre My Bt Mammmnabde MEmes Irom Gamaged ¢ oNLENETS OF ik M.
4. Awail imensctions from the Principal | Fire Brigade smd if the evatuation
4, Make the victim coméorable and commence first aid il qualified and safe . W instnacted 1o evacuate, stay away from - baddings, powsr lines, pobes BLAIT SIS — TONGW e EMETJENTY EVHBMELN Procelines bebiw:
1o do 8. s trees whike Making your way b your designated sssembly ares on - Chose all doors and windows before you leave (if possisie)
tha arval Taloe vital perscnal bajongings with you (If possibie)
5. If the njured person is mobile, transier them to the medical centre. - Swinth off ebectrical applances (4 possible )
Incidate haating | porwer (1f poasibie]
6. 11 imnanobile, Say with e VCtin and seni fod st & suppodl.
5. Once the evacuation dignsl i hesrd PWOOR WOOR™ v hoi 2 A,
EVACUBIE 10 the designated assembly Sres on the school aval
- Listen to instnsctions from the fire warden
Hotify the fire warden of people who may be nped,
unconEcious of hivg & diability
ACCIDENT / ILLNESS EARTHQUAKE FIRE
In the case of a LOCKDOWN being required:
A lockdown is the act of isclating students, staff and visitors from a perceived
If you find a suspicious object: threat of phiysical harm by confining people to classrooms or other school

bouileings.

1. Do not touch it. Chear the aren and prevent other peraoninel from godn;
near mw',r;‘_ ikl e o The Prinicipal of debegate will initiate & keckdown based of the ssessment of
risk to students and s1aff, This decision will be informed by sdvice from other
7. Donot panic. Go to the nearest tabephons and raise the alarm by agencies, the Regional Education Office or other information available on site.
contacting the Principal (Ext $2408) or Administration [Ext 83485). If after

hours, contact Education Security on ext 44771 or S264 4771, The proceas for leckdown is as follows:

3. Once the evacuation signal is heard, (WOOP WOOP™ siren for 2 1 r;m-m‘m:x:wwmu:’mﬁ -dm-n“ :mummmmn o
minubes), evacuste to the designated assembly area on the school oval, mwceves direotly o Bhe fronk office.
Listen to instrsctions from the fire warden
= Hotity the fire warden of people wha may be njured, 2 Thi Priraciy arry hartheet Jndtece d ¥
unconscious o have a disability servioes, Regional Ofice, Regionall Execuibve Director._ )
. 3 The kockkram niren of “BEEP" then or | miswite contimcunly, This will b
If you receive a bomb threat via the telephone: Byan ey the 1
1. 1 n hreat:
Endeavitsr ? QEE:;L’.?‘;;"‘;fufmI;r:r:zwon % Fossible about the threat i Front cifice staff will then comtact the following arnas to ensune al Buldings
aebvised
Type of package =
FROMT ADMIN | FiRt Sehool Offcer - Becounts | F acilities
2. |f possible engage the caller in conversation allowing a trace to be made SYSTEMS
on the call. DO NOT HANG UP. ESC Canteen HASS ncident Support
Likrary ARTS Camaran
3. Risiae the 5lam by aMracting e Atanticn of & passer by who shoulkl: fee e
- Contaet the Principal (ext B9408) o Administration (ext 01 WELLBESG
BR4OEL IF after hours contact Education Security. 33
« Mydvise the telephone extension number so the line can be
hield open for a trace.
- Once the evacuation signal is heard ['WOOP WOOP” siren
! i L
oF 2 IR S ), SV BCUNE 10 B dedipnated assembly res on thi school oval s ALL $TAFE Sock thsle - — o
e Shorie in Weic current class b enter of sllcw arvy Sudents 15 b bor amy
reason
[ Annociate Principaly should report to the front office smmedaately B0 be advined
of the situstion
1 Associabe Principals (after assessing the risk] then sweep the schosd grounds.
b arviure no Shaclersts are eft oot of clss. Toilets shoulkd be locked if posssble,
8 A lockdown Is complete after the school siren sounds for 30 seconds and an
by tha Prinespal
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Processes to Prevent a
Psychological Hazard or Incident

General Information

Work Demands

(Substantial and/or
excessive physical,
mental and emotional
effort required to do
the job)

Low Levels of Control

(Lack of control over
aspects of the work,
including how and when
ajob is done [ie,
autonomy)

Inadequate support

(Lack of support in the
form of constructive
feedback, problem
solving, practical
assistance, provision
of information and
resources)

The school has a Psychosocial Risk Assessment for the campus as
well for individual staff Psychological Risk Assessments.

Risk Assessments have been completed for students posing an
increased risk to staff.

We have a psychosocial hazard management plan, reflecting the
controls (strategies and actions identified in the risk assessment) to
reduce risk of injury.

Responsibilities listed in the job description forms (JDFs) of staff are
reaffirmed due to the performance management process.

If staff are absent and relief for them is not available, members of
our team are distributed to areas of greatest need.

When staff are assigned additional duties or tasks, time to undertake
the duties is considered and the staff are consulted.

Staff are provided training when assigned new tasks or roles with
handover/mentoring.

Staff are only to perform duties outlined in their JDF.

Processes to build trust in teams is supported so that they feel
confident to approach their line manager when they have concerns
about their work and the tasks being assigned eg. Dysfunctions of a
Team Model

Staff are consulted during planning of work with their line manager.
Due to the complex needs of the school and its students, work is
tightly managed.

Collaborative Proactive Solutions (CPS) are implemented with
students and primary staff to support students and minimise risk.
Parent initiated service providers accessing students on school site
are required to follow RMP and escalation profiles.

A whole school Behaviour Procedures is in place.

Line managers complete performance and development reviews
with staff at least once a year. The plans are documented. The
Department’s process is followed.

Line managers identify training to improve the skills and knowledge
of staff (eg: Zones training).

It is the right of the employer to performance manage staff and that
this cannot be considered bullying. A document explaining the
process is provided to staff.

Staff are offered support when attending meetings about their
behaviour or performance matters.

The principal and the line managers have regularly scheduled team
and individual meetings with staff.

Adequate resources are supplied to enable staff to undertake their
jobs.

CPS is implemented with students and primary staff to support
students and minimise risk.
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Response

Poor organisational
change management

(Uncertainty about
changes in the
organisation, structure or
job; unstructured
approach to change).

Poor organisational
justice

(unfairness,
inconsistency, bias or
lack of transparency in
the way procedures are
implemented, decisions
are made, or workers are
treated)

Staff are consulted when changes impact the whole school or their
job role. The need for the changes is explained.

If major changes are made in the workplace or work area, these are
communicated to staff in advance.

If staff require further support through the change process the CPS
model is used to identify the difficulty and develop a solution
together.

The school culture embraces inclusiveness and fairness.

When planning change or opportunities for improvement, staff are
consulted.

When staff perceive they have been treated unfairly or with bias,
they are given the chance to discuss this with the principal or their
line manager.

Workers are consulted and have input into the plans and processes
used in the school.

Substandard performance is addressed in a reasonable time, the
Department’s processes are followed.




Adverse environmental
conditions

(Exposure to conditions
that influence worker
comfort and
performance, adverse
natural events)

If staff report a hazard, damaged or poorly operating equipment the
matter is investigated and actioned.

All classrooms have split air conditioning systems to enable
temperature to be controlled when extreme.

When staff are working outside for periods of time it is
recommended, they carry a water bottle, wear a hat and use
sunscreen.

Fatigue

(a state of mental or
physical exhaustion, or
both)

Staff take are provided with termly holidays.

Long service leave is granted when requested by eligible staff.
Organisational processes are in place to ensure all staff access their
breaks.

The EAP is promoted to all staff.

Staff have been provided with resilience training to support them to
understand how best to manage their resources to prevent fatigue.
Women’s Health awareness has been provided to staff to support
them to understand the impact of life transitions.

Psychological First Aid is provided to staff after a critical incident.

Traumatic events

(Exposure to an event, or
threat of an event, which
is deeply distressing or
disturbing for the
individual)

The school leadership team conduct Psychological First Aid following
a traumatic event.

Staff working with students are advised of serious incidents
regarding that student.

Support is arranged following a serious event at the school.
Psychological First Aid is provided, access to the Employee
Assistance Program is given.

Staff are advised to seek medical treatment, if needed following an
event.

Staff are offered a low cognitive load to support them to stay at
school following a traumatic event.

There is a current incident management plan shared with staff.

A risk management plan is in place for violent and aggressive
behaviour and a plan to implement actions and risk controls.

Staff are advised they have the right to report incidents to police
where they believe the behaviour was violent and or aggressive.
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Hazard Response

Family and domestic violence o If a staff member is exposed to domestic violence, they can
access support through the EAP.

(Exposure to behaviours intended

to coerce, control or create fear

within a family or intimate

relationship)

Secondary trauma e School leadership team conduct Psychological First Aid following
a traumatic event.

(Can occur unexpectedly as a o Staff can contact EAP after a traumatic event. However, if it is

result of emotional distress from evident the staff member has been significantly impacted after

indirect exposure to another conducting Psychological First Aid it will be highly recommended.

person’s traumatic experience. It

is an acute response where

symptoms often mimic post-

traumatic response disorder)




Health and Safety &

First Aid

Casey Ell - casey.ell@education.wa.edu.au (Friday)

Health and Safety Representatives carry out the following functions:

e represent workers;

e monitor compliance;

¢ inquire into WHS concerns; and
¢ investigate complaints.

Scott Beattie
9528 9480
0439 090 405

Jennifer Garner
9528 9484
0431 656 764

Kiralee Fletcher

9528 9486
0423 798 452

Duress alarms are provided for students requiring intensive engagement interventions. It is the
responsibility of the staff in the classroom to ensure they are charged daily.

When a First Aider is contacted, please advise:
e What happened?
e Where is the injury on their body~?
e Was there any witnesses?

First Aiders attending must take the class phone, so they are able to access Health Direct and
First Responders. Please contact Health Direct, regardless of whether you feel you may know
the action required and while on the phone you can act on what is outlined in First Responders
WA.

In contacting Health Direct, they will advise best actions and provide a follow up text with
information that can be shared with families.
It is important to remember that while we all act in the best actions of the student, only people

who are first aid trained can make judgements regarding student wellbeing.
If deemed the parent or ambulance is required the First Aider must stay with the student and
handover to families.
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First Al

Managing

Minor injury and illness are common in schools. Most problems are minor and do not require specialist or emergency
care. As a general rule, the health issues should be dealt with as listed. This information has been provided to assist
school staff in making decisions relating to first aid and health issues with students in their care.
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BLUE

RED

EMERGENCY

9528 9499

BLUE

EMERGENCY

9528 9499
& 000

Emergency - Staff should contact Leadership.

Emergency - Staff should contact 000

immediately

¢ Hay fever

Head cold

Toothache

Blisters

Insect bite (no allergy)
Paper cut

Sore throat

Minor grazes

Period pain

Bullying

Abdominal pain
Headache

Anxiety or panic attack
Emotional upset

Fever

Nausea or vomiting
Sprains or strain
Persistent coughing
Significantly distressed

Self harm

Severe Asthma
Seizures or fits
Profuse bleeding
Suspected anaphylaxis
Severe trauma
Severe burns
Head injuries
Diabetic collapse
Choking

Snake bite

Eye injury

Suspected broken bones

Known Anaphalaxis
Life threatening
Heart attack

Stroke

Amputation of limb
Patient not breathing
Severe head trauma
Severe burns

Profucse bleeding with force
struck by moving vehicle

Refer to:

e Student Learner Profile and/or

¢ an individual's management and
emergency response plan for students with
specific health conditions

¢ the School Response and Planning
Guidelines for Students with Suicidal
Behaviour and Non-Suicidal Self-Injury
(NSSI) for responding to incidents involving
Suicidal Behaviours and NSSI.

Student should not be sent out of class for
these issues.

¢ Classroom teacher to contact parent/ guardian and advise of
issue.

« Utilise first aid supplies in classrooms or prep room.

e Itis a school expectation that the student engages in the lesson.

Classroom teacher to contact parent/

guardian and advise of issue.

« Staff member to provide first aid if required, and if needed
contact parent/ guardian to take student home.

¢ Monitor for deteriorating condition and a need for (red)
emergency actions, as below.

« If a decision has been made by guardian to collect, please inform
Deputy via text.

Teacher to stay with the student and send
someone to call Leadership.

¢ Leadership to contact a member of the first aid team and
check for any medical action plan on Compass.

¢ Leadership to contact Health Direct. Follow medical action plan
and call ambulance 000.

¢ Parent and Principal to be notified.

Call 000 immediately

¢ Then call leadership.

¢ Leadership to contact Health Direct.

« Contact First Aid officer. Advise Principal
¢ Establish privacy.

¢ Support staff witnesses. 41



Student Medication

STUDENT HEALTH CARE
NEEDS AND MEDICATION

> seginning of new u
* |f medication wa ng admini
before, a new form will need to be completed
annually. This will be arranged by
administration.

New enrolment:
* Administration staff will ensure all health

: are required t
form will need to b

o

vvv

If training is required for emergency response or
administration of medication. The deputy will
arrange training for new class staff.

Administration staff will identify if PL is required
for emergency response or administration of
medication.

vvv

If an emergency response is required,
administration staff will inform the deputy
immediately so that training can be arranged
(this will be based on particular response
required).

' VvVVvv

Teachers to ensure all medication information & times are recorded on students Learner Profiles. ]

vVvyv

Administration staff are to be given medication by the parent and ensure:
+ Medicine is in its original packaging.
» Clearly labelled with the student's name.
* Clearly labelled and within the expiration date.

Vvvv

If students are catching the bus (process to be communicated by teacher):
* Parent to let the class know when they are sending in medication (so staff know to meet the bus the next
morning to collect medication)
+ Medication needs to be handed to the bus staff at the beginning of the students trip.
+ Staff member to meet bus at the gate in the morning to collect the medication from the bus staff.

+ Medication to be brought straight to administration staff for recording & storage.
Vvvv ‘
l Class staff to notify parents when medication is running low. 0
vVvyv O

It is the teachers responsibility to ensure all class staff are aware of students requiring medication & wha.
time that medication is required.

vVvyv

At the end of the year, it is the administration staff’s responsibility to:
* ensure that the medication goes home(we are not allowed to hold any on site)
* Avoid giving medication to the students to take home.

Any uncollected medication will be taken to the chemist for disposal.
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Request for Therapy

Service

Request for Therapy Service to be Conducted During School Hours

Principal/ Deputy Principal receives
request for Therapy Service
conducted during school

( Teacher meets with Therapist J

No link between Therapy Goals Link between Therapy Goals and
and IEP/My Plan goals IEP/My Plan goals
Parents advised that Therapy Therapist has reviewed
Service cannot be conducted Operational Guidelinbes and met
during school hours. Compliance Requirements
[ Class Teacher to complete ) ( YES ([ NO )
the following sections of the Negotiation with Place request “on
“Therapy Checklist:” student therapist and class hold” until
name, therapist name, teacher of a requirements
mobile number, ' suitable session completed OR
organisation, signed parent time relating to suitable session
letter, copy of therapy goals student goal. time can be
S:\Admi?ghgrzgr{‘éfgigéie-wa rnbro k J \\ A EQOTl gited >
\_ CHSESCh\AIl Staff\Therapists )

7 Review end of Continue service if
Front office to ensure all sections of ) semester appropriate

the “Therapy Checklist” are
completed prior to sighting WwC.

This includes;

» checking they have a current
NDIS Worker Screening Criminal
Record Check or a Nationally
Coordinated Criminal History
Check, and

» proof of current insurance to

\cover their legal liability. y
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Supervision

At WCHS ESC we have a range of supervision options to support the needs of our students.
» Specific area supervision such as middle school or senior school - If you are supervising

an area please ensure that you are monitoring all sections.
Large zone or Senior School zone - If you are supervising a zone please ensure that you
are supporting the students to socialise positively.
One on One: If you are supervising a student one on one you are supporting the student
to develop their socialisation skills in an intensive tiered approach. The Deputy will
provide a behaviour contract that must be completed by the supervising staff member
every time they complete the supervision. At the end of the week the class staff are
responsible for providing the information to the Deputy so that they can determine the
success of the supervision and whether adjustments are required or it is no longer
needed.




Uniform - Students

'DRESSING TO BUILD UNITY & COMMUNITY’

v X

WCHS Polo Shirt

WCHS White Shirt
(Year 10-12)

WCHS Faction Shirt
WCHS Jacket

WCHS Crew Jumper

Leggings/ jeggings/
denim jeans/ shorts

Hoodies/ non-school
jumpers, jackets & tops

Clothing/ Caps with
inappropriate logos

UGG Boots/ thongs/
slides/ heels

WCHS navy or black
shorts/ pants/
mid-length skirt

Caps/ Beanies on in class

Closed-In Footwear No Bag

Backpack - No Graffiti

If Warnbro CHS ESC students are unable to follow the uniform
expectations staff will support them in the following ways:

Speak to student ask why?

e Contact parents/guardian to gain further understanding as to why

the student is in incorrect uniform. Gain permission from parents for
their son/daughter to change into suitable school spare uniform.

* If agreed request the student to change into school spare uniform.

* If we are unable to find uniform to fit or the parent/ guardian does
not want their child in a spare uniform, Deputy will issue a uniform
pass for that day.

If the student refuses to change provide them with an alternative
working space and inform parent/guardian of the student’s choice.

If a student has continual uniform breeches Leadership will meet with
parents/ guardian to discuss the issue and agree on a plan.



Staff Dress Standards

A staff dress code establishes a sense of professionalism and pride, identifies staff as key
people within the school community, reinforces high expectations and portrays a united staff
team. Professionalism, striving for excellence, and occupational health and safety are key
factors underpinning the WCHS ESC staff dress code. The dress code, whilst not a prescriptive
uniform, outlines minimum dress expectations and requirements.

1. That staff wearing clothing that is tasteful, clean, tidy and commensurate with a
professional work environment or business setting.

2. That staff personal appearance is presentable, clean, neat and tidy.

3. That staff wear personal protective equipment as required, in line with Occupational Health
and Safety requirements.

4. Footwear is an important safety item at work. Shoes with good sturdy soles and heels
providing a firm grip to the floor, helping to prevent accidents such as slips, trips and falls.
Footwear with good cushioning can also protect feet from fatigue or muscle stress. Shoes
that cover the whole foot with material such as leather provide protection from falling
objects or chemical spills. It is important to ensure footwear worn is appropriate for the work
tasks being completed, particular for walking on a number of different surfaces during the
workday. (ie. Stairs, playgrounds, linoleum, concrete, grass, sports field).
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As minimum standard, recommended footwear in the general school environment is;

Enclosed which covers toes and heels and
Slip resistant sole material with good tread pattern and
Low profile heel (avoid raised heels with a small contact area) and
Well fitted and in good repair.
Carefully consider footwear before performing:
o Frequent manual handling tasks
o Qutside duty
o Working in wet environments ie. Kitchens, swimming pools.
o Undertaking or instructing sporting activities
o Frequent use of stairs, particularly when items are being carried
o Potential for sudden changes of direction (eg. In response to unpredictable behaviour of
student)
o Uneven ground levels, sloping, loose/slippery ground surfaces
o High risk areas - science, design and technology, arts, cleaning

@ Inappropriate Attire

Skirts, dresses and shorts that are above mid thigh Midriff tops

Leggings/jeggings Beach/nightclub wear

Denim clothing See through garments

Strapless tops/ tops with one shoulder Tops/dresses that expose too much cleavage
Singlets with shoestring straps Cargo shorts or pants

T-shirt style tank tops/singlets T-shirts with logos

Hoodies are NOT permitted Footwear that exposes toes and heels
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Additional Resources

IKON - https://ikon.education.wa.edu.au/

The purpose of the Western Australian Department of Education’s IKON is to serve as a portal
that provides a wealth of information and knowledge to all employees. Its aim is to ensure that
employees have awareness and understanding of how to be successful in their roles within the
department. Essentially, it serves as a centralized platform for accessing resources, information,
and support necessary for effective performance and professional development within the
education system in Western Australia.

When visiting the IKON website you will first be asked to Sign In. Your User Name is your
Department Employee number. You password is the same password that you use to log into
school computers. If you are having trouble logging in please contact the front reception.

Department of Single Sign-On

Appropriate Use of Online Serviess

AR Departmantal onfine sanvices including Portal, email, onling document storage, Inranet and Infamat access:
[Enter your Single Sign-0On user name and password to sign in mugst bo wsed responsibly and in accordance with Deparimental policles.

By accessing any Departmental online sendces you give your full agresment and commitment to comply with all
Départmantal policies. You also gve consent o logging, maritaring, auditing and disclosurs of your use of these

User Name 7] sorvicos
Password  [ceees Inappropriate usé of these sendces and failre to comply with Daparimént policies may resll in crsminal
proceadings andisr ciscipinary acion that may inchude suspansion of sccess to onling sendces, dimissal or
1 harve read and understand the Appropriste Uise of Oriline Senvices information termination of contract
Login Cancel You can view the policies relating 1o the appropriste use of these sarices ol the D Poloiss welte

Copyright Statemant

[WARMING]

Some of this materal may have been copled [and communicated 1o you) In accordanca with the statuory Bcanca in
seclion 113P of the Copyright Act. Any further reproduction or communication of this materdal by you may be the
subject of copyright protection under the Act

Do not ramove this notice

This is how it should look once Signed In.

[InT e Fimd a service Prafessicnal learning My organization

{3 0 My suppornt requests
E o o

MNominations are open for the
School Psychologist Awards =

¥ Apeil 2024

Ed-e-Mail

ati B R National Reconcillation Wieek 2024
il featuring (g 14 May 024
pary 20 -
Corporate Exsoutive o 4 L | enrol in Desability Standards for
Executhve Din torikclon Edwcation professional kearning &
14 May 2024 14 Mary 2024

7
2024 end of financial year Compiete the annual survey of
processing and reporting fermal grievances
14 May 2004 14 Mary 2004
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WE WANT YOUR
FEEDBACK

We value feedback to support growth
therefore if you feel anything is missing
from our handbook, please email
warnbro.chsesc@education.wa.edu.au.
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