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Principal’s Message 

 

 
 

This information has been prepared for teachers and support staff employed at Jells Park Primary 

School.  I trust that you will find the information contained in this booklet helpful in providing the 

answers to some of the questions you may have concerning our school.  The information aims to 

provide both an introduction to and information regarding routines, operations and features of the 

school. 

 

I welcome you to our school and hope that your time at Jells Park will be rewarding.  We have an 

open door policy for parents and younger siblings as we wish to reinforce the learning partnership 

between home and school.  We, as teachers, will be sharing the responsibility of the continuing 

education and development of all the children under our care.  

 

I also have an open door policy for staff and I encourage you to speak to me, or any of the school 

representatives below, if you have any concerns or problems. 
 

Kevin Oakey 
Principal 

 

 
OH&S Representative –   Steven Coughlan 

Union Representative –   Steven Coughlan 

R.T.W. Representative –   Jo-Anne Hoare 

First Aid Representative –   Karra McLeod 
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 Jells Park Primary School Profile 

 
Jells Park Primary School is situated in the south-eastern residential area of Wheelers Hill, within 

five minutes walking distance of the Jells Park Reserve, from which the school derived its name.  

Built in 1979, the school has immediate impact because of the unique contemporary design of the 

building, which is complemented by the attractive treed setting and well maintained school grounds.  

 

The school has 24 spacious classrooms, most with large galleries attached.  All classrooms are 

heated and air-conditioned to provide the optimum physical environment for learning.  In addition, 

the school boasts an attractive Art Room, a fully equipped Library and adjoining Computer Lab, a 

music room and a spacious gymnasium which houses our Canteen, LOTE room and meeting room. 

We now have a magnificent Early Learning Centre for our Preps and a newly refurbished grade 2 

building that also houses our EAL classroom. 

 

Jells Park Primary School is a caring school with a strong commitment to achieving excellence in a 

supportive environment, which recognizes individual differences and different rates and styles of 

learning.   The school provides a comprehensive curriculum that covers the Learning Areas and 

Capabilities as outlined in the Victorian Curriculum. 

 

Our Inquiry Studies Program has been developed from five platforms that have been identified and 

endorsed by the local community: 

1. The Environment and Sustainability 

2. Personal Health and Well Being 

3. Australia and the World Around Us 

4. Citizenship and Community 

5. Communication for the Future 

These form the basis of study in Science, Technology, Health, Civics & Citizenship, and the 

Humanities and are strongly linked to real life issues and challenges. Thinking skills are taught at 

all levels and are a strong component in all areas of study. 

 

Mandarin is taught as the Language Other Than English (LOTE) for Levels 3-6.  The school’s 

learning program keeps in sharp focus the need for highly developed skills in the traditional areas of 

literacy and numeracy which form a strong foundation for all other learning areas.   

 

The Creative and Performing Arts program is a special feature of the school, providing students the 

opportunity to participate in a range of exciting activities, including the school choir, music lessons 

and the annual concert. 

 

Student Health and Wellbeing is very important and is taught through our Inquiry Studies Program 

and through our extensive Sport and Physical Education Program.  Students participate in inter-

school sport, intensive swimming from Prep to Year 5, specialist P.E. lessons and fitness activities 

to develop independence and resilience in all our students.  There is a support program for students 

with special needs.   

 

Our students are well mannered, cooperative, care for each other and have a pride in the school. 

This is fostered through our many student welfare and wellbeing programs, our school values and 

our emphasis on student involvement in decision making. School values are: Respect, Honesty, 

Excellence and Resilience.  This is enhanced by our regular informal and formal recognition of 

student achievement and good citizenship.  We also have a strong anti-bullying philosophy which is 

very effective and we are an accredited eSmart School.  
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The importance of the partnership between students, staff and parents is well recognized and is 

evident in the high level of parent involvement in the learning programs and in extra curricular 

activities. 

 

Professional Development of staff is an integral part of the focus placed on ensuring that the staff 

keep abreast of current best practices to enable the teachers to be at the forefront of educational 

programs offered to the students to further develop and inspire their learning. Much professional 

development is provided through peer observation and feedback. All new graduates are given a 

mentor to support them in their teaching, administration and preparation of VIT requirements for 

full registration. 

 

An Out Of School Hours Care Program, offering both Before School Care and After School Care, is 

well supported.  Vacation Care is also available during the term breaks. 

 

 

Acknowledgement of Land 

Jells Park Primary School acknowledge the Woi Wurrung  people of the Kulin nation, as the 

traditional owners and custodians of the land on which our school is situated, and we pay our 

respects to their Elders both past and present.  
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 Alphabetical Guide to Jells Park Primary 

 

Absences – Staff 

If a member of staff is going to be absent they must notify Kellie Stewart on 0429 210 832 as soon 

as possible. Please call or text message as early as possible (the day before or during the night is 

fine), before 7.15am so a replacement can be arranged. Text message is preferable; please check 

that it has been acknowledged. 
 

When returning after an absence staff are required to enter their absences promptly on EduPay. You 

can upload your medical certificate directly onto EduPay from a school based computer or there is a 

tray in the office for any relevant documentation e.g. medical certificates  

 

Absences – Students 

Student absences are entered through SENTRAL. Details on how to set up and access this program 

are printed in your Staff Yellow Pages. Your username and password will be issued from the 

Office. 

A student is considered to be in attendance in the morning (or afternoon) if they have been present 

for two hours before noon (or after noon) (Community Services Act 1970 and Education Act 1958).  
 

Any student that arrives after the 9.00am bell must be signed in at the office by a parent/guardian 

before going to class. Parents will be sent an email between 9.30am-10.00am notifying them of 

their child’s absence and will be asked to provide a reason for that absence. All absences will be 

followed up by the office. Parents can call the school and dial 1 to leave an absence message or 

email attendance@jpps.vic.edu.au  

 

Rolls MUST be marked first thing in the morning, by 9.10am and straight after lunch, by 

2.35pm, on SENTRAL. 
 

Any instances of unsatisfactory attendance or on-going absences should be reported to the Principal. 

 

Leaving Early  

If a student leaves early before dismissal time they must be accompanied by an adult. The parent or 

approved adult who is collecting the child will collect an Early Leaving Permission Slip from the 

office and forward this to the class teacher in charge at the time of collection.  Please advise the 

school office in advance if you are aware that the parent has nominated an approved adult to collect 

the child. 

 

Accidents/First Aid – Students 

All head, eye and teeth injuries must be reported and sent to the First Aid room. Even if there 

appears to be no concussion it is critical that these children are monitored. Parents must be notified 

in these instances. It is expected that a First Aid Officer will follow these matters up. Any serious 

cases, particularly if an ambulance is called, must be reported to the Principal and Assistant 

Principal.   

 

In addition, there are a number of children with specialized medical needs with which all staff need 

to be familiar. We will discuss the individual needs of these students in a Staff Meeting. If you 

become aware of any health status changes to the students in your class that need to be known by 

staff, please inform the First Aid Officer and our staff at the next staff meeting.  

 

Please familiarize yourself with the Anaphylaxis details in the staffroom. If you have any further 

queries please consult the First Aid Officer. 

mailto:attendance@jpps.vic.edu.au
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Accidents – Staff 
To report any accident or injury, staff must access the Edusafe website and complete the Edusafe 

incident/hazard notification proforma. The website address is: 

 

http://www.education.vic.gov.au/hr/ohs/edusafe.htm.  

 

Assemblies 

Each class and Student Captains can expect to host at least one Monday Assembly during the year. 

It is expected you will plan a short class ‘presentation’ based on a current class activity that lasts ten 

minutes. If you have an announcement to be made at assembly the item needs to be emailed to the 

teacher in charge by the preceding Friday. Assembly should start at 2.55pm (earlier if necessary) 

and conclude by 3:25pm. 

 

Awards 

At each Monday assembly class awards are presented to successful students. Awards are to be 

completed and handed to the Awards Coordinator by Friday lunchtime each week. A proforma for 

this award is on T Drive. Each teacher is expected to keep an accurate list of who receives awards, 

when presented and what the award was for.  

 

Bell Times 

8.57 am  Music & Bell 

9.00 am   Classroom greeting, morning roll & SEL 

9.30 am  Bell for Session 1 – classroom 

10.25 am   Session 2 - classroom 

11.20 am  Recess 

11.40 am  Session 3 - classroom 

12.35 pm  Session 4 - classroom 

1.30 pm  Bell for lunch eating time 

1.40 pm  Bell for lunchtime start 

2.30 pm  Bell for lunchtime end & afternoon roll 

2.35 pm  Session 5 - classroom 

3.30 pm  Bell for Dismissal 

 

Dismissal for the last day of Terms 1, 2 & 3 will be at 2.30pm and Term 4 will be at 1.00pm. 

 

Birthdays 

Staff birthdays are celebrated once a month and staff will be rostered on to provide the morning tea. 

 

Book Club 
Throughout the year Scholastic Book Club distributes brochures to the students who would 

like to order books at a reduced rate. Book Club orders will be completed online. The school 

will receive ‘Scholastic Rewards’ which are managed by the Librarian. Teachers may use 

rewards to purchase selected items for school use. 

 

Calendar 
Teachers are required to check the google calendars when considering excursions, incursions 

and special events. When a date has been approved by the Principal or the Assistant Principal 

the year level coordinators should add this to the calendar. 

 

http://www.education.vic.gov.au/hr/ohs/edusafe.htm
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Camps 
The school has an extensive Outdoor Education Program. 

Foundation - students have a “Pyjama Party” early in Term 4. This is approximately 90 minutes in 

length. It commences at 5:30pm and concludes at 7pm. 

Level 1 - students have an Outdoor Education evening at school early in Term 4. This event 

commences at approximately 5:00pm and concludes at 8:00pm. 

Level 2 - Go on a full day “camp” outing in the Dandenongs that goes from 9am-7:30pm in Term 4. 

Level 3 - An overnight camp at Sovereign Hill  

Level 4 - Two night stay at Phillip Island in Term 4. 

Level 5 - Four night stay in at Coonawarra Camp in Term 3. 

Level 6 - Four night tour to Canberra in Term 2. 

Prior to any bookings being confirmed a detailed costing of all aspects of camp including, transport, 

food, accommodation, visits to exhibits etc must be discussed with the Principal. Once approved by 

the Principal the School Council approval forms must be handed to the Office. A list of the parent 

helpers must be submitted to the Principal and be approved at a School Council meeting.  

If there are any concerns, bad behavior or sick or injured students the school must be contacted 

prior to decisions being made except in the case of an extreme emergency where “000” should be 

called immediately. If after hours the Principal or Assistant Principal should be contacted. 

First Aid Bags are available from the First Aid room for all off site activities and should be signed 

out. One first aid bag per bus is required. Teachers are required to sign out any medication, 

including anaphylaxis medication. 

 

Canteen 

Lunch orders are available daily. Our preferred method of ordering is via the Qkr app. Qkr orders 

must be placed by 9.10am on the day required and can be ordered up to two weeks in advance. Cash 

lunch orders are to be placed in the container provided and taken to the canteen by 9:15am. Send 

monitors to collect lunch orders at approximately 1.25pm. If children forget to place their lunch 

order, or forget to bring lunch, they are to be supplied with a simple lunch from the canteen. 

Teachers are to place this order using the forms included in your Staff Yellow Pages booklet and 

are responsible for emailing the parent. Instructions on how to send the lunch order email using the 

template are available in T Drive – admin info.   

 

Child Safety Standards 

Jells Park Primary School is committed to safety and wellbeing of all children and young people. 

This will be the primary focus of our care and decision-making.  

Jells Park Primary School has zero tolerance for child abuse.  

Jells Park Primary School is committed to providing a child safe environment where children and 

young people are safe and feel safe, and their voices are heard about decisions that affect their lives. 

Particular attention will be paid to the cultural safety of Aboriginal children and children from 

culturally and/or linguistically diverse backgrounds, as well as the safety of children with a 

disability. 

Every person involved in Jells Park Primary School has a responsibility to understand the important 

and specific role he/she plays individually and collectively to ensure that the wellbeing and safety 

of all children and young people is at the forefront of all they do and every decision they make. 

More detailed information about the Staff Code of Conduct in relation to Child Safety Standards 

can be found in your Yellow Pages. 

 

Class Line Up 

Class line ups are generally outside the nearest exit door to each classroom. 
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Cleaners 

Teachers are requested to show consideration to our school cleaners by ensuring that the chairs are 

put up daily and the floor is clear of rubbish. It is the children’s responsibility to ensure that all 

pencils, books, jumpers, hats etc. are off the floor at the end of each day. 

If your tables are to be cleaned, please leave the chairs down.  Any difficulties should be reported to 

the Assistant Principal. 

 

Communications/Email 

For regular parent communication with the class teacher we will be using email.  
 

Each teacher will be given a class email address where parents can write brief notes to the teacher. 

Teachers will check this email once per day during school hours and respond to parent notes in a 

timely manner. Literacy and Maths teachers will also make comments about their students at least 

twice per term. Teachers will not be expected to access this email out of school hours, on weekends 

or during school holiday periods.  

 

Copyright 

Strict copyright laws apply to schools. Copyright regulations regarding photocopying are placed 

near each photocopier. These are to be adhered to at all times. 

 

Disaster Plan 

Displan Emergency phone number is 1800 126 126. All teachers should familiarize themselves with 

exit routes for emergency evacuation procedures and procedures for in-school lockdowns. 

 

Dress Code 

Teachers are professional and Jells Park has high expectations of its students and community so it is 

important that our dress code reflects this.  Be conscious of the length of skirts/dresses and of 

necklines.  Beach wear, casual shorts or gym clothes are not acceptable at any time.  Male attire is 

preferably a collared shirt or polo, slacks or dress shorts. On sports days your dress needs to be 

appropriate to your duties. Please note that due to OH&S requirements, footwear must have a back, 

so thongs are never acceptable.  Covered toes and no high heels are recommended. 

 

Early Pick Ups 

Should a parent need to collect their child before the end of the school day they are to report to the 

Office first. After the parent has signed their child out on the iPad they will be given a print out to 

give to the teacher to authorize the child to leave early. Under no circumstances permit a child to 

leave without the required print out. Use this print out as a reminder when entering codes on 

your roll. The print out may be placed in the shredder if no longer needed.  

 

Email 

Email forms the majority of communication through the school and so minimizes meeting time. It is 

important that all staff are kept informed. Parents should not be given staff personal or Edumail 

email addresses. Communication with parents should be through the designated teacher/Google 

email address, telephone or interviews. Alternatively, the Jells Park email address 

(jells.park.ps@edumail.vic.gov.au) can be used.  

 

Emergency Information (Students) 

The parent emergency phone numbers are located on SENTRAL. This information is strictly 

confidential and should not be shared with other parents or students. Additional emergency 

information is also available through CASES21 in the office. 

 

mailto:jells.park.ps@edumail.vic.gov.au
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Emergency Management Plan 

The school has a detailed Emergency Management Plan and it is included in your Staff Yellow 

Pages booklet. Each room must have the school plan with escape routes clearly visible. Evacuation 

and Lockdown procedures will be practiced regularly each year. * This plan is to be kept in the 

brochure box by the main door of each classroom, along with the Emergency Evacuation map. 

 

Equal Opportunity 

Equal Opportunity regulations are to be adhered to at all times. A copy of the policy is provided on 

t:/drive, Policies & Guidelines, Jells Park PS Current Policies and Guidelines, Administration, 

Office  

 

Excursions/Incursions 

We strongly believe that the children's education should, where possible, be based on real 

experiences. Hence, our Excursion Program takes the children out of the school into the community 

when appropriate. Excursions are planned to coincide with class activities and range from visits to 

the museum to interviewing people in the local community. All incursions/excursions must receive 

Principal approval prior to being booked. A teacher’s checklist for camps/incursions/excursions can 

be found in the Yellow Pages and on the network. Proformas for notices can also be found on the 

network. Once completed, they must be saved on the network in the ‘Excursions Incursions Camps’ 

folder and an email must be sent to the Jells email to inform the office that notices are ready for 

checking. All notices will be checked and formatted with payment information and will be passed 

onto the Principal for approval. Once approved, you will receive an email confirmation. As per the 

checklist, all notices and payments are collected and coordinated in the office. Permission slips will 

be emailed to you prior to the event. 

 

Staff should follow the ‘Teacher Excursion Checklist’ when preparing an event.  

 Notices should be sent out for Excursions/Incursions three weeks prior to the event allowing 

two weeks for the parents to respond. 

 Office staff will advise teachers of students who have not paid 2 days prior to the due date 

and teachers must send a reminder email to these parents at this time.  

 Office staff will phone the parents of any student who has not paid the day following the due 

date.  

 Permission forms and payment must be received by the office by 9.00am on the day prior to 

the event. Students who have not paid by this time will be reallocated to another class for the 

duration of the event. 

 

If there are any concerns, bad behavior or sick or injured students the school must be contacted 

prior to decisions being made except in the case of an extreme emergency where “000” should be 

called immediately. If after hours the Principal or Assistant Principal should be contacted. 

 

First Aid Bags and allergy medications are available from the First Aid room for all off site 

activities and should be signed out. One first aid bag per bus is required. 

 

 

 

 

 

 

 

 

 

 



 12 

First Aid 

Serious injuries to children must be reported to the Principal and/or Assistant Principals 

immediately. 

During class time: Children who are unwell should be sent to the Office with a partner and a blue 

note indicating action required. If the child is to be sent home, send their school bag with them.  

During recess and lunch time: Small cuts and abrasions are to be dealt with by the teacher on yard 

duty, who should carry the first aid bum bag at all times. If more first aid attention is required, 

students will be given a yellow tag to take to the staff room and be attended to by a designated staff 

member/First Aid Officer. It is this person’s responsibility to assess the situation. Appropriate care 

should be taken with accidents involving bleeding. 

Parents should be contacted for all bumps to head and problems with eyes. All sick bay visits 

should result in a first aid slip being sent home with the child. 

 

Staff First Aid: Any staff who suffers an accident during working hours, including travel to and 

from school, should report the details to the Principal and enter the information on Edusafe.  

 

First Aid – Emergencies including anaphylactic  

It is vital that all staff familiarize themselves with the Emergency Management Policy found in the 

Policies and Guidelines in the electronic Staff Yellow Pages on the T Drive. 

 

Level 6 Graduation Dinner 

The Level 6 Graduation dinner is held in December. The sit-down dinner is organized by a group of 

Level 6 parents. All staff are expected to attend. 

 

Hazards 

If you notice a hazard in the school please notify by email the Occupational, Health and Safety 

Representative and the office immediately copying the Principal and Assistant Principal.  

 

Homework 
Our homework policy is in line with Department of Education and Early Childhood Development 

guidelines. Students are encouraged to practise reading, spelling and numeracy tasks regularly and 

to develop positive homework habits. Homework is to be checked by class teachers and 

acknowledged with a signature. Each level determines a homework plan for the year. 

 

House System 

All children enrolled will be placed in a House.  

Bradman – Green   Fraser – Blue 

Freeman – Red   Perkins – Yellow 

 

Induction 

New staff to Jells Park Primary School will be allocated a mentor to assist them with the practices 

and procedures of the school. Mentors will arrange meetings in Term 1 to touch base. 

 

Information Communication Technology 

At the commencement of each year children and a parent are to sign, and return, the Guidelines for 

Using Learning Technologies form. Guidelines are to be strictly policed by all staff. 

The school has a well maintained network. If you encounter any problems with computers, printers 

or the network notify the technician by completing a job log on our Job Management System. JMS 

can be found at http://jms.education.vic.gov.au. Login using your Edumail username and password. 

Our School technician is Richard Cook and Tristan Kalogeropoulos is our ICT manager. 

 

 

http://jms.education.vic.gov.au/
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Integration 

The needs of integrated students are to be considered and fostered. Integration timetables will be 

supplied early in the year and will be dependent upon funding and the availability of Aides. Refer to 

the Integration policy 

 

iPads 

iPads are issued to teaching staff members and some education support staff members at Jells Park 

PS. The iPads are a companion device for staff and they synchronise emails and our shared school 

calendar. They also provide portable internet access and access to our shared network drive called 

iDrive. iPads remain in the care of staff members that have been issued with them. They are 

allowed to be taken off the premises but must remain in the care of the Jells Park PS staff member 

and are not to be loaned to others. All iPads remain the property of Jells Park Primary School and 

staff members using them are required to sign and will receive a copy of our acceptable use 

document. Outlined in the document are the acceptable use terms. Staff members are encouraged to 

utilise iPads as a valuable resource both at home and at work.  

 

Keys  

Staff must ensure that school keys are secured at all times. Any loss must be reported immediately 

to the Principal. Keys are issued and maintained by the Business Manager. A duplicate of all keys 

for furniture and fittings etc. must be given to the Business Manager.  

 

Laminators 

One laminator is located in the Staff Resource Room (up to A3) and the A3 (and bigger) laminator 

is in the Art room. 

 

Leave Policy 

Requests to access Long Service Leave and LWOP should be submitted to the Principal by the last 

school day, two clear terms in advance of the term in which the leave is to begin.  Late applications 

may be considered where special circumstances exist. Further details regarding types of Leave can 

be found in the Leave Policy. All staff are responsible for entering their sick leave and long service 

leave on Edupay. 

 

Leaving School during School Hours 

Full time teaching staff hours commence at 8.30 – 4.30 with flexibility. There are occasions when 

staff members need to leave the school during school hours. Please ensure that you sign out using 

the iPad (situated on the Office counter) before leaving and sign in immediately on your return. All 

staff leaving must have the permission of the Principal or Assistant Principal. 

 

Library 

Classes are allocated one library session each week. It is the teachers’ responsibility to coordinate 

the borrowing and returning of books. The borrowing system is Bookmark. A copy of the 

instructions can also be found in the front of the Borrowing Book. The Library Technician will 

return books to the appropriate shelves. Staff are asked to leave processed books on the trolley 

provided. 

 

Lost Property 

Lost property is placed in tubs in the Gym foyer and the corridor between the Art Room and 

Library. Several times a term it is expected that the lost property items will be sorted and named 

items will be returned to students by Level 6 Monitors. Left over items will be offered to the 

Second Hand Uniform Stall or bagged and delivered to a charity. 
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Lunch 

If a student forgets to bring lunch the teacher can order a basic sandwich from the canteen. The 

forms are located in the yellow folder. If special dietary requirements are to be considered the 

teacher should contact the parents for suitable replacements. The teacher is responsible for emailing 

the parent. 

 

Mail 

School envelopes are to be used for all school mail and are available from the Office. Official 

school mail can be placed in the mail tray in the Office and will be posted regularly. 

 

Maintenance and Grounds 

The school has an employed maintenance staff member who can carry out small maintenance 

repairs. Matters relating to this area should be detailed by emailing the office staff. The Principal or 

Assistant Principal will meet with the maintenance person on a weekly basis to prioritise tasks for 

the coming week. Regular feedback will be provided at Staff meetings regarding current and future 

tasks. 

 

Mandatory Reporting 
Teachers must be familiar with Child Abuse and Neglect: The Teacher response 1994 published by 

Health and Community Services. Schools have a key responsibility in the prevention and reporting 

of child abuse and neglect. Teachers must notify the Department of Human Services when they 

form a belief on reasonable grounds that a child is in need of protection from physical injury that 

results from abuse or neglect or sexual abuse. All staff are required to complete the online 

Mandatory Reporting course. 

 

Media Approaches 

Controversial matters: Staff are asked not to discuss matters with the media. All matters to be 

referred to the Principal who in turn will refer them to NEVR. 

 

Medication 

School is not the place for sick children. There are times when children are well enough to attend 

school but need to take medication as part of treatment for a particular illness. Only prescribed 

medication will be administered. Parents should present the labelled medication along with signed 

permission form to the office. Medication should not be kept or administered in the classroom.  

Student asthma inhalers should be kept in the child’s school bag. 
 

Meeting Schedules 

At the commencement of each term a detailed meeting schedule will be forwarded to you. Meeting 

nights are Mondays and Wednesdays. Meetings will conclude by 5:00pm or later with notice. 

Leadership meetings will be scheduled for Tuesday mornings. 
 

Mobile Phones – Students 

These are managed under the Mobile Phone and Electronic Devices Policy available on T:/drive. 

 

Newsletter 

The School Newsletter is published fortnightly and outlines school activities and programs, reports 

on School Council and also includes articles on educational issues. Contributions should be placed 

in the Newsletter folder found on t:/drive by the Tuesday before the newsletter day at the latest. 

Each level is to contribute to the newsletter on excursions, incursions and exciting classroom news 

as it occurs.  
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Notices 

Notices on specific subjects such as excursions and incursions are sent home via email as necessary. 

All notices are to be approved by the Principal before they are sent home.  Parents should be 

given a minimum of 2 weeks’ notice before an excursion/incursion. The school office needs to be 

provided with an Event information sheet, costing and risk analysis at the time of booking. All 

templates can be found in T drive.  
 

Occupation Health and Safety 

The school places its highest priority on accident prevention and encourages all staff to actively 

adopt risk control measures. Staff who become aware of a potential health and safety risk should 

report it immediately to the nominated Occupational Health and Safety Staff representative or the 

Assistant Principal.  

 

Staff are advised to adopt safe work practices, in particular to ensure safe lifting practices and the 

use of step ladders for high work in classrooms (not over 1m floor level). A hazard register is 

maintained by the Assistant Principal or nominee and discussed with staff as the need arises. 

 

Staff are also advised that the removal of balls from any roof can only be done by a person qualified 

to do so, using the correct equipment. 

 

Ordering Supplies 

If you wish to order supplies the following procedures apply. 

 Seek approval from the curriculum coordinator responsible for the Program Budget before 

ordering goods. 

 Process order on eSchools 

 When supplies arrive, check all is correct then sign the invoice and place in the invoice tray 

in the office ready for payment 
 

Parent Involvement 

Parent involvement is strongly encouraged at Jells Park. Parents can offer assistance in many ways. 

Parents who wish to assist with Literacy or Numeracy are to complete a brief course in preparation 

for this assistance. All Parent helpers must provide a current Working With Children check to the 

School Office before they can commence in the classroom or attend activities. Teachers are to 

check with office staff to ensure a copy of a current card has been received. 
 

Photocopiers 

Photocopiers for staff use are placed in the Resource Room and in area galleries. The copier in the 

General Office is for administrative use only. Photocopy usage is monitored and codes are available 

from the office. If there are mechanical issues with the photocopier attend to the issue with advice 

from level coordinators. If the problem cannot be solved notify the office to arrange a service call. 

Parent Helpers are encouraged to use the copier in the same Level as the grade they are helping. 

With the introduction of iPads in level 4 it is expected that photocopying will be considerably 

reduced. A limit of 200 colour copies is allocated at the start of each year. If you have a valid reason 

to request more copies please speak to the Business Manager. 

 

Professional Development 

Professional Development is a vital part of education. If you wish to attend specific Professional 

Development that is linked to your Professional Development Plan or the school priorities, approval 

must be sought from the Principal. Most professional development is through peer observation and 

feedback within the school. This year we are fortunate to again have Bev Moore with us in the role 

of Learning Coach. 
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Religious Education (SRI) 

Selected SRI programs will be offered at lunch times and will be supervised by 2 staff members. 

 

Removal of Equipment from School Grounds 

School equipment can be removed from school grounds for home use. Prior to removing any 

equipment, approval must be granted from the Principal or his/her delegate. 

 

Reporting to Parents 

The school adopts a range of reporting methods to ensure that parents have a clear and up to date 

understanding of how their child is progressing at school.  These include: 

   Email to parents       Performances at assembly & special events 

   Phone Calls       Articles in the Newsletter 

   Notes/Letters       Term Planners 

   Facebook & Skoolbag 

 

During June and December each year formal written reports are prepared. Families are offered 2 

formal opportunities to discuss their child’s progress. These are: 

Term 1 – Teacher/Parent Getting to Know Your Child Interview       

Term 2 – Written Report 

                Teacher/Parent Interview 

Term 4 – Written Report 

                Interviews during the year can be arranged by agreement 

 

Resources 

Resources for staff are located in various buildings throughout the school. Below is a list of several 

locations: 

 Mathematics Equipment – classrooms  

 Science Equipment – cupboards outside staff room 

 Reading Sets – classrooms  

Big Books – library resource room 

 

Reviews (PDP) 

Each Level Team prepares Team Goals which are directly linked to the Annual Implementation 

Plan. These will be prepared at the commencement of each year in negotiation with the Principal. 

Each Staff member will meet 3 times a year with the Principal to discuss personal goals.  

 Term 1 – Negotiate Performance Development Plan 

 Mid Year – Review current progress of Performance Development Plan 

 End Of Year – Formal meeting with Principal to assess outcomes achieved 

Team goals will be reviewed mid-year and in Term 4. 

 

Roles and Responsibilities 

There are many varied roles and responsibilities that need to be undertaken each year for our school 

to function successfully. The number of responsibilities expected will vary according to experience 

and commensurate with pay levels. A detailed list is in your Staff Yellow Pages. 

 

 

 

 

 

 

 



 17 

School Council 

The Jells Park Primary School Council consists of up to 15 members - the Principal, 4 elected 

members from the staff and 8 elected members from the parents of the children and up to 2 

community members. Each member is elected for a 2 year term.  

 

The actions of the School Council are supported by the Finance Committee which is directly 

responsible to the Council. Recommendations from the Finance Committee form the basis for future 

decision making and directions in school policy and planning. 

 

Council sees its role as supportive to the Principal and Staff in a general role of providing the best 

possible educational opportunity for the children attending the school. Meetings are scheduled twice 

a term and meeting dates are distributed at the beginning of each year. 

 

Security 

School security is paramount. To assist security, always lock your classroom door when the room is 

left unattended. If you are the last to leave your building ensure the outside door is locked. Setting 

of the school alarms is the responsibility of the school cleaners if they are on the premises. To 

ensure no false alarms are triggered all teachers must exit their buildings each day by 5.45pm.  

At no time may any child access any school building without the immediate presence of a staff 

member. 

 

Sexual Harassment 

Sexual Harassment regulations are to be strictly adhered to. A copy of the policy can be found in 

the Staff Yellow Pages on T:/Drive. If you have any issues with sexual harassment, report them 

immediately to the Sexual Harassment Officer. 

 

Specialist Timetable 

Specialist subjects are offered in Physical Education, Visual Arts, Performing Arts, ICT, LOTE 

(Mandarin) and EAL. A timetable is on display in the Staff Room at all times. Teachers will also be 

supplied with copies. At times minor adjustments may be required to the timetable. All 

modifications to the timetable or changing of times must be approved by the Assistant Principal 

prior to arrangements being made and will be notified to staff through Sentral. 

 

Staff Code of Conduct 

Staff are role models and are expected to set the tone of the school by promoting and demonstration 

the school values at all times. Jells Park has a very positive and supportive culture that should be 

encouraged by all staff members. School Wide Positive Behaviour Matrices outlining expected 

behaiour can be found in your Staff Yellow Pages. 

 

Student Banking 

Parent volunteers co-ordinate students' savings accounts each Tuesday. Accounts are 

administered through the Commonwealth Bank Dollarmite Savings Accounts. New accounts 

can be arranged from the bank or through the School Banking procedures. A notice is sent 

home to Prep students during Term One. Bank Books are to be sent to the Office in the red 

bag provided by 9:30am each Tuesday. 

 

Student Code of Conduct 

Respect should be the foundation of all behaviors. Students are expected to abide by school rules at 

all times. The Student Wellbeing Policy can be found on the T drive and a copy of the Student Code 

of Conduct is in your Staff Yellow Pages. Each level is to agree on level expectations for behavior 

and consequences, taking in to account whole school values.  
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Student Teachers 

If you are interested in guiding a student teacher please inform the Assistant Principal. 

 

Supervision of Students 

Please be aware that no student is to be left alone unsupervised at any time. Please also be aware 

that in general terms it is perhaps not prudent to remain with a child by yourself at any stage. There 

are obvious exceptions such as literacy interventions, which are unavoidable. 

 

Children who have been disciplined cannot be expected to remain unsupervised in the classrooms at 

lunch or recess times. If you have a major concern with the conduct of a particular student please 

see the Principal and/or Assistant Principal. Otherwise it would be expected that if you choose to 

keep the child inside they would remain with you for the duration for the detention.  

 

Prior to 8.50am it is expected that students do not enter the buildings unless they are accompanying 

a parent to see a staff member, or they have a prior arrangement with their class teacher. 

 

Teachers should encourage students to use the toilets during recess and lunch. If additional visits are 

needed students must be sent with another student and a class checklist kept of students leaving 

your room. 

 

Telephones 

Telephones are located in the General Office, Staff Room and all classrooms. Please limit the 

number of personal calls. Mobile phones are to be turned off in all meetings and during class 

teaching times. If you are expecting an extremely important phone call place your phone on silent 

and notify the meeting chairperson prior to the commencement of the meeting. The school has an 

internal phone system and extension numbers are provided in your Staff Yellow Pages. 

 

Transfers 

The school should be notified of student transfers in writing. Please ask parents to send an email to 

the Jells Park email and a copy will be sent to the classroom teacher.  

 

Uniform Policy 

Children are expected to wear school uniform at all times. If you notice someone out of uniform 

please notify your Level Coordinator and write a brief email to the parents. Follow up if necessary. 

Hats are to be worn at all times while outside during until the end of April and from the beginning 

of September (including PE and outdoor excursions) and on days when the UV rating is 3 or above. 

Teachers setting an example would be appreciated. If no hat, students are to remain in courtyard. 

 

Visitors 

Any visitors to Jells Park must sign in on the iPad at the Office and wear a white Visitor badge at all 

times. Anyone seen in the school buildings or grounds during school time without a badge should 

be asked the purpose of their visit and escorted to the office. 

 

Wet Day Procedures 

On occasions it is deemed too wet, windy or hot to be outside, an announcement will be made for 

the students to remain in class or return to their classroom. The Bad/Wet Weather Timetable is 

included in your Staff Yellow Pages booklet and should be followed for teacher supervision at each 

level. During these days children are expected to participate in quiet activities. Class computers are 

not to be used for games during recess but may be used during the second half of lunchtime. 
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Working Bee 

Working Bees will be held as needed (ideally one per term) and staff are welcome but not expected 

to attend. 

 

 

Work Program 

Monthly/Weekly/Daily records of procedure are to be regularly maintained and left in an obvious 

place if a replacement teacher attends. It is anticipated that teachers at respective year levels will 

plan programs together and that the written program will reflect this liaison. Specialist Teachers 

should regularly liaise with Classroom Teachers regarding the specialist programs. 

 

Yard Duty  

Yard duty is to be shared by all staff. A Yard Duty Timetable is emailed each term and available in 

the staff room. It is each teacher’s responsibility to ensure they are on time to perform their duty. It 

is a legal requirement for teachers to be on duty at the allocated time. Collect a Yard Duty folder 

and bumbag.  The folder will contain a map outlining Yard Duty and Out of Bounds areas. 

 

Hot drinks are not to be taken outside while on duty. Teachers need to take their mobile phone with 

them on duty. All reported incidents (regardless of severity) are to be recorded in the Yard Duty 

folder and on Sentral. It is the responsibility of the teacher on duty to handle all discipline issues. If 

a severe breach of school rules occurs the Assistant Principal is to be notified as soon as possible. 

The bumbag contains first aid equipment for minor injuries. If treatment beyond what can be 

offered by the duty teacher is required, the child concerned is to be sent to the Sick Bay with a First 

Aid card.  

 

The yard duty folder has details of all students who suffer from anaphylaxis or have allergies. 

Should any of these students demonstrate symptoms contact the school office with your mobile 

phone and follow the procedures set out the Emergency Management Policy. 

 

Yard Duty areas are: 

 

Recess and Lunch 

Area 1 – Sandpit, junior playground and basketball court 

Area 2 – Courtyard, including the toilets, through to Caulfield Grammar fence (including 

senior playground) 

Area 3 – Oval & BBQ area 

 

Before School 

Area 1 – open senior building and supervise Level 4-6 students putting their bags in their 

lockers then going outside. 

Area 2 – Gates and general 

 

After school  

All students remaining in the school yard at 3:45pm are to be brought into the General 

Office area. No unattended children are to remain outside after this time. 
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APPENDIX 
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