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Notre Dame Catholic Primary School Code of Conduct 

Purpose  

The purpose of the Code of Conduct is to describe minimum standards of conduct in all behaviour 
and decision making to ensure the safety and well-being of students.  

Application  

The Code applies to staff, students, volunteers, parents and guardians as applicable. The term 
‘parents’ includes guardians.  

Introduction  

You acknowledge the inherent vulnerability of the students in your care.  

You recognise that the safety and well-being of students depends upon your vigilance and diligence 
and the vigilance and diligence of all adults.  

The Code does not give you detailed professional advice on specific behaviour. Rather, it describes 
the minimum requirements expected of you.  

The Guidelines are illustrative and not an exhaustive list of the behaviours covered by the Code.  

If your behaviour varies from the standards described in this Code and Guidelines, you should be 
prepared to explain and justify your decisions and actions.  

While mandatory language such as ‘must’, ‘shall’ and ‘will’ is not used throughout the Code, there is 
a presumption the conduct described is mandatory and therefore not discretionary.  

The Principal expects you to conduct yourself personally and professionally in a way that maintains 
public trust and confidence in your school and the Church.  

You have a responsibility to students and their family, other members of the school community and 
the wider community to provide and support safe and competent education and care of students.  

You will do your best to support other members of the school community to comply with the Code.  

In cases of conflict between parts of the Code, between the Code and other school policies, or in any 
decision-making choices, you give priority to the outcome that will be in the best interests of the 
safety and well-being of the child.  



 

Breaches  

Breaches of the Code must be notified to the Principal and it is a breach of the Code not to do so.  

A breach of the Code may constitute a failure to follow a lawful direction from the Principal and 
therefore the Principal will have the discretion as to what action to take, which may include 
counselling, professional development or sanctions under any agreement between you and the 
Principal. If you are a parent, volunteer or visitor, the Principal may take such action as is 
appropriate in your circumstances to maintain the safety and well-being of students.  

The Principal must notify the appropriate authorities of any breach of the Code that was grooming 
behaviour: i.e. deliberately undertaken with the aim of befriending and establishing an emotional 
connection with a student, to lower the student’s inhibitions in preparation for engaging in sexual 
activity with the student. Examples include:  

• developing relationships that could be seen as favouritism (for example, the offering of gifts 
or special treatment for specific students)  

• being alone with a student in circumstances where you are unseen or unlikely to be 
randomly interrupted  

• initiating unnecessary physical contact with students or doing things of a personal nature 
that a student can do for themselves, such as toileting or changing clothes  

• engaging in personal disclosures (including personal contact details), or exchanges 
containing sexual content with or in the presence of a student  

• organising contact with a student or their family outside of school without the Principal’s 
knowledge and/or consent (e.g. tutoring, sport coaching).  

• having any non-curriculum related online contact with a student (including via digital media) 
or their family  

• using any personal digital media account to contact students or their family  
• photographing or videoing a student without the consent of the parent  
• being in the presence of a student whilst under the influence of alcohol or non-medically 

prescribed drugs or offering either to a student  

The Principal must notify the appropriate authorities of any breach of the Code that was sexual 
abuse of a child: i.e. sexual behaviour in circumstances where:  

• the student is the subject of bribery, coercion, a threat, exploitation or violence;  
• the student has less power than another person involved in the behaviour; or  
• there is a significant disparity in the developmental function or maturity of the child and 

another person involved in the behaviour.  

Darryl Winsor 

Principal of Notre Dame Catholic Primary School 

 



 

 

 

Conduct Statements  

1. You act safely and competently.  

2. You give priority to students’ safety and well-being in all your behaviour and decision making.  

3. You act in accordance with the values of the Gospel as defined in the Code of Ethical Conduct.  

4. You conduct yourself in accordance with laws, agreements, policies and standards relevant to 
your relationship with the school community.  

5. You respect the dignity, culture, values and beliefs of each member of the school community.  

6. You treat personal information about members of the school community as private and 
confidential.  

7. You give impartial, honest and accurate information about the education, safety and well-being of 
students.  

8. You support all members of the school community in making informed decisions about students.  

9. You promote and preserve the trust and privilege inherent in your relationship with all members 
of the school community.  

10. You maintain and build on the community’s trust and confidence in Catholic schools and the 
Church. 11. You act reflectively and ethically. 
12. You allow students to have a voice in their education, safety and well-being.  

Conduct Statement 1 
You act safely and competently.  

Guidelines  

1. You are expected to put the safety of students ahead of every other relevant but 
secondary consideration. 

2. In doing so, you are expected to act within the scope of your expertise and role within 
the school community.  

 



 

 

3. If the safety and well-being of a student requires skills and experience outside your core 
competency, you must refer the student to the appropriate expert.  

4. You are personally responsible within the context of your position in the school community for the 
provision of safe and competent student education. It is your responsibility to maintain the 
competence necessary to fulfil your role. Maintenance of competence includes participation in 
ongoing professional development to maintain and improve knowledge, skills and attitudes relevant 
to your role in your school.  

5. You recognise that the Principal, staff, parents and students assess your ability to act safety and 
competently based on your behaviour and decision making, and you do likewise in your assessment 
of them. You are responsible for conducting yourself in all things such that there is no speculation, 
doubt or ambiguity that you do so in the best interests of students. You must take reasonable steps 
to avoid situations where your decisions or behaviour could be interpreted as putting students at 
risk. You must also notify the Principal as soon as possible if you found yourself in such a position of 
ambiguity so that you can explain the circumstances.  

6. You recognise each student’s and their parents’ right to receive accurate information; be 
protected against foreseeable risk of harm; and be involved in and informed about decisions in 
relation to their education.  

7. You perform your role in the school within your professional or industry competency and 
according to school policies and any standards or codes applicable to your profession or industry.  

8. You notify an appropriate person or the Principal of any information relevant to maintaining 
student safety and well-being, or any observation of questionable, unethical or unlawful behaviour, 
including breaches of this Code, and intervene to safeguard the student if the circumstances require 
it.  

9. You ensure that any information you receive relevant to the safety and well-being of students is 
either acted upon by you in the best interests of the student if you are the relevant decision maker 
or passed to the relevant decision maker for them to act.  

10. You perform your work in a safe and competent manner that is not compromised by personal 
health limitations, including the use of alcohol or other substances that may alter your capacity to 
act safely. If your health threatens your ability to work safely and competently, you have a 
responsibility to seek assistance to address your health needs. This may include making a 
confidential report to an appropriate authority.  

11. You perform duties in partnership with parents and school staff and in accordance with the 
standards of your profession or industry (e.g. Teachers Registration Board).  

 



 

12. You perform duties in accordance with wider standards relating to safety and quality in 
education and student care and responsibility for a safe school, such as those relating to 
occupational health and safety, mandatory and critical incident reporting, and participation in 
incident analysis and formal open disclosure procedures.  

13. You make decisions about students based on their age, ability, and in the best interests of the 
student’s sense of security, and physical, social, emotional and mental safety.  

14. You seek advice, assistance and second opinions from experts and Principal as necessary.  

Conduct statement 2 
You give priority to students’ safety and well-being in all your behaviour and decision making.  

Guidelines  

1. You accept that you and all adults have individual and joint responsibility for the safety and well-
being of students.  

2. You ensure the safety and well-being of students are the primary focus of your actions and 
decisions and take precedence over any other considerations including the reputation of the school 
and your own needs.  

3. You support the safety, health and well-being of each student, promoting and supporting 
decisions and behaviour that contribute to the student’s self-confidence, safety and well-being.  

4. You do not behave in any way that risks creating ambiguity about whether you are acting in the 
best interests of a student.  

5. You respectfully communicate in plain language and in a way the student and those supporting 
their education can understand so they may fully participate in that education.  

6. You support informed decision making by advising the student as appropriate and those 
supporting their education about education options and assist the student and their supporters to 
make informed decisions about that education.  

7. You endeavour to ensure the voice of the student is heard as appropriate, taking into account age 
and circumstances.  

 

 

 



 

8. You seek out, welcome, and learn from information relevant to the safety and well-being of 
students in any form, including advice, disclosures, complaints, criticisms, feedback and performance 
reviews. You look for opportunities to engage in formal and informal group and self-reflection and 
professional development about your own and others’ decisions so that you and the school can 
learn and continuously improve.  

9. You recognise that all information about students collected by school staff is done so on behalf of 
the Principal and for the benefit of the student. Therefore, all information is disclosed to and 
accessible by all who have a need to know it in order to support the education, safety and well-being 
of the student.  

10. You respectfully advocate for the safety and well-being of students above all other 
considerations. 
11. You recognise the importance that students’ education continues without interruption or 
disturbance.  

12. You disclose to the Principal any information that a reasonable person would recognise may be 
relevant to the safety and well-being of students so that the Principal may make appropriate 
decisions to manage any risk to them. This includes any relationship with any person who may have 
been accused of harming children or acting unsafely towards them.  

13. You recognise that students and their parents are entitled to assume that the sole focus of your 
engagements with students is to educate them within a safe environment that puts their well-being 
above all else. You understand that this trust by parents and students puts the onus on you to use 
your relationship with students solely for their education. You use all engagements with students 
and their parents, whether in person, through a third party, or via digital media for the purpose of 
teaching the curriculum.  

14. You do not accept gifts or benefits that could be viewed as a means of influencing your objective 
decision making.  

Conduct statement 3 
3. You act in accordance with the values of the Gospel as defined in the Code of Ethical Conduct.  

Guidelines  

1. You are mindful that your decisions and behaviour are opportunities for students and others to 
see Gospel values in action and how faith integrates with life. Therefore, you are responsible for 
educating yourself and anyone you lead on the content of those values, and their practical 
application in your decision making.  

2. You acknowledge that as a member of a Catholic school community, you are required to strive to 
develop and live out your relationships with all people in a manner that is based on Gospel values as 
defined in the CECWA Code of Ethical Conduct.  



 

 

3. You accept that as a member of a Catholic school community, your conduct reflects on Catholic 
Education and the Church, and therefore you must strive to uphold the letter and spirit of the Code 
of Ethical Conduct.  

4. You are called upon by the Code of Ethical Conduct act in a manner that is:  

• Based on Christian ethics  
• Professional  
• Timely  
• Contextually appropriate  

5. The Code of Ethical Conduct requires you to take an ethical approach based on the living out of 
Gospel values which find expression in:  

• Respect for the dignity of each person  
• Acknowledgment of the giftedness of each person  
• Commitment to building positive relationships  
• Confidentiality  
• Accountability  

6. Respecting dignity is based on:  

• A conscious appreciation of the sacredness of the individual’s creation  
• A sensitivity to the fact that each individual has emotions, fears, hopes and an innate 

goodness which flows from creation in the image of God 

7. Recognising the giftedness of others involves:  

• Discerning these gifts  
• Naming and acknowledging these gifts  
• Empowering individuals and groups to use their gifts  

8. Fostering positive relationships which flow from being:  

• Welcoming and open  
• Honest and loyal  
• Trusting and trustworthy  
• Willing to share knowledge, skills, resources and insights  

9. Committing to appropriate confidentiality based on:  

• Respect for others  
• Professionalism  



 

 

10. Committing to:  

• The Mandate of the Bishops of Western Australia  
• The acceptance of responsibility for any action or initiative at a personal and professional 

level.  

Conduct statement 4  

You conduct yourself in accordance with laws, agreements, policies and standards relevant to your 
relationship with the school community.  

Guidelines  

1. Your relationship with other members of the school community is defined by whatever written or 
verbal agreement has given rise to that relationship. If you are a member of staff, it is your 
employment agreement. If you are a parent or acting in a parental capacity, it is the student’s 
enrolment agreement. If you are a member of the school board, it is your school board constitution. 
If you are a visitor, it is in accordance with the permission of the Principal to be on school grounds on 
condition that you act safely and competently.  

2. If you witness the unlawful or unsafe conduct of any other member of the school community, or 
breaches of policy or this Code, whether in teaching, administration, school support services, or 
while engaging with students in person or via digital or other media, you have both a responsibility 
and an obligation to notify such conduct to the Principal or an appropriate authority and take other 
action as necessary to protect students.  

3. Where you notify the Principal or a delegate of unsafe conduct, including breaches of this Code, 
and that notification fails to produce an appropriate response in the circumstances, you may take 
the matter to an appropriate external authority.  

4. You respect both the person and property of students and their families, and of other members of 
the school community, and the property and finances of the school.  

5. You use school property and resources responsibly and for the purposes of the school.  

Conduct statement 5 
You respect the dignity, culture, values and beliefs of each member of the school community.  

Guidelines  

1. You respect both the person and capacity of each member of the school community, treat them 
with dignity, show respect for their culture, values, and beliefs.  



 

2. You interact with members of your school community in an honest and respectful manner.  

3. You perform your duties and conduct your relations with students and members of the school 
community with fairness and justice. This includes taking appropriate action to ensure the safety and 
quality of the education and care of students are not compromised because of harmful or prejudicial 
attitudes about culture, ethnicity, gender, sexuality, age, religion, disability, spirituality, political, 
social or health status.  

4. In planning and providing education and school support services, you uphold the standards of 
culturally safe and competent care. This includes according due respect and consideration to the 
cultural knowledge, values, beliefs, personal wishes and decisions of each member of the school 
community. You acknowledge the changing nature of families and recognise that families can be 
constituted in a variety of ways.  

5. You do not express racist, sexist, homophobic, ageist and other prejudicial and discriminatory 
attitudes and behaviours toward any member of the school community. You take appropriate action 
when observing any such prejudicial and discriminatory attitudes and behaviours.  

6. In making professional judgements in relation to the interests and rights of a member of the 
school community, you do not contravene the law or breach the human rights of any person.  

Conduct statement 6 
You treat personal information about members of the school community as private and 
confidential.  

Guidelines  

1. You use personal information in accordance with your school Privacy Policy.  

2. You have ethical and legal obligations to treat personal information as confidential. You protect 
the privacy of each member of the school community by treating the information gained in the 
relationship as confidential, restricting its use and disclosure to the purposes defined in your school 
Privacy Policy.  

3. If a third party asks for access to personal information, you must take reasonable steps to confirm 
the identity of the third party, and that it is lawful to disclose the information to them. You must 
inform the member of the school community that you have disclosed their personal information 
unless you are satisfied that there are legal reasons for not doing so.  

4. You seek advice if you identify a conflict between protecting personal information and any 
resulting risk to the safety and well-being of a student.  

5. You create and keep accurate records of conversations about significant decisions involving the 
safety and well- being of students.  



 
 
Conduct statement 7 
You give and seek the best, honest and most accurate information about the education and care 
of students.  

Guidelines  

1. You give and seek accurate advice relevant to the education, safety and well-being of students, 
based on primary rather than secondary sources.  

2. You fully explain the advantages and disadvantages of any options so all involved can participate 
constructively in decision making to deliver the best results for the student.  

3. You accurately represent the role you play in the education, safety and well-being of students.  

4. Where the education, safety or well-being of a student requires expert knowledge or experience, 
you seek these out for the benefit of the student.  

5. You seek out firsthand sources of information directly from parents, colleagues and experts, or in 
documents and policies when making decisions or giving advice rather than relying on hearsay, 
opinion, rumour or assumptions.  

Conduct Statement 8 
You support all members of the school community in making informed decisions about students.  

Guidelines  

1. You recognise that parents are the first educators of their children and equal partners in the 
education of students.  

2. You understand that each member of the school community has skills, experience and knowledge 
that may be a unique resource that can be directed to towards the safety and well-being of students.  

3. You actively share information about students with their parents and the Principal so that they 
may make informed decisions about students. You listen to everyone with courtesy and respect.  

4. You treat the opinions of parents and school staff about the education and well-being of students 
with respect and dignity, even if you do not agree with it or believe it is misinformed or misguided.  

5. You use plain language with appropriate style, tone and level in your written or verbal 
communication, particularly when expressing technical or expert advice, and you actively seek 
confirmation that you have been understood.  

6. You engage with all parents equally and fairly, regardless of their relationship status, mindful that, 
in the absence of court orders to the contrary, each parent has equal and joint parental  



 

responsibility for their child. You do not allow your opinion about the behaviour of parents to 
prevent you from engaging openly and honestly with each of them about their child’s education.  

7. You continue to inform and engage with a parent about the education and well-being of their 
child on the assumption that it is in the student’s best interests to do so, regardless of the parent’s 
level of engagement with you or the child. You respect any decision by a parent to disengage with 
you or their child, and you remain open to re- engage in the future.  

8. You act to strengthen, preserve, restore and promote positive relationships between the student 
and their parents, family members, and those significant to the student, regardless of any 
breakdown in these relationships.  

9. You do not use the behaviour of either parent as a reason for denying them or their child access to 
information or support from the school that are in the best interests of the student, unless doing so 
would place the student or school community at risk of harm.  

Conduct statement 9  

You promote and preserve the trust and privilege inherent in your relationship with all members 
of the school community.  

Guidelines  

1. You promote and preserve the trust inherent in your relationship with students and with their 
parents.  

2. You recognise that an inherent power imbalance exists within your relationship with students that 
may make the students and their family vulnerable and open to exploitation. You actively preserve 
the dignity of all people through practised kindness and by recognising the potential vulnerability 
and powerlessness of each student and their family. You recognise that the power relativities 
between you and a student can be significant, particularly where the student is very young, has a 
disability, a difficult family background, has cultural differences, or experiencing emotional turmoil. 
This vulnerability creates a power differential in your relationship with students that must be 
recognised and managed with care.  

3. You take reasonable measures to establish a sense of trust to protect the physical, psychological, 
emotional, social and cultural well-being of each student. You protect students who are vulnerable, 
including but not limited to students with disability, from exploitation and harm.  

4. You have a responsibility to maintain appropriate boundaries with students and to actively 
support other adults to do likewise, including bringing to their attention any failure to do so.  

5. You may have personal or recreational relationships outside your school role with students’ 
families and friends, or with school staff. You are aware that dual relationships may compromise 
student care and well-being. In cases of overlap or conflict between your dual relationships, you act  



 

with the primary intent of the safety and well-being of the student, which may require you to 
withdraw from a social relationship.  

6. You do not engage in any behaviour with a student that could be interpreted by a reasonable 
person as being a friendship.  

7. You do not engage in any behaviour with a student that a reasonable person could interpret as 
creating an opportunity to engage in emotional, physical or sexual intimacy with a student.  

8. You recognise that the power imbalance between you and students means that the onus is on you 
to avoid any ambiguity or misunderstanding by a student or third party about your intent in your 
behaviour towards them.  

9. You understand that the power imbalance between you and students means a student is unable 
to give their consent to engaging in emotional, physical or sexual intimacy with you, regardless of 
the legal age of consent, or the student’s age or maturity. You must therefore not seek nor rely on 
such express or implied consent from a student to engage in an intimate relationship.  

10. You understand that the power imbalance between you and students may continue to influence 
students’ choices beyond the date when they cease to be students at your school. You must 
therefore not engage in emotional, physical or sexual intimacy with a former student within two 
years of them ceasing enrolment at your school, or them turning 21, whichever occurs latest.  

11. You take all reasonable steps to ensure the safety and security of the possessions and property 
of students and their families that are in your care.  

12. You do not knowingly mislead parents or make misrepresenting statements to them or withhold 
information relevant to their ability to make informed decisions about their children unless required 
by law.  

13. You recognise that there may be rare exceptions to full disclosure to parents. Such disclosure of 
information may compromise law enforcement or other risk management processes, or the privacy 
and reputation of those involved. You seek legal or other expert advice in resolving such situations, 
recognising that parents have the right to know about any risk to their children.  

Conduct statement 10 
You maintain and build on the community’s trust and confidence in Catholic schools and the 
Church.  

Guidelines  

1. Your conduct maintains and builds public trust and confidence in your school, other members of 
the school community, and the Church.  

 



 

2. Any unlawful and unethical actions in your personal life risk adversely affecting both your own and 
the school’s reputation in the eyes of the public. If the good standing of either you or the school was 
to diminish, this might jeopardise the inherent trust between the school and parents, as well as the 
community more generally, necessary for effective relationships and the best education of students.  

3. You notify the Principal of your involvement in any criminal investigation or other legal process 
that may undermine trust and confidence in your judgement or care of students.  

4. You consider the interests of the school and the Church when exercising your right to freedom of 
speech and participating in public, political and academic debate, including publication.  

5. You never place the reputation of the school above the safety and well-being of students.  

Conduct statement 11 
You act reflectively and ethically.  

Guidelines  

1. You engage with the school reflectively and ethically to ensure that you consciously put student 
safety and well- being at the forefront of your behaviour and decisions.  

2. You develop and maintain appropriate and best practice advice, support and care for each student 
and their family.  

3. You evaluate your conduct and competency according to this Code, the terms and conditions of 
your relationship with the school, and school policies.  

4. You contribute to the professional development of school staff as appropriate.  

5. You contribute to continuous improvement by supporting opportunities to record, assess and 
learn from incidents involving student safety and well-being.  

6. You advise the Principal of any reduction in your capacity to act in the best interests of the safety 
and well-being of students due to health, social or other factors, while you seek ways of addressing 
the deficiency.  

7. You take care of the safety and well-being of all members of the school community so that you all 
may fully contribute and cooperate in providing for the safety and well-being of students.  

 
 
 
 
 
 



 
Conduct Statement 12 
You allow students to have a voice in their education, safety and well-being.  

Guidelines  

1. You recognise that while you and all adults have responsibility for the safety and well-being of 
students, students have opinions and ideas about their education and well-being.  

2. You allow age-appropriate opportunities and forums for students to reflect on and express their 
opinions and ideas and you treat those expressions with respect and care.  

3. You regularly invite students to participate in decision making about their education and well-
being and offer them constructive feedback on their ideas and opinions.  

4. You encourage students to inform you or the Principal of any concerns they have about their own 
or other students’ education, safety or well-being. You follow up those concerns and keep students 
informed of how they are resolved.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CHILD PROTECTION POLICY 
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RATIONALE 
  
From the moment they join Notre Dame Catholic Primary school community, students should learn of their value as human 
persons. Every aspect of the school’s life should reflect a Christian pastoral dimension. The pastoral dimension of Notre 
Dame Catholic Primary school needs to include the mutual care and support staff demonstrate both towards each other and 
for their students.  
 
Notre Dame Catholic Primary school has a school counsellor one day a week and a fulltime school Chaplain, contributing in 
a special way to the wellbeing and development of students with particular needs. While appreciating the contribution of 
these people, we stress that every staff at Notre Dame Catholic Primary school shares responsibility for the pastoral 
dimension of the Catholic school in accordance with the Framework for the Development of Pastoral Care in Catholic 
Schools. We call on all staff to develop the kinds of relationships that will help them respond proactively to their students’ 
pastoral needs. (Mandate, 37).  
 
Notre Dame Catholic Primary school is entrusted, in partnership with parents/guardians/caregivers who are the primary 
educators of their children, with the total education of the child. Staff therefore have a duty of care to students during school 
operating hours and at other times when a staff/student relationship exists. Staff discharge this duty by taking reasonable 
care to avoid acts or omissions which they can reasonably foresee would be likely to result in harm or injury to the student. 
  
The Catholic Education Commission of Western Australia (CECWA) is committed to child protection strategies and 
procedures to ensure the care, safety and protection of all children in Catholic schools.  

 
DEFINITIONS 
  
Child Abuse refers to the long term and/or short-term maltreatment of a person under the age of 18 years of age. It is the 
result of action or inaction which results in harm or injury to a child. Child abuse may be categorised as follows:  

• physical abuse  
• sexual abuse  
• emotional abuse and/or psychological abuse  
• neglect  

 
Greater detail on the definitions of child abuse may be found in the Child Protection Procedures for Catholic Schools in 
Western Australia.  
 
Child Protection refers to prevention and response to abuse against children. This includes the policies, preventative 
measures and procedures to protect children from both intentional and unintentional harm. In context it applies particularly to 
the duty of Catholic Education and individuals associated with Catholic Education, towards children in their care.  
 
Catholic School refers to an educational venue as defined in the Teacher Registration Act 2012 that is a part of the Catholic 
Education system in Western Australia.  
 
Principal refers to a principal of a Catholic school. 
 
Historic Allegations refers to any information alleging child abuse where the child is a former student of any Catholic school.  
 
 
 



SCOPE 
  
This policy applies to all Catholic schools and early learning centres, including boarding accommodation, in Western 
Australia. 

  
PRINCIPLES 
  
4.1 In the best interests of the child, the child protection strategies and procedures to be followed are based on the following 
principles:  
4.1.1 All staff at Notre Dame Catholic Primary School have a responsibility to care for children and to promote their safety 
and wellbeing.  

 
4.1.2 All children have the right to a thorough and systematic education in all aspects of personal safety. This should be 
done in partnership with their parents/guardians/caregivers.  

 
4.1.3 The dignity of the person shall be maintained and respected in all dealings regarding allegations of child abuse.  

 
4.1.4 Principals are required to ensure that all staff are aware of and comply with legislation and policies with respect to child 
protection.  

 
4.1.5 The confidentiality of all concerned in relation to an allegation of child abuse should be respected subject to the 
disclosures required to be made in accordance with the Child Protection Procedures for Catholic Schools in Western 
Australia.  

 
PROCEDURES 
  
5.1 All staff at Notre Dame Catholic Primary School who identify concerns regarding the sexual, physical, psychological and 
emotional abuse or neglect of a child must respond according to the Child Protection Procedures for Catholic Schools in 
Western Australia.  

 
5.2 Allegations of Misconduct and Serious Misconduct against Staff – Processes and Procedures for Catholic Schools in 
Western Australia, is to be followed when an allegation is directed against school employees. These include teachers, 
administrative staff, grounds staff or any other staff member.  

 
5.3 Allegations directed against any clergy or members of religious institutes should be discussed with the Director of 
Professional Standards and follow Towards Healing: Principles and Procedures in Responding to Complaints of Abuse 
against personnel of the Catholic Church in Australia, as well as fulfilling other relevant requirements i.e. mandatory 
reporting.  

 
5.4 The principal shall ensure that staff receive induction, in relation to the Child Protection Procedures for Catholic Schools 
in Western Australia and Mandatory Reporting within the first 12 months of appointment.  

 
5.5 The principal shall ensure the school's pastoral care structures reflect the Child Protection Procedures for Catholic 
Schools in Western Australia.  

 
5.6 Principals of Catholic schools are an approved “class of persons” in accordance with the Act and are able to take 
mandatory reports regarding child sexual abuse. Principals of Catholic schools have a legal obligation upon receiving 
mandatory reports regarding child sexual abuse to forward these unaltered to the approved agency (currently the 
Department for Child Protection and Family Support - DCPFS) as soon as possible (usually within 24 hours). Teachers also 
have the option at law to report directly to DCPFS. 

  
5.7 Staff shall act in accordance with the relevant section of Child Protection Procedures for Catholic Schools in Western 
Australia in regard to any historic allegations of child abuse.  
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ADMINISTRATION OF MEDICATION POLICY 
 

POLICY NO.  
POLICY NAME ADMINISTRATION OF MEDICATION 
RELEASED 2019 
REVIEWED 2022 

 
IMMUNISATION 
 

The immunisation status of each child will be checked upon entry into Pre-Kindergarten, Kindergarten, Pre-Primary and 
Primary School. 
 
MEDIC ALERT 
 

The parent of any child with a serious medical condition requiring urgent medical attention needs to contact the school 
administration and fill out the necessary documentation.  The Principal and class teacher need to also be notified. 
 
MEDICATION 
 

As a result of the increased number of children in schools being prescribed medications on a long and short-term basis, the 
educational, medical and legal authorities are continually updating their recommendations on practices and procedures for 
administration of medication in schools. 
 
In line with the Catholic Education Office policy, all decisions regarding the storage and administration of medication will be 
the responsibility of the Principal.  
 
1. Non-Prescriptive Pain Suppressants (see Form 3) 

Non-prescriptive pain suppressants (Aspirin, Panadol- etc.) will not be administered by staff without the written 
permission of the student’s parent/guardian.  The parent/guardian is responsible for the supply of any medication.  It 
should be noted that aspirin may only be administered to students with a medical practitioner’s written instruction 
because of the possibility of the development of Reye’s Syndrome (a potentially fatal disease in childhood). (Handbook 
for Catholic Schools – 8.7) 
 

2. Prescribed Medication (see Form 1)  
The misuse of prescribed medication can place the user in a serious, and in some instances life-threatening, situation.  
Bulk quantities of medication will not be left on the school premises and all medication will be removed from the school 
premises at the end of the year.  Parents/guardians must provide written authority for school staff to administer the 
prescribed medication.   The authority form must be renewed at the beginning of each year and updated by the parent 
as required during the year. 
 
• Parents/guardians are responsible for advising the Principal, in writing, of any specific requirements when 

administering the medication. This should include details from the medical practitioner regarding the 
circumstances for use. 

 
• School staff will only administer medication in accordance with the medical practitioner’s instructions.  No 

medicine can be administered by staff unless taken from the labelled packet or medicine bottle issued by the 
medical practitioner. 

 
• The Principal must ensure that a student’s medical condition and the medication for that condition are brought to 

the attention of the relevant staff.    
 

(Handbook for Catholic schools – 8.7) 
 
3. Storage of Medication  

The prescribed medication will be stored in the school office or in the case of Pre-Primary children, in the Pre-Primary.  
Access will be restricted to authorised personnel. 

 (Handbook for Catholic Schools –8.7) 
 



It is the parents/guardian’s responsibility to ensure sufficient quantities of medication are supplied and is not out of 
date.  All medication sent to the school must be in the labelled packet, or medicine bottle issued by the medical 
practitioner. This must clearly show the: 
• name of medication 
• student’s name 
• dosage 
• frequency of dosage 

 
4. Students are not to carry medication around in their pockets or leave medication in their bags or desks because of 

the likelihood of other children having access to the medication. 
 
COMMUNICABLE DISEASES 
 

Parents are requested to inform the school if a child has had a communicable/infectious disease and is required to observe 
the exclusion from school period.  Public Health Department recommendations for most common infectious diseases are 
listed below. The following is a useful reference for school cleaning and managing infectious diseases. It applies to the early 
childhood setting but is a useful reference for all schools.  

http://www.nhmrc.gov.au/guidelines-publications/ch55 

 HEALTH CARE OF STUDENTS WITH SPECIAL NEEDS 

For students with special health care requirements, the Principal should consult with the Students with Disabilities Team of 
CEWA to discuss the provision of the health care arrangements. Decisions can then be made regarding access to 
community health professionals or the provision of training for school staff members.  
In the case of a student who has been identified as having a medical condition that requires day to day health care or 
emergency treatment the Principal should consult the parents/guardian and Students with Disabilities Team of CEWA to 
discuss and devise a plan to meet the specific health care needs of the student (Handbook for Catholic Schools 2017- 8.7.5) 
 
SICK STUDENTS 
 

The sick bay is intended for temporary ailments only.  Parents will be contacted if the child is unable to continue with 
schoolwork.  Parent’s emergency contact details need to be kept current in case their child is sick or injured at school.  Please 
do not send children to school if they are unwell as this results in your child being upset and spreads the illness and infection 
to other students and teachers. 

HIV STUDENTS  

Students with HIV/AIDS are not legally required to inform others (including schools) of their health status. If this information 
is provided, then it must be treated in a confidential manner and the Principal should contact the Employment and 
Community Relations Team of CEWA to discuss the matter further student (Handbook for Catholic Schools 2017- 8.7.6) 

EMERGENCIES 

An emergency action plan (see Form 4) must be developed for students with medical and health care problems. The 
development of an emergency plan should be devised at the school level after consultation with the Principal, 
parents/guardians, student’s medical practitioner, and associated school staff student (Handbook for Catholic Schools 2017- 
8.7.7) 

The action plan should be developed with the following considerations in mind:  

• written approval from the parents/guardians to implement the emergency plan;  
• all key staff to be advised of students with medical conditions and the type of condition. A copy of the action plan 

is to be provided to the student's teacher(s) and be available in the classrooms  
• all school activities, including excursions and camps, should make provisions for an emergency action plan, 

including attendance at excursion/camp of appropriately trained school staff member in the case of student with 
specialist medical or health care needs;  



• the predetermined level of treatment to be administered by school staff and the availability (e.g. proximity) of 
medical assistance in the case of a student with a medical condition requiring medication or provision of health 
care;  

• all key school staff should be aware of the particular student’s medical needs with due consideration to 
confidentiality and be aware of the emergency plan in place for the treatment of such student;  

•  revision and update of the plan, as required.  

MANAGEMENT OF ASTHMA  

It is essential that the school has knowledge of all children in the school with asthma and health care procedures in place to 
deal with an asthma attack (see Form 2) 

(Handbook for Catholic Schools 2017- 8.7.8) 

 MANAGEMENT OF ANAPHYLAXIS  

Schools should be familiar with Medical Action Plans for personal and general use of the EpiPen and Anapen, developed by 
the Australasian Society of Clinical Immunology and Allergy (ASCIA).  

• providing, as far as practicable, a safe and supportive environment in which students at risk of anaphylaxis can 
participate equally in all aspects of their schooling;  

• Raising awareness about allergies and anaphylaxis in the school community;  
• Actively involving the parents/guardians of each student at risk of anaphylaxis in assessing risks, developing risk 

minimisation and management strategies for the student; and  
• Ensuring that an adequate number of staff members have understanding of the causes, signs and symptoms of 

anaphylaxis and of their role in the school’s emergency response procedures.  

Policies, procedures and strategies need to be reviewed each year as well as after a child has experienced a severe 
reaction while in the school’s care. (Handbook for Catholic Schools 2017- 8.7.5) 

RECORDS  

School staff must ensure that the administration of medication to students is recorded showing the time, date, the 
medication given and by whom the medication was administered. By undertaking these procedures, school staff will be able 
to clearly establish that the agreed action plan was followed should any concerns arise.  

It is the Principal's responsibility to ensure that all documentation pertaining to the administration of medication or medical 
procedures in school to students, be retained and stored in a secure place.  

The documentation should include, the agreement reached between parents/guardians, Principal and associated teachers, 
recordings of administration of medication and any incident reports that may have arisen.  

 (Handbook for Catholic Schools 2017- 8.7.10) 
 
SCHOOL CHILDREN INSURANCE 
 

All children attending Notre Dame Catholic Primary School are covered by a 365-day, 24-hour, Accident Insurance Scheme 
(CCI).  This cost is included in the annual school fees.  Please contact the School Office during school hours for further 
information. 
 
 
 
 
 
 



                  Notre Dame Catholic Primary School 
FORM  2        Asthma Medication/Record 
 
This record is to be completed by parents/carers in consultation with their child’s medical practitioner. 
Parents/carers should inform the school immediately if there are any changes to this record. Please tick 
(ü) the appropriate box or print clearly your responses in the blank spaces where indicated. For some 
questions you may need to tick more than one box. 
 
Student’s name ___________________________________________                 Sex:      M �  F  �
        (Family Name)                      (First Name) 
 
Date of Birth ______________ Class______  Teacher____________ 
 
Emergency contact (e.g. parent, carer): 
 
(a) Name ___________________________  Relationship ____________ 
  
Telephone No’s:  Home: _______________  Work: ____________ Mobile: _____________ 
 
(b) Name ___________________________  Relationship ____________ 
  
Telephone No’s:  Home: _______________  Work: ____________ Mobile: _____________ 
 
General Practitioner: _____________________  Telephone No: __________________ 
 
Specialist (if applicable): ___________________ Telephone No: __________________ 
 

 

Asthma Questionnaire 
 
1. How often does your child have asthma symptoms?  
      �   Infrequently (less than 5 times per year)  � Frequently (more than 5 times per year) 

� Most days/daily     � Usually when exercising 
  

2. How will the school staff recognize that your child is having an asthma attack? 
 
� Wheeze (whistling noise from chest) � Cough � Tightness in chest 
� Difficulty with breathing   � Other _______________________ 
 

How will they recognize if your child’s asthma is worsening? 
_____________________________________________________________________________ 

 
 
 

3. What are your child’s allergies / triggers for asthma? 
 

__________________________________________________________________________ 
 

4. Does your child take any asthma medication before exercise     Yes   �     No  � 
 

Medication Method used e.g. puffer with 
spacer, turbuhaler 

How much and how often? 

 
 
 

  

 



 
Form 2 (1/2) 
 

5. Does your child require asthma medication every day at school   Yes   �     No  � 
 

Medication Method used e.g. puffer with 
spacer, turbuhaler 

How much and how often? 

 
 
 
 

  

 
 
 

 

  

 
6.      What reliever medication does your child take for asthma symptoms at school? 
  

Medication Method used e.g. puffer with 
spacer, turbuhaler 

How much?  

 
 
 

  

 
 
 

  

 
6. Does your child initiate the use of their asthma medication? Yes   �     No  � 

 
7. Does your child need assistance to take asthma medication?  Yes   �     No  �                                            

 
8. If my child has an asthma attack at school, please follow to the best of your ability the steps 

outlined below in the EMERGENCY ACTION PLAN. 
 

 
Step 1          

 
Sit the student comfortably in an upright position.   Be calm and reassuring.  Do not 
leave the student alone 

 
Step 2 

 
Give 4 puffs of blue RELIEVER puffer (Airomir, Asmol, Bricanyl or Ventolin, one puff at a 
time, preferably through a spacer.  Ask the student to take 4 breaths from the spacer 
after each puff. 

 
Step 3 

 
Wait 4 minutes 
 

 
Step 4 

 
If there is little or no improvement, repeat steps 2 and 3. 
 
If there is still little or no improvement, call an ambulance (000).  
 
Continue to repeat Steps 2 to 3 while waiting for the ambulance. 
 
 

 
Note:  If your child requires a different Emergency Action Plan please attach a copy. 
 
I agree with this Emergency Action Plan and authorize school staff to assist my child with taking asthma 
medication should they require help. I will notify you in writing if there are any changes to these 
instructions. Please contact me if my child requires emergency treatment or if my child regularly has 
asthma symptoms at school. 



 
Signature of Parent/Carer: _______________________  Date:  _________________ 
 
I verify that I have read this school-based Emergency Action Plan and agree with its implementation 
 
Signature of Doctor:     _______________________  Date:  _________________ 
 
 
Form 2 (2/2) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



                    Notre Dame Catholic Primary School 
 

FORM 3        Analgesics 

 
 
Administration of Analgesics/non prescribed medications for the relief of Temporary 
Conditions.  E.g.  Panadol 
 
 
 
 
I__________________________ (Parent/Guardian of Student) 
 
advise that I require my child (name)___________________ (Class)______to self-
administer  
 
the following analgesic for the temporary condition of _________________________ 
 
Name of Medication: ________________________ 
 
Dose child is to take:  ________________________ 
 
Time child is to take the medication: _____________ 
 
 
 
 
I understand that this medication will be stored in the administration office in a lockable 
cupboard and that my child will report to the Assistant Principal at the required time (as 
above) 
 
 
 
 
_________________________  Date ____________ 
Signature of Parent/Carer 
 
_________________________ Date____________ 
Signature of Principal 
 
 
 
 
 
 
 
 

 



                               Notre Dame Catholic Primary School 
 
 
FORM 1        Prescribed Medication/s 
This information will be confidentially stored until the student is 25 years of age; this document will be 
destroyed in the year 20. 
 
Note: Where possible students medication should be self-administered by the student or be 
administered by parents at home at times other than during school hours. If the Principal of the school 
is to give approval for school staff to administer or supervise the administration of medication to a 
student, then the following requirements must be met. 
 
The doctor prescribing the medication MUST be aware that the school will supervise or carry out 
administration of medication on the instructions provided. It is therefore desirable that the doctor 
provides instructions as per page 2.  These instructions are a mandatory requirement, if the school 
staff is to administer the medication or monitor the student after drug administration. 
 
Drugs for administration should be delivered to the school administration team. A designated staff 
member will prepare a student medication record and store the medication in a locked cupboard. All 
medication should be in clearly labeled containers showing: 
  

• Name of drug 
• Name and class of the student 
• Appropriate dose and frequency 

 
Unlabelled medication will not be administered. 
 
I____________________________    parent/guardian of: 
 
Student (name)_______________(class) ____ request Notre Dame Catholic Primary 
School Staff to administer to my child, the following medication as prescribed by 
Dr________________ for the purpose of treating______________________ 
                                                                                                        (Condition) 
 
Details of prescribing doctor 
 
Phone:  ________________ 
 
Address ________________________________ 
 
Name of drug  ________________ 
 
Dose to be given ________________ 
 
Replacement date of medication (if applicable) _____________  
Comments: 
_________________________________________________________________________
_________________________________________________________________________ 
 
Note: Please attach additional information if necessary. 
 
Signature of Parent/Guardian   _________________ Date: __________ 
Signature of Principal    _________________ Date: __________ 
Form 1 (1/2) 
 



 
Medication Instructions from Prescribing Doctor 
 
 
 
Prescribing Doctor to Complete 
 
To be confidentially stored until the student is 25 years of age; this document will be destroyed 
in the year 20. 
 
These instructions are required in order for the school to maintain its ‘duty of care’, 
administering prescribed drugs to a student whose condition would otherwise preclude 
attendance at school. 
 
 
Dr  _________________________________ 
 
Address: __________________________________ 
 
Telephone: __________________________________ 
 
 
I have prescribed the drug______________________ for____________________ 
                               (Name of Student) 
to treat the condition of __________________________.  
                                          (Condition) 
 
This drug needs to be administered _____________________________________ 
     (Dose)   (Frequency/Time) 
 
 
Are special arrangements necessary to administer the drug or monitor the student after drug 
administration?            Yes (   )        No    (    ) 
 
 
If so, please provide details below: 
 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
____________________  
 
 
______________________________          Date: ______________ 
Signature of Prescribing Doctor 
 
______________________________ Date: ______________ 
Principal’s Signature 
 
 
 
 
Form 1 (2/2) 



                    Notre Dame Catholic Primary School 
 

FORM  4        Medical Condition Emergency Action Plan 
 
This record is to be completed by parents/carers in consultation with their child’s medical practitioner. 
Parents/carers should inform the school immediately if there are any changes to this record. Please tick 
(ü) the appropriate box or print clearly your responses in the blank spaces where indicated. For some 
questions you may need to tick more than one box. 
 
Student’s name ___________________________________________                       Sex:      M �  F  
�     (Family Name)                      (First Name) 
 
Date of Birth ______________ Class______  Teacher____________ 
 
Emergency contact (e.g. parent, carer): 
 
(a) Name ___________________________  Relationship ____________ 
  
Telephone No’s:  Home: _______________  Work: ____________ Mobile: _____________ 
 
(b) Name ___________________________  Relationship ____________ 
  
Telephone No’s:  Home: _______________  Work: ____________ Mobile: _____________ 
 
General Practitioner: _____________________  Telephone No: __________________ 
 
Specialist (if applicable): ___________________.             Telephone No: __________________ 
 
 
 
Name of the Medical Condition: -
____________________________________________________________ 

 
Signs and Symptoms of this Condition 

_________________________________________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 
 

Triggers for this condition (if applicable) 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________ 

 

 
 

 

 



Signs of the condition worsening 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________
_________________________________________________________________________________ 

 
Will your child require medication at school in response to this condition?     Yes   �     No  � 

Medication Method e.g. tablet, EpiPen etc. How much and when? 
 
 

  

 
 

  

If your child requires medication, please attach either the Prescribed Medications (Form 1) or the 
Analgesics Form (Form 3) 

 
If my child suffers this condition at school, please follow, to the best of your ability, the steps outlined 
below in the EMERGENCY ACTION PLAN. 
 

 
Step 1 

 
 
 
 
 

 
Step 2 

 
 
 
 
 

 
Step 3 

 
 
 
 
 

 
Step 4 

 
 
 
 
 

Step 5 

 
 
 
 
 

 
Note:  If your child requires a different Emergency Action Plan please attach a copy. 
 
I agree with this Emergency Action Plan and authorize school staff to assist my child with taking 
medication should they require help. I will notify you in writing if there are any changes to these 
instructions. Please contact me if my child requires emergency treatment at school. 
 
Signature of Parent/Carer: _______________________  Date:  _________________ 
 
 
I verify that I have read this Emergency Action Plan and agree with its implementation 
 
Signature of Doctor:     _______________________  Date:  _________________ 

 



SCHOOL-PARENT COMMUNICATION POLICY 
 

POLICY NO. NO SPECIFIC CEWA POLICY RECORDED 
POLICY NAME SCHOOL-PARENT COMMUNICATION 
RELEASED 2019 
REVIEWED 2022 

 
RATIONALE 
  
In keeping with our school mission, Notre Dame Catholic Primary School is a welcoming faith community committed to 
empowering and challenging individuals to reach their potential, every effort is made to maintain an open line of 
communication between home and school to assist in achieving this. Trust, truth and openness is seen as a two-way 
process, to be advocated by all parties in the best interest of all members of the school community.  
 
PRINCIPLES 
  

1. Trust, truth and openness are a responsibility of all to ensure open lines of communication.  
2. Notre Dame Catholic Primary School respects the parent(s)/carer(s) rights as prime educators of their children and 

policy and practices of Notre Dame celebrates families as valued and active partners in students’ experiences of 
schooling.  

3. The school provides a wide range of opportunities for meaningful collaboration which engages, recognises and 
respects the role that parents /carers play in the education process.  

4. Communication from the school, both formal and informal, is characterised by transparency, consistency and 
diversity and provides frequent opportunities for feedback.  

5. A comprehensive range of means of communication are employed to ensure all parents/carers have appropriate 
access to staff.  

6. Parents/carers have a responsibility to ensure they are open and honest with the school in providing up-to-date 
information regarding their child.  
 

PROCEDURES 
  
OPPORTUNITIES FOR MEANINGFUL COMMUNICATION 
  
Notre Dame Catholic Primary School prides itself on providing opportunities for open communication between the school 
and parent community. These opportunities are outlined but not limited to the following:  
 
Parent/Teacher Information Evenings  
At the beginning of each school year, a Parent/Teacher Information Evening is held. The purpose of this is to inform 
parents/carers of the expectations for children in each of the different year levels.  
 
Term 2 Parent/Teacher Interviews  
All parents/carers engage in an interview with their child’s classroom teacher(s). Interviews will be held during and after 
school towards the conclusion of Term 2. The purpose of these interviews is to provide parents/carers with timely, 
meaningful and comprehensive information on student achievement and progress. They also foster the partnership between 
school and home to support the student’s learning and progress. Bookings will be completed online via PTO. 
 
Teacher and Parent/Carers Interviews  
Informal opportunities for communication between the school and parents/carers exist throughout the year. The Principal 
and teachers are available to answer any queries regarding a student’s education, but an appointment must be made so 
that a mutually convenient time can be arranged.  
 
 
 
 
 



Website  
Parents/carers are encouraged to refer to our school website on a regular basis. The website contains relevant information 
pertaining to students. The newsletter can be downloaded weekly, a calendar of school events is maintained, policies, notes 
and forms can be downloaded and information on the school and parent groups obtained.  
 
Newsletter  
A weekly newsletter is published on the school website.  
 
Class Assemblies  
Assemblies are another way through which parents are informed about the happenings in the classroom and what children 
are learning. School assemblies, at which classes present items and merit certificates are given to students, are held on 
Fridays at 8:50am. The dates for these assemblies are on the school calendar and in the school newsletter. Attendance by 
family members at assemblies is strongly encouraged.  
 
Masses/Liturgies  
Praying as a community is an important part of the Catholic identity of Notre Dame Catholic Primary School. As such, the 
students and their family members gather for Mass or Liturgy regularly. Pre-Primary to Year 2 students celebrate a Liturgy of 
the Word once a term. A class Mass is prepared by the students in Years 3-6 each term and a whole school Mass is 
celebrated at the beginning and end of each term.  
 
Sacramental Programmes  
The school and the parish support parents in the sacramental and faith development of their children through the 
sacramental programmes. The programme commences with a Commitment Mass for all sacraments. Children are prepared 
for the Sacrament of Penance (Reconciliation) in Year 3, the Sacrament of Eucharist (Holy Communion) in Year 4 and the 
Sacrament of Confirmation in Year 6 and parent meetings are held during this preparation. Information on the scheduling of 
these meetings can be found in the term planners and the meetings are advertised in newsletters and on the website in the 
run up to the meetings.  
 
Notes and Letters  
Notes and letters can be sent by both parents and the school. They can be an effective way to communicate information via 
the following methods: email, Seesaw, Teams, SEQTA, office SMS communication or class representatives. 
 
Formal Reports  
Reports are available online to parents/carers twice a year, at the conclusion of Terms 2 and 4 via SEQTA Engage.  
 
Parents Assist Learning @ Notre Dame   
The staff of Notre Dame Catholic Primary School recognises the value of utilising the skills and talents of volunteers in the 
classroom. Throughout the year there are numerous opportunities for parents/carers to become involved in school 
programmes. Some examples may include rosters in the Kindergarten and Pre-Primary, reading in junior grades, help on 
excursions, organising costumes for concerts etc. Any quality interaction with others in the course of day to day living 
requires respect for their dignity and privacy. This is of particular importance for any person involved in the welfare and 
education of children.  
 
Surveys  
There are occasions when parents/carers are asked to complete surveys and to provide feedback to the school. We 
encourage parent to participate when these opportunities arise.  
 
PARENT BODIES WITHIN THE SCHOOL 
  
School Board  
The objectives of the Notre Dame School Board are to assist the Principal in general management of the school and in 
formulating policy consistent with Catholic Education philosophy. The Board meets regularly during the academic year, 
liaises closely with the Principal and interacts as needs arise with other members of the school community.  
The Board comprises of the Principal, an executive committee and other committee members as elected at the AGM.  
 
 
 



Parents’ and Friends’ (P&F Association)  
The P&F supports the Catholic ethos, Christian community spirit and educational programs of the school. It consists 
primarily of all parents and carers of pupils enrolled at Notre Dame Catholic Primary School and forms an integral part of the 
life of the school.  
The primary role of the P&F is to build community within the school and to raise funds to support the educational, social, 
emotional and physical needs of the students enrolled in the schools. It provides an outlet for parents/carers to meet other 
parents. It gives people a very real opportunity to become involved in a “hands on” way in the schooling of their child.  
 
PARENT RESPONSIBILITIES 
  
Parents/carers have a responsibility to ensure that they are open in their communication with the school. It is essential that 
they keep contact details and information about their child current.  
 
Late Passes  
If a student arrives at school after 8.45am, a parent/carer must come with the child to Administration and sign in. The 
student will then provide a late slip to the class teacher to indicate that they have advised the front office of their arrival.  
 
Collection of Children for Appointments  
Parents/carers are encouraged to make appointments for their child out of school hours wherever possible. However, if a 
student must leave the school grounds during school hours, a parent/carer must first come to Administration and sign the 
child out. Office staff will arrange to have the child called to the office. If the child returns to school, the parent/carer must 
sign in to acknowledge that the student has returned to school.  
 
Visitor’s Badges  
All visitors to the school, including parents/carers, are required to report to Administration. They must sign in using the 
PASSTAB and they will receive a visitor’s badge that must be worn during their stay. Students are encouraged to report 
anyone on the school grounds without a visitor’s badge; therefore, it is important that the badge is worn and visible.  
 
Absences  
If a student is absent for any reason, parents/carers are asked to ring Administration on 6272 7100 before 9.00am. A signed 
note/email explaining the absence is required as soon as the student returns to school. This will be recorded on the school’s 
Register of Attendance. Parents may email the school on the morning of the child’s absence, but a signed note must be 
presented to the school on the child’s return.  
 
Emergency Contacts  
Current students are provided with a Student Family Form at the commencement of the school year and new students, upon 
arrival during the school year. In an emergency, the parents/carers are always the first contact. When the school is unable to 
contact the parents, the school will then phone the emergency contacts. Therefore, it is crucial that the individuals listed as 
the child’s emergency contacts are not the parents/carers and phone numbers are kept up to date.  
 
Permission to Go Home with Other Parents  
Where a child needs to depart the school grounds with an individual other than the child’s parents/carers, written permission 
is required, which may be in the form of an email.  
 
Excursions and Extra-Curricular Activities/Events  
Students will not be able to participate in excursions or extra–curricular activities/events unless written permission has been 
received by the class teacher. This can by either email or a written note but must include a parent/carer’s signature.  
 
Medical Conditions and Forms  
If a student requires medicine whilst at school or suffers from a medical condition, parents must complete and return forms 
that can be requested from the Office. For detailed information about the Administration of Medication and Provision of 
Health Care to Students, parents/carers should refer to the school Health Policy which can be viewed on the school website 
and in the Parent Handbook. All of these forms must be returned to Administration for processing. It is the responsibility of 
parents/carers to keep Administration informed of any changes to a child’s medical status and contact details.  
 
 
 



Custody Issues  
Under the Family Law Court Act, Notre Dame Catholic Primary School will action any Court Order according to the directives 
given. It is imperative that parents/carers provide a copy of the Order to the Principal, and an appointment be scheduled to 
discuss the requirement of the school.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CRISIS MANAGEMENT PLANNING IN SCHOOLS 
POLICY 

 
POLICY NO. 2-D2 COMMUNITY 
POLICY NAME CRISIS MANAGEMENT PLANNING IN SCHOOLS 
RELEASED 2019 
REVIEWED 2022 

 
 

RATIONALE 
As a caring Catholic community, we at Notre Dame Catholic Primary School recognise that the safety and well-being of the 
students and staff is paramount. Risk of a crisis is minimised by ongoing consideration of preventative and safety measures. 
 
The Crisis Management Policy enables the school to respond in a planned and thoughtful manner in a crisis. We acknowledge 
that as a social system any crisis will impact throughout the community and that our planned response will assist members in 
their period of loss and adjustment. 
 

DEFINITION 
A ‘critical incident’ is a major traumatic event which impacts on the psychological, emotional and physical functioning of those 
directly or indirectly involved.  Critical incidents are so distressing that they interfere with people’s abilities to cope and problem-
solve. Sudden death, an accident, a natural disaster affecting the school, drowning, murder or suicide or a hostage situation 
are examples of critical incidents to which a school may need to respond. Critical incidents have a major effect on family, 
friends and school staff associated with those experiencing the crisis. 
 

GUIDELINES 
An effective response requires: 

• The Crisis Management Team to respond in an organised and efficient way (as outlined in the Crisis Management 
Response Plan) 

• The formation and training of a crisis management team (see role outlines) 
• The familiarisation of staff with the crisis management response plan and its implementation 
• The review of the plan after a critical incident to identify further training needs and adjustments to the plan 
• That the plan overview be displayed alongside evacuation procedures in each classroom 
• The inclusion of the complete policy in the Staff Handbook 
• Regular updating of contact details for team members 
• The development of an individual action plan for situations where there is a known risk (e.g. attempt by a non-

authorised person to contact a child) 
 

NOTRE DAME CATHOLIC PRIMARY SCHOOL 
Notre Dame Catholic Primary School stands on its own grounds within a residential area. Construction is of brick, limestone 
and colour bond. The administration block is a single level building, located in Oswell Street and has a multi-purpose room 
attached where music lessons are taken. The administration section houses the Principal, administration staff and other staff 
members during recess and lunch. The Pre-Primary and library block are also single level. A multi-purpose hall, canteen and 
storage area are located next to this block. The Year 1- 6 block is double storey and houses around 340 students. The 
Kindergarten block is single level. Notre Dame Catholic Primary School has a large oval and tennis / basketball courts.   
 
Notre Dame Catholic Primary School is located on Daly Street and connected to the Notre Dame Parish on Wright Street. 
Belmont City College and Cloverdale Primary School are located one block away.   
 

 



RISKS 
The school, its students and staff are at risk in relation to internal events and also in relation to events that may occur at some 
distance. Internal events could include: 

• The risk of fire or explosion. The school uses electric appliances for cooking and heating water. Electrical equipment 
is also used extensively in the form of computers and other office machinery. Gas appliances are used in the 
Canteen. 
 

• Whilst all visitors to the school are required to sign in at the front office, if busy, visitors can move through without 
signing in. This could pose a security risk. Gun or bomb threats, although not seen as a major risk, must be 
considered as well as assault, siege or a hostage situation. 
 

• There is a potential for serious injury or fatality. The second level of the Blocks 1, 2 & 3, which have a railed balcony, 
can be accessed by all, including students. There is a risk associated with the opportunity for reckless or 
irresponsible behaviour in this area. 

 
• The school/church car park is also the drive-through pick-up and drop-off point in the mornings and afternoons. 

Traffic through the car park is particularly heavy at school closure when the drive-through is operational. With parents 
walking through the drive-through with young children, there is a risk of either impatient drivers not heeding 
pedestrian right-of-way rules or young children running into the path of on-coming vehicles.  

 
Wright Street is within close proximity to Notre Dame Catholic Primary School and has the potential for traffic and pedestrian 
accidents.  This includes 
 

• A number of families and staff who travel a distance to school.  There are also a number of students who use the 
public bus services. 
 

• Transport of students to school functions such as excursions, camp and sporting events. 
 
Risk assessment should be seen as an on-going responsibility.  
 

PREVENTION 
Staff will aim to prevent risk or injury by: 
 

• Carefully planning excursions and using well serviced transport 
 

• Comprehensive coverage of play areas during lunch and recess breaks – pro-active approach to duty 
 

• Car park supervision by staff before and after school  
 

• Instructing parents in the pick-up and drop-off area arrangements periodically in the school newsletter and at the 
beginning of the year in the Parent Handbook 

 
• Clear school rules which are periodically revised with students 

 
• Familiarity with family circumstances where free access is denied to one parent or restraining orders exist 

 

COORDINATING THE RESPONSE 
• Reporting of an emergency or crisis situation should be to the Principal or Assistant Principal.  If members of the 

Leadership Team are unavailable, then the senior staff member assigned responsibility of the school is to be 
contacted.  The person contacted will decide whether the plan should be enacted.  If required, emergency services 
would normally be contacted at this stage. 

 
 



• Certain types of situation may require staff to act before reporting.  A fire or explosion in the school would be a 
circumstance where there should be immediate contact to the Fire Brigade with implementation of the agreed 
procedures for evacuation. 
The presence or suspicion of a person around the school carrying a firearm or other weapon warrants immediate 
contact to the police. A person suspected of carrying a firearm or other weapon should not be approached or 
challenged.  Lockdown procedures should be implemented. 

 
If a crisis situation occurs while on a camp or excursion, staff should follow the directions of the person in charge.  
When safe to do so, the Principal/Assistant Principal must be alerted to the situation.  All staff should be prepared 
to record information related to the crisis. 

 
• In alerting the Principal / Assistant Principal to a crisis situation, normal evacuation procedures will be used if 

appropriate.  This would apply to fire, explosion, bomb threat or similar circumstance. 
 

COMMUNICATION 
• The need for an evacuation will generally be conveyed by sounding of the ‘evacuate’ siren.   

 
• Information will be conveyed to staff through staff briefings and meetings during working hours.   

 
• Telephone and email communication should be minimised. There may be pressure on the telephone system in 

relation to both the need for crisis communication and in-coming calls for information. 
 

• Staff should not communicate with the media unless authorised to do so by the Controller. It is important to retain a 
positive outlook on media involvement in crisis situations ensuring a consistent and factual information exchange. 

 
• Visitors to the school may request and be given reasonable access to the telephones.  It is not possible to prevent 

visitors talking to the media, but this should not be permitted on school phones. 
 

• An information centre will be established to communicate with those who arrive at the school. 
 

• The staff room will remain available to staff during the duration of the crisis.  Staff are encouraged to use these areas 
as needed for breaks, mutual support and prayer. 

 

 
 
 
 
 
 
 
 
 
 
 
 

 



EMERGENCY EVACUATION PROCEDURE (EEP)  
 
EEP CONTROLLER:    1. Principal  
      2. Assistant Principal (Pastoral)  
      3. Assistant Principal (Admin) 
                                                                                               4. Admin Officer  
                                                                                               5. Bursar 
  
SIGNAL: (Principal)              ‘Evacuate’ siren of the PA system.   
      If power failure, megaphone siren will sound continuously 
 
EMERGENCY CONTROL POST:   Administration block 
      If unsafe – library 
 
MUSTER AREAS – SAFE ZONES:                Evacuation Area 1:   Tennis Courts 
                     Evacuation Area 2:  Undercover Area 
 
TEACHERS:     Lock doors 
      Turn off lights, air-conditioning and fans if safe to do so 
      Check attendance on arrival at ‘Evacuation Area’  
      Kindy teachers to bring First Aid from their classrooms 
   
 
OFFICE STAFF:     Mobile Phone 

Evacuation File 
      First aid kits 
      Attendance registers  
        
 
OTHER AREAS OF RESPONSIBILITY:  (to be checked and cleared) 
 
 Blocks:     Assistant Principal (Pastoral): 

Block 1, 2, 3 – Lower levels (including toilets), lift and 
undercover area 

   
      Assistant Principal (Admin): 
      Block 1, 2, 3 – Upper levels (including toilets) 
      
      Bursar 
                                                                                               Admin area, Kindergarten, multipurpose room and uniform shop 
 
      Library block (Pre-Primary, Teachers’ workroom, library, multi 

purpose hall, Canteen, sports shed, and maintenance shed) 
       
        
 
NB   In the event of a teacher having DOTT, the specialist teacher will stay with the class and act for the teacher.  Class lists 
will be available at the assembly point if specialist teacher or relief teacher is in charge. 
 
 
EXTREMELY IMPORTANT – HIGH PRIORITY 
Please note it is the responsibility of teachers to lock classroom doors as they leave.  All doors must be secured to 
not enable access to them once checked.     
 

 



 
 

EMERGENCY EVACUATION PROCEDURE (EEP) 
EVACUATION PROCEDURE 

1. School Principal to Dial 000 and alert the school community via ‘evacuate’ siren on PA system. 
In the case of power failure, the megaphone will be sounded continuously. 

 
2. Evacuate buildings in an orderly manner. Students to assemble on verandah outside their 

classroom and WALK QUICKLY AND QUIETLY to Evacuation Area. Office staff to bring a 
printout of attendance for all classes. 
 

3. The teacher shall ensure that no students are left in the room. 
 

4. Where possible, windows shut, lights and air-conditioner off.  LOCK DOOR on exit. Teacher to 
follow at rear of the class. 
 

5. Students in the upstairs classrooms should use the stairs closest to their classroom. THE 
ELEVATOR SHOULD NOT BE USED.  Children in wheelchairs to be carried down the stairs.    
 

6. Assemble in class groups (Kindy -Year 6) on Evacuation Area 1 (TENNIS COURTS) facing the 
church carpark. Further notification will be given by the EEP Controller if evacuation to 
Evacuation Area 2 (UNDERCOVER AREA) is required. 

 
7. When children are clear of danger, teachers to call roll and account for children. If there are any 

discrepancies NOTIFY PRINCIPAL IMMEDIATELY. 
 

8. Assistant Principal (Pastoral and Admin) and Bursar to report to Principal that all blocks have 
been checked. 

 
9. With the exception of a search for a missing person, no one must re-enter a room until permission 

is given by the fire brigade or, in case of a drill, by the Principal or one of the Assistant Principals.   
 

10. In the event of a teacher having DOTT, the specialist teacher will stay with the class and act for 
the teacher. Class lists will be available at the assembly point if specialist teacher or relief teacher 
is in charge. 

 
 
EXTREMELY IMPORTANT – HIGH PRIORITY 
Please note it is the responsibility of teachers to lock classroom doors as they leave.  All doors must be secured to 
not enable access to them once checked.  
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EMERGENCY LOCKDOWN PROCEDURE 
 
 
 
MANAGEMENT AND CONTROL:   1.  Principal  
       2.  Assistant Principal (Admin)  
      
 
 
SIGNAL:  Announcement over PA –  

 “Attention staff please secure your classrooms.”  
     Continuous blast on siren – 30 seconds 
 
 
EMERGENCY CONTROL POST:   Administration block 
       If unsafe – library 
 
 
TEACHERS:       1. Lock classroom doors and administration doors 
       2. Turn off lights/draw blinds 
       3. Put mobile phones on silent 

                  3. Children to be seated out of view of windows and   
                                                    doors and remain silent 

4. Roll to be taken by supervising teacher/advise AP    
    admin of all student attendance via mobile phone 

 5. AP Pastoral to check upper level toilets, Bursar to   
    check lower level toilets and move to the nearest    
    classroom 

       6. Kindy EAs to check toilet areas and lock down area 
 
 
CLASSES ON OVAL / TENNIS COURTS / HALL Class to be taken to library and doors secured 
 
SPIDER/UNDERCOVER                   Students to be taken to Year 1M and doors secured 
 
 
RECESS / LUNCH TIME  Students to be directed to their classroom and general   

 lockdown procedures followed 
 
 
END OF LOCKDOWN: Staff/students are to remain in lockdown until the all 

clear signal has been given by the Principal/nominee/s 
or unless told to evacuate by the emergency services.                          

 
(Principal/nominee/s to check that all staff and students   
 are accounted for)  

 
 
 

 
 
 
 
 



 
 
 

EMERGENCY LOCKDOWN PROCEDURE 
 

1. Alert school community via the announcement, “ATTENTION STAFF PLEASE SECURE 
YOUR CLASSROOM” 
This will be followed by a continuous siren for 30 seconds. 
 

2. Students to move from window and door view quickly and silently. Staff members to lock 
windows and doors and draw blinds. Students to be seated on the floor and the roll to be 
taken. Text message to be sent to AP admin advising student numbers. Wait for further 
communication via telephone or in person. 
 

3. AP Pastoral Care to ensure upper level toilets are clear of children (this may require gaining a 
staff member of opposite gender to assist) and escort any children into the closest classroom 
and advise their class teacher via text (AP Admin). Bursar on lower level to check lower level 
toilets are clear of children (this may require gaining a staff member of opposite gender to 
assist) and escort children to closest classroom. Class teachers to be advised of children via 
text (AP admin). If not possible to evacuate remain in toilets with doors locked. 

 
4. E.A. from Kindergarten to check toilets and move students to Kindergarten  

area, locking the door behind them.  
 

5. Students participating in activities on the oval, tennis courts or hall to move to the Library. 
 

6. Spider/Undercover Area, students are to move quickly and quietly to Year 1M classroom and 
be kept out of sight. Teachers to secure building on entry. 
 

7. Students in the Church to remain in the Church and staff to secure the doors. Staff taking 
students to Church must have their mobile phone switched on and advise administration that 
they are going to Church and for the duration. If lockdown procedure is implemented, Admin 
assistant to phone staff member. Children to be seated in the middle of the church and doors 
locked. 
 

8. If lockdown occurs at recess or lunchtime, the bell will be rung early and  
teachers will take children straight into their classrooms. 
 

9. Staff/students are to remain in lockdown until otherwise advised by Principal/nominee/s. 
 

10. Principal/nominee/s to check that all staff and students are accounted for after Lockdown.  
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RATIONALE 
  
The Notre Dame Catholic Primary School community respects the rights of its students to be free from all forms of bullying, 
harassment, aggression and violence and are committed to providing a safe environment for all students.  
 
PRINCIPLES 
 
Through our shared vision and whole school policy we are committed to addressing all incidents of bullying, harassment, 
aggression and violence. At Notre Dame Catholic Primary School, we aim to ensure that all students are valued and that 
engaging in this behaviour is unacceptable. 
  
Disregarding these behaviours or participating as a bystander is unacceptable. It is the responsibility of all community 
members to ensure our safety, security and respect for all individuals.  
The process (action plan) will target individuals engaging in bullying, harassment, aggression and violence and any 
bystanders. 
  
At the classroom and playground level, teachers will endeavour to educate students about appropriate and acceptable 
social behaviour.  
 
At the school community level, issues of bullying, harassment, aggression and violence will be addressed by relevant 
students and staff and where necessary, the School Leadership Team.  
Resistance to behaviour change and repeated offending will require the school’s behaviour management procedures to be 
enforced.  

At Notre Dame Catholic Primary School, we believe that the following principles should be applied to the three main groups 
involved either directly or indirectly by bullying in our school. 
 

Staff must always  

• Model appropriate behaviours at all times;  
• Listen to and deal with all reported and observed incidences of bullying;  
• All responses must be responded to and recorded on SEQTA pastoral;  
• Protect the victim from further harm;  
• Act to stop the bullying behaviour recurring;  
• Report incidences of bullying to Principal, other members of the leadership team and relevant classroom staff.  

 

 

 



Children must always  

• Report if they are being bullied or they see someone else being bullied; 
• Intervene appropriately if someone is being bullied or seek teacher assistance;  
• Not bully others; 
• Avoid becoming a bystander to bullying incidents.  

 
Parents should always  

• Watch for signs that their child may be being bullied;  
• Listen sympathetically to reports of bullying; 
• Speak to someone on staff at Notre Dame Catholic Primary School if their child is being bullied, or they suspect 

that this is happening;  
• Instruct their children to report if they are being bullied;  
• Work with the school in seeking a solution.  

 
DEFINITIONS 

BULLYING: When an individual or group misuses power to target another individual or group to intentionally threaten or 
harm them on more than one occasion. This may involve verbal, physical, relational and psychological forms of bullying. 
Note that teasing or fighting between peers is not necessarily bullying.  

HARASSMENT: Offensive, humiliating, threatening, abusive or intimidating behaviour that is directed at individuals or 
group/s for either perceived or real attributes. It includes gender, religious, age, race, and sexuality-based harassment.  

VIOLENCE: Incidents where a person is intimidated, threatened, physically assaulted or when property is damaged 
deliberately. It is an extreme use of force often resulting in injury or destruction. Violence does not necessarily involve an 
imbalance of power and can be a one-off incident.  

BYSTANDER: Bullying also involves children who may not be directly involved in the bullying nor are they directly bullied, 
who are referred to as “bystanders”. A bystander is someone who sees the bullying or knows that it is happening to 
someone else.  

FORMS OF BULLYING 
 
Bullying can take many forms including:  
 
SOCIAL 
  

• Deliberately ignoring or avoiding.  
• Excluding from the group.  

 
EMOTIONAL  
 

• Spreading rumours, gossip.  
• Taking or damaging property.  
• Sending hurtful notes.  
• Attempting to intimidate, threaten or belittle.  
• Forcing an individual to do something he/she doesn’t want to do 
• Unwanted email or text messaging 
• Abusive websites 

  
 
 
 
 



PHYSICAL 
  

• Hitting, punching, tripping.  
• Kicking, biting.  
• Negative body language.  
• Damaging someone’s property.  
• Stealing someone’s property. 

  
 
VERBAL 
  

• Making hurtful and racist comments/jokes, name calling.  
• Using put-downs, insulting language, swearing, nasty notes 
• Commenting on social and/or family backgrounds.  

 

CYBER BULLYING 

• Use of information to engage in bullying behaviour 
• Use of communication technologies such as e-mail, text messages, instant messages and websites  

SIGNS OF BULLYING 
  
Signs of being bullied may be:  

• Feeling frightened, angry or embarrassed.  
• Finding it hard to concentrate on schoolwork.  
• Not wanting to come to school.  
• Not getting along with others.  

 
STUDENT ACTION PLAN 
  
If you think you are being bullied.... 
Ask yourself - was it deliberate? Yes or No  
If yes, follow these steps:  

• Ignore the behaviour and show it doesn’t upset you. If the behaviour continues...  
• Tell the individual/s engaging in bullying behaviour to stop it. If the behaviour continues... 
• Move to a safe area. If the behaviour continues...  
• Tell another student around you that you are being bullied. If the behaviour continues...  
• Tell a staff member.  

 
BYSTANDER ACTION PLAN 
  
If you think someone is being bullied.... 
Ask yourself – does this look or sound like a bullying situation? Yes or No  
If yes, follow these steps –  

• Tell the person who is bullying to “Stop it.”  
• Offer friendly help to make the individual/s feel safe. If the behaviour continues...  
• Take the individual/s to a staff member and report what you saw or heard.  

 
 
 
 
 
 



SCHOOL ACTION PLAN  
 
A staff member will assess the situation and speak with the students involved. 
 
Class discussion about bullying will be included in general teaching lessons across learning areas such as Religious 
Education and Health 
  
Refer to the Leadership Team who will take appropriate action and contact parents if necessary.  
 
PARENTS’ ROLE 
  
Parents can help by:  

• Showing an interest in your child’s school, social, sporting and cultural life.  
• Having a warm and friendly home environment where your child is encouraged to bring friends home.  
• Developing your child’s self-esteem by offering encouragement, saying and doing positive things, nurturing their 

positive qualities and valuing them for who they are.  
• Teaching children to respect differences and be tolerant.  
• Setting a good example, as role models, when resolving your own conflicts.  
• Discussing school expectations about behaviour and how best to deal with bullying.  
• Assisting your child to understand and practice the strategies stated here.  
• Being observant and looking out for telltale signs that something is wrong.  
• Informing the school if you become aware of any bullying incident so that it can be stopped.  

 
RESOURCES  
 
Bullying No Way  
https://bullyingnoway.gov.au 
 
The Bully Project Australia 
https://thebullyproject.com.au/parents/ 
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HOW TO DEAL WITH A DISPUTE OR COMPLAINT 

This information is provided as an overview of the process to be utilised in Catholic schools in the resolution of a dispute or 
complaint that may arise from time to time.  

The Catholic Education Commission of Western Australia (CECWA), Dispute and Complaint Resolution Policy was 
implemented in First Term 2002 and provides a process that must be followed by all Catholic schools when addressing 
issues of dispute or complaint.  

The Dispute and Complaint Resolution Policy is consistent with the accountability requirements under the School Education 
Act (1999).  

The Dispute and Complaint Resolution Policy has been developed on the following basis:  

! The principles of the policy are based on the Church’s social teachings and the principles of natural justice e.g. the 
right to be heard and the right of responses etc.  

! The need to resolve the dispute or complaint initially at the school level before involving the Director of Catholic 
Education. In the case of a dispute or complaint arising that directly relates to an existing CECWA policy, the procedural 
aspects of this policy shall be followed e.g. student enrolment.  

In the case of a dispute or complaint resulting from an employment related issue, the prescribed provision of the relevant 
Enterprise Bargaining Agreement or Award shall be adhered to.  

A copy of the policy and guidelines is available upon request.  

OVERVIEW OF PROCEDURES 

1. All issues of dispute or complaint must be addressed in the first instance at the school level.  
2. Where the parties are having difficulty achieving a resolution at the school level, they may request the assistance 

of the Director of Catholic Education or Congregational Leader.  
3. Any party may appeal the Principal’s decision to the Director of Catholic Education who will then in turn review the 

decision. 

“The Director General of the Department of Education is responsible for ensuring that the school observes the 
registration standards, including the standard about its complaints handling system. Any student, parent or 
community member is entitled to contact the Director General with concerns about how the school has dealt with a 
complaint. Information is available on the Department of Education website 



(https://www.education.wa.edu.au/non-government-schools-complaints). While the Director General may consider 
whether the school has breached the registration standards, she does not have the power to intervene in a 
complaint or override the school’s decision.” (Registration Standards and Other Requirements for Non-
Government Schools in Western Australia, 2020). 

4. Any party may appeal the Director of Catholic Education’s decision to the Minister for Education. The Minister for 
Education will review the process utilised to resolve the dispute or complaint but will not review the merits of the 
matter.  

 
 
 

 



Note: An individual has the right to make appeal to the Minister for Education with regard to a dispute or complaint (School 
Education Act 1999). An appeal will only be heard on a breach in process and will not be a reexamination of the merits of 
the case.  

 

 

 

References  

Bishops of Western Australia 2009, Mandate of the Catholic Education Commission of Western Australia: 2009-
2015  

               Related Documents  

CECWA Selection and Use of Texts in Catholic Schools policy 
CECWA Justice Education policy CECWA Harassment, Unlawful Discrimination, Victimisation and Bullying policy 
CECWA Unsatisfactory Performance or Misconduct policy  
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IMMUNISATION 
 

The immunisation status of each child will be checked upon entry into Pre-Kindergarten, Kindergarten, Pre-Primary and 
Primary School. 
 
MEDIC ALERT 
 

The parent of any child with a serious medical condition requiring urgent medical attention needs to contact the school 
administration and fill out the necessary documentation.  The Principal and class teacher need to also be notified. 
 
MEDICATION 
 

As a result of the increased number of children in schools being prescribed medications on a long and short-term basis, the 
educational, medical and legal authorities are continually updating their recommendations on practices and procedures for 
administration of medication in schools. 
 
In line with the Catholic Education Office policy, all decisions regarding the storage and administration of medication will be 
the responsibility of the Principal.  
 
5. Non-Prescriptive Pain Suppressants  

Non-prescriptive pain suppressants (Aspirin, Panadol, etc) will not be administered by staff without the written 
permission of the student’s parent/guardian.  The parent/guardian is responsible for the supply of any medication.  It 
should be noted that aspirin may only be administered to students with a medical practitioner’s written instruction 
because of the possibility of the development of Reye’s Syndrome (a potentially fatal disease in childhood).  
 

6. Prescribed Medication  
The misuse of prescribed medication can place the user in a serious, and in some instances life-threatening, situation.  
Bulk quantities of medication will not be left on the school premises and all medication will be removed from the school 
premises at the end of the year. Parents/guardians must provide written authority for school staff to administer the 
prescribed medication. The authority form must be renewed at the beginning of each year and updated by the parent 
as required during the year. 
 
• Parents/guardians are responsible for advising the Principal, in writing, of any specific requirements when 

administering the medication. This should include details from the medical practitioner regarding the 
circumstances for use. 

 
• School staff will only administer medication in accordance with the medical practitioner’s instructions. No medicine 

can be administered by staff unless taken from the labelled packet or medicine bottle issued by the medical 
practitioner. 

 
• The Principal must ensure that a student’s medical condition and the medication for that condition are brought to 

the attention of the relevant staff.    
 
 
7. Storage of Medication  

The prescribed medication will be stored in the school office or in the case of Kindergarten children, in the Kindergarten.  
Access will be restricted to authorised personnel. 

  
 



It is the parents/guardian’s responsibility to ensure sufficient quantities of medication are supplied and is not out of 
date.  All medication sent to the school must be in the labelled packet, or medicine bottle issued by the medical 
practitioner. This must clearly show the: 
 
• name of medication 
• student’s name 
• dosage 
• frequency of dosage 

 
8. Students are not to carry medication around in their pockets or leave medication in their bags or desks because of 

the likelihood of other children having access to the medication. 
 
COMMUNICABLE DISEASES 
 

Parents are requested to inform the school if a child has had a communicable/infectious disease and is required to observe 
the exclusion from school period.  Public Health Department recommendations for most common infectious diseases are 
listed below. The following is a useful reference for school cleaning and managing infectious diseases. It applies to the early 
childhood setting but is a useful reference for all schools.  

http://www.nhmrc.gov.au/guidelines-publications/ch55  

HEALTH CARE OF STUDENTS WITH SPECIAL NEEDS 
For students with special health care requirements, the Principal should consult with the Students with Disabilities Team of 
CEWA to discuss the provision of the health care arrangements. Decisions can then be made regarding access to 
community health professionals or the provision of training for school staff members. In the case of a student who has been 
identified as having a medical condition that requires day to day health care or emergency treatment the Principal should 
consult the parents/guardian and Students with Disabilities Team of CEWA to discuss and devise a plan to meet the specific 
health care needs of the student. 
 
SICK STUDENTS 
 

The sick bay is intended for temporary ailments only. Parents will be contacted if the child is unable to continue with 
schoolwork.  Parent’s emergency contact details need to be kept current in case their child is sick or injured at school.  Please 
do not send children to school if they are unwell as this results in your child being upset and spreads the illness and infection 
to other students and teachers. 

HIV STUDENTS  

Students with HIV/AIDS are not legally required to inform others (including schools) of their health status. If this information 
is provided, then it must be treated in a confidential manner and the Principal should contact the Employment and 
Community Relations Team of CEWA to discuss the matter further student. 

EMERGENCIES 

An emergency action plan must be developed for students with medical and health care problems. The development of an 
emergency plan should be devised at the school level after consultation with the Principal, parents/guardians, student’s 
medical practitioner, and associated school staff student. 

The action plan should be developed with the following considerations in mind:  

• written approval from the parents/guardians to implement the emergency plan;  
• all key staff to be advised of students with medical conditions and the type of condition. A copy of the action plan 

is to be provided to the student's teacher(s) and be available in the classrooms;  
• all school activities, including excursions and camps, should make provisions for an emergency action plan, 

including attendance at excursion/camp of appropriately trained school staff member in the case of student with 
specialist medical or health care needs;  



• the predetermined level of treatment to be administered by school staff and the availability (e.g. proximity) of 
medical assistance in the case of a student with a medical condition requiring medication or provision of health 
care;  

• all key school staff should be aware of the particular student’s medical needs with due consideration to 
confidentiality and be aware of the emergency plan in place for the treatment of such student;  

• revision and update of the plan, as required.  

MANAGEMENT OF ASTHMA  

It is essential that a school has knowledge of all children in the school with asthma and health care procedures in place to 
deal with an asthma attack.  

MANAGEMENT OF ANAPHYLAXIS  

Schools should be familiar with Medical Action Plans for personal and general use of the EpiPen and Anapen, developed by 
the Australasian Society of Clinical Immunology and Allergy (ASCIA).  

• providing, as far as practicable, a safe and supportive environment in which students at risk of anaphylaxis can 
participate equally in all aspects of their schooling;  

• Raising awareness about allergies and anaphylaxis in the school community;  
• Actively involving the parents/guardians of each student at risk of anaphylaxis in assessing risks, developing risk 

minimisation and management strategies for the student; and  
• Ensuring that an adequate number of staff members have an understanding of the causes, signs and symptoms of 

anaphylaxis and of their role in the school’s emergency response procedures.  

Policies, procedures and strategies need to be reviewed each year as well as after a child has experienced a severe 
reaction while in the school’s care.  

RECORDS  

School staff must ensure that the administration of medication to students is recorded showing the time, date, the 
medication given and by whom the medication was administered. By undertaking these procedures, school staff will be able 
to clearly establish that the agreed action plan was followed should any concerns arise.  

It is the Principal's responsibility to ensure that all documentation pertaining to the administration of medication or medical 
procedures in school to students, be retained and stored in a secure place.  

The documentation should include, the agreement reached between parents/guardians, Principal and associated teachers, 
recordings of administration of medication and any incident reports that may have arisen.  

 
SCHOOL CHILDREN INSURANCE 
 

All children attending Notre Dame Catholic Primary School are covered by a 365-day, 24-hour, Accident Insurance Scheme 
(CCI).  This cost is included in the annual school fees.  Please contact the School Office during school hours for further 
information. 
 
 
 

 



HEALTHY FOOD AND DRINK CHOICES POLICY 
 

POLICY NO. 2-D4 COMMUNITY 
POLICY NAME HEALTHY FOOD AND DRINK CHOICES POLICY 
RELEASED 2019 
REVIEWED 2022 

RATIONALE  

The human person, though made of body and soul, is a unity. The human body shares in the dignity of the image of God: it 
is a human body precisely because it is animated by a spiritual soul, and it is the whole human person that is intended to 
become, in the body of Christ, a temple of the Spirit.  

Students at Notre Dame Catholic Primary School are educated to understand that they are spiritual beings in relationship 
with God who live in physical bodies that require care. Notre Dame Catholic Primary School encourages students to make 
healthy choices for their lives including healthy food choices.  

PRINCIPLES  

• A healthy and nutritious food and drink policy makes a positive statement to students, staff members, parents and 
the broader community about the value placed on human life.  

• It is important that parents, staff members and students work together to support a whole-school approach to 
building a school culture in which students actively choose nutritious food and a healthy lifestyle.  

• School canteens should serve the school community with nutritional food at affordable prices.  
• Healthy canteen choices complement the nutrition knowledge taught in the classroom and promote a school 

culture of healthy eating that can extend into the wider family and community.  
• The school curriculum is the ideal place for students to learn about nutrition and making healthy food choices.  

PROCEDURES  

• The School canteen shall promote a wide range of healthy and nutritious food and drinks and follow the minimum 
standard required to ensure that menus follow the 60% ‘green’ and 40% ‘amber’ food and drinks, according to the 
traffic light system in Appendix C of the Department of Education and Training Healthy Food and Drink Policy.  

• Other food and drink choices shall promote a wide range of healthy and nutritious food and drink.  
• The Star Choice Buyers’ Guide, which is a register of all products that meet minimum nutrient criteria for the food 

type, is recommended as a resource for planning menus and making decisions about serving sizes.  
• The Western Australian School Canteen Association and local health professionals can provide advice to schools 

on menus and products suitable for use in schools.  
• When major changes to the menu are required, either due to unavailability of products or a desire by a number of 

stakeholders, the Principal will look at and make a decision regarding these changes.  
• The canteen prices will be costed to provide reasonable cost to parents while remaining cost neutral to the 

financial management of the canteen and the school, including running costs, wages of the canteen manageress 
and GST requirements 

• An online ordering system is available to parents.  
• In accordance with advice from the Catholic Education Office GST costs will be passed on to parents when 

costing food and drink items for sale in the canteen.  
• Parents are actively encouraged, through parent meetings and discussions and newsletter notices, to provide the 

children with healthy food and drinks for recess and lunch.  
• Parents are asked not to bring take away/junk food lunches to children during school hours. Notre Dame Catholic 

Primary School is a Nut Aware School, as notified to parents through school and class newsletters and regular 
reminders to the children and parents.  

 
 



REFERENCES  

• Catechism of the Catholic Church, page 364  
• The Department of Education and Training ‘Healthy Food and Drink Policy’, Appendix C  
• Western Australian School Canteen Association ‘The Star Choice Buyers’ Guide’ available at  

www.waschoolcanteens.org.au  
 

RELATED DOCUMENTS  

• Catholic Education Commission of Western Australia Policy statement 2-C6 ‘Occupational Safety and Health in 
Schools’  

• The Australian Guide to Healthy Eating and the National Dietary Guidelines for Children and Adolescents in 
Australia (2003) shall be considered conjointly with this Policy statement  
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



HOMEWORK POLICY 
 

POLICY NO. NO SPECIFIC CEWA POLICY RECORDED 
POLICY NAME HOMEWORK POLICY 
RELEASED 2019 
REVIEWED 2022 

 
RATIONALE             
The overall aim of assigning homework is to enhance the extent to which each child benefits from the school’s educational 
programme. The purpose of homework is to: 
 

1. Revise and reinforce class content. 
2. Develop responsible home study techniques. 
3. Provide opportunities to complete unfinished class work. 
4. Provide further opportunities for teacher evaluation. 
5. Keep parents informed of content taught and child’s progress. 

 
Homework should be relevant, and the tasks to be accomplished will be carefully and clearly defined for the students. Teachers 
need to be aware of family commitments that may prevent children from completing their homework on occasions.  Homework 
should not be used as a punishment. 
 
YEAR LEVEL TIME ALLOCATION FOR HOMEWORK 
 Junior Primary  15 to 30 minutes 
 Middle Primary  30 to 45 minutes 
 Upper Primary  45 to 60 minutes 
 
Oral reading and reading for enjoyment should be seen as part of daily homework. 
 
STUDENT RESPONSIBILITIES 

• Informing parents of set tasks 
• Managing time to complete tasks 
• Completing work to the best of their ability 
• Returning tasks to school as required 

 
PARENT RESPONSIBILITIES 

• Providing a suitable environment that encourages the completion of homework 
• Supervision of homework 
• Assist with time management and establishing a consistent homework routine 
• Inform the teacher of child’s inability to complete homework (i.e. note) 

 
 
 
 
 



INFORMATION AND COMMUNICATION 
TECHNOLOGY USE BY STUDENTS POLICY 

 
POLICY NO. 2-B8 
POLICY NAME INFORMATION AND COMMUNICATION TECHNOLOGY USE BY 

STUDENTS 
RELEASED 2019 
REVIEWED 2022 

 
RATIONALE 
 
Information and Communication Technology (ICT) is utilised in schools for learning, teaching and administration. The 
availability of such resources provides the opportunity for schools to help students develop their full potential. ICT provides 
significant educational value but can pose risks regarding safety and personal reputation.  
 
Acceptable use shall include, but is not limited to:  

• gathering, organising, creating and sharing appropriate information for educational purposes  
• encouraging collaborative projects and resource sharing  
• any other tasks that are for educational or related purposes or that support and promote the school and its ideals.  

 
Unacceptable use shall include but is not limited to:  

• accessing networks without proper authorization.  
• transmitting or deliberately accessing, creating and/or receiving material that is inappropriate or offensive 
• infringing a person’s copyright or other intellectual property rights  
• discriminating against a person on the basis of, for example, sex, race, religion, disability or age  
• dealing with a person’s personal information in a way that breaches privacy laws  
• defaming, harassing or bullying another person  
• being contrary to school rules or policy  
• bringing the school or Catholic Education into disrepute.  

 
Unacceptable use of ICT constitutes a serious breach of school rules and possibly the law and may result in a student losing 
the right to use ICT resources for a period of time and/or the application of other sanctions.  
 
The emphasis is on educating students, at a developmentally appropriate level, about ICT, its applications, protocols, safety 
and digital citizenship. This educative process is integrated into all areas of the school curriculum.  
 
Students are to be made aware of the following guidelines (at a developmentally appropriate level) by their class teacher, 
and review frequently, to ensure appropriate use of the ICT by students attending Notre Dame Catholic Primary School. 
  
The school will ensure that students:  

• are supervised when using the Internet  
• have a clear understanding that there are sites that should not be visited  
• will not copy or print articles without permission from a teacher  

 
The student will:  

• check with the teacher before going to a site or link if uncertain about that site  
• search only the relevant topic  
• not deliberately access offensive or inappropriate information  
• not use the Internet to send or receive a message that is inconsistent with the school’s Code of Conduct and 

standards  
• not divulge personal or school details of any kind without permission of the teacher  
• be required to follow the copyright rules for all information used 

 
 



 
  
Teachers and parents need to support one another to encourage the students to use the Internet in an appropriate manner.  
 
Consequences for inappropriate use:  
The use of ICT in a school is a privilege, not a right, and inappropriate use will result in temporary or permanent cancellation 
of this privilege. In addition, further disciplinary action may be imposed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
STUDENTS’ ACCEPTABLE USAGE POLICY 
  
Guidelines and Conditions for Appropriate Use of the Internet  
The following guidelines have been decided upon to regulate the use of the Internet by students attending Notre Dame 
Catholic Primary School.  
Notre Dame Catholic Primary School cannot control all of the information available on the Internet and is not responsible for 
other people’s actions or the quality and content of information available. 
  
The school will ensure that students:  

• are supervised by a member of staff when using the Internet  
• will have a clear understanding that there are sites that should not be visited  
• will not copy or print articles without permission from a teacher 

  
The student will:  

• check with the teacher before going to a site or link if uncertain about that site  
• search only the relevant topic  
• not deliberately access offensive or inappropriate information  
• not use the Internet to send or receive a message that is inconsistent with the school’s code of conduct and 

standards  
• not divulge personal / school details of any kind without permission of the teacher  
• be required to follow the copyright rules for any information used 

  
Teachers and parents need to:  

• support one another to encourage the students to use the Internet in an appropriate manner  
• be advised that inappropriate use of electronic information can be a violation of local, state, federal and 

international laws. Violations can lead to prosecution  
 

Consequences for inappropriate use:  
The use of the Internet in a school is a privilege, not a right, and inappropriate use will result in temporary or permanent 
cancellation of this privilege. In addition, further disciplinary action may be imposed.  
Access to the Internet is conditional on this contract being signed by the student, parent and class teacher.  
 
 
 
I have read and understood this contract and agree to these guidelines and consequences.  
Student’s Name: _________________________Signed: _________________________Date: ____________  
Parent’s Name:  _________________________Signed: _________________________Date: ____________  
Student’s Name: _________________________Signed: _________________________Date: ____________  
 
These forms will be kept on file for ongoing use of the Internet for Years 3-6 and will be kept in the front office. 
Every child in Years 3-6 is required to sign a form. New forms and signatures will only be required in the future by incoming 
Year 3 students and students new to the school. All other children who have current permission will be updated on correct 
usage at the beginning of each new school year.  
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
K – YEAR 2 GUIDELINES 
USE OF INFORMATION AND COMMUNICATION TECHNOLOGY 
  
PRINCIPLES  
1.Notre Dame Catholic Primary School has made rules about how students use Information and Communication Technology 
(ICT) so that they can use it in the best way. Students must follow these rules and listen to their teacher so that ICT can be 
used to explore, create and communicate with others and learn about the world in which they live.  
 
2. Notre Dame Catholic Primary School has made rules about using ICT so that everyone at the school is safe and happy. 
Students can use ICT only if they look after it and follow all the rules about the use of ICT.  
 
3. Notre Dame Catholic Primary School can check all ICT used in schools to make sure students are following the school 
rules. This includes digital devices provided by students and families.  
 
PROCEDURES  
1. Students shall obey all of the school rules regarding ICT and take good care of all equipment.  
 
2. Students shall only use the applications recommended by their teacher during school time. Students will not access other 
applications during school time or bring any applications from home to install on school devices  
 
3. Students shall go only to sites on the Internet that a teacher has said they can use. If students find anything on the 
Internet that makes them feel bad or uncomfortable, they must immediately inform their teacher or another adult.  
 
4. Students shall only send emails with their teacher’s permission. Everything a student writes in an email or through the 
Internet must be their best work that they would be proud to show to their parents.  
 
5. People who put information on the Internet for students to read own that information. If students use anything from the 
Internet in their own work, they must check with their teacher before they copy it to make sure they have the owner’s 
permission to copy it.  
 
6. Students shall never tell anyone via email or the Internet their name, address, telephone number or any other private 
information. Students shall not send their photograph to anyone without checking with their teacher and having a permission 
note from their parents. Students shall not share any other student’s private information with others.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
YEAR 3 – YEAR 6 GUIDELINES 
USE OF INFORMATION AND COMMUNICATION TECHNOLOGY 
  
PRINCIPLES 
1. At Notre Dame Catholic Primary School ICT is utilised for educational purposes only.  
 
2. At Notre Dame Catholic Primary School ICT is a tool to support learning. Access to ICT can be removed if school rules 
are broken. Students using ICT must not break State or Commonwealth laws (a summary of these laws is an attachment to 
this Policy and forms part of this Policy).  
 
3. The school has the right to check all written, graphic, audio and other materials created, produced, communicated, stored 
or accessed on ICT by students, including emails. This applies to school, student and family owned devices being used at 
school.  
 
4. Students shall be made aware that access to ICT, particularly the internet, email and social media can expose them to 
inappropriate material or potential harm.  
 
PROCEDURES 
1. Students understand that at Notre Dame Catholic Primary School ICT is utilised to support learning. Inappropriate or 
unlawful use of ICT will result in a loss of access to digital devices.  
 
2. The acceptable and unacceptable use by students of the ICT are listed below.  
Acceptable use shall include but is not limited to:  

• following teachers’ instructions  
• accessing only the information the teacher has agreed to  
• being polite and courteous when emailing and interacting on social media  
• researching information for a topic or assignment given by the teacher  
• correctly acknowledging the work of others according to copyright laws  
• respecting the privacy of others including other students and staff members  
• Informing the teacher if you are concerned that you have accidentally accessed inappropriate material  
• handling all ICT equipment with care.  

 
Unacceptable use shall include but is not limited to:  

• using ICT without permission or without supervision by a teacher  
• visiting any site that has not been approved by the teacher  
• using the internet to access offensive or inappropriate information  
• interfering with emails or files belonging to others  
• disclosing passwords, usernames and other confidential information to other students  
• downloading anything without the teacher’s permission  
• sending a personal photograph without the written permission of a parent/caregiver  
• sending or receiving a message which has a false name or has used another’s name without permission  
• sending an email or posting to a social media site with the intent to bully, frighten, annoy or upset a person  
• accessing applications installed on student or parent owned devices, other than those recommended by a teacher, 

during school time.  
 
 
 
 
 
 
 
 
 
 



 
 

MOBILE PHONE POLICY 
 

POLICY NO. NO SPECIFIC CEWA POLICY RECORDED 
POLICY NAME MOBILE PHONE POLICY 
RELEASED 2019 
REVIEWED 2022 

             
RATIONALE 
Mobile phones have become an important and invaluable part of our modern lifestyle.  The school understands there are times 
when possession of a mobile phone can provide a sense of safety and security while travelling to and from school.  Given the 
primary school setting we should consider their use in this context.  

 
AIMS 

• The school aims to provide a happy, safe and stimulating learning environment for all students. 
• The purpose of this policy is to ensure that mobile phone usage does not disrupt this learning environment. 
• To clarify the responsibilities of staff and students with regard to mobile phones 

 
 

GUIDELINES 
STUDENTS: 

• In general, students should not bring valuable items to school as they can be easily lost or stolen which can be 
distressful for a primary age child.  While we fully acknowledge a parent’s right to allow their child to bring a 
mobile phone to school, Notre Dame Catholic Primary School discourages students from bringing mobile 
phones to school. 
 

• Students remain responsible for all their personal effects whilst at school. When students enter the grounds, the 
school takes no responsibility for mobile phones.  Mobile phones are brought to school entirely at the owner’s risk.  
The school accepts no responsibility for replacing lost, stolen or damaged phones. 

 

• There are no reasons why a student needs to have in their possession or use a mobile phone during the school day. 
Mobile phones are to be turned off or in silent mode and kept in the child’s school bag.  

 

• Parents are reminded that in cases of emergency, the school office remains a vital and appropriate point of contact 
and can ensure your child can be reached quickly and assisted in any appropriate way.   

 
SANCTIONS 
The following sanctions will apply to students who fail these guidelines: 

• The mobile phone will be confiscated (handed back to student or parent at the end of the day) 
 

• Communication with parents regarding mobile phone use at school 
 
 
 



PRIVACY POLICY 
 

POLICY NO. 2-D9 COMMUNITY 
POLICY NAME PRIVACY POLICY 
RELEASED 2019 
REVIEWED 2022 

 
RATIONALE 
 
Notre Dame Catholic Primary School requires information about students and their families in order to provide for the 
education of these students. 
  
Notre Dame recognises the significance of protecting the information it holds.  
 
The Privacy Amendment (Private Sector) Act 2000 amends the Privacy Act 1988 to direct the manner in which private sector 
organisations, including Catholic Schools and systems, manage the personal and sensitive information of individuals.  
 
The purpose of the new provisions is to ensure that organisations which hold information about people handle the 
information responsibly. They aim to establish a nationally consistent approach to the management of personal information. 
The Privacy Act governs how private sector organisations handle personal and sensitive information.  
 
DEFINITIONS 
  
Personal Information  
Information which can identify an individual. 
  
Sensitive Information  
Information about a person’s religious and political beliefs, sexual preference, racial or ethnic origin, membership of political 
associations, philosophical beliefs, criminal records or health information.  
 
PRINCIPLES 
  

1. Notre Dame Catholic Primary School has a responsibility to use and manage personal and sensitive information 
collected in accordance with the Privacy Act 1988.  

2. Notre Dame Catholic Primary School has a responsibility to inform individuals of the purpose of collecting personal 
and sensitive information.  

3. All information is collected for the primary purpose of the Catholic education of the students.  
 

PROCEDURES 
  

1. The type of information Notre Dame Catholic Primary School collects and holds includes personal information, 
including sensitive information about:  

• Students, parents/guardians and their families before, during and after the course of a student’s 
enrolment at the school  

• Applications for employment, staff members, volunteers and contractors  
• Other people who come into contact with the school  

 
 
 
 
 
 
 



 
 

2. Notre Dame Catholic Primary School will generally collect personal information held about an individual by way of 
forms filled out by parents or students, face-to-face meetings and interviews and telephone calls. On occasions, 
people, other than parents and students, provide personal information. In some circumstances, Notre Dame  
Catholic Primary School may be provided with personal information about an individual from a third party e.g. a 
medical report or reference from another school.  
 

3. Notre Dame Catholic Primary School will use personal information it collects, including sensitive information, for 
the primary purpose of collection, and for such other secondary purposes which are related to this primary 
purpose, or for which consent has been given.  
 

4. In relation to personal information of pupils and parents/guardians, a school’s primary purpose is to enable the 
school to provide schooling for the pupil. This includes satisfying both the needs of the pupil and the needs of the 
parents/guardians throughout the whole period the pupil is enrolled at Notre Dame Catholic Primary School.  

 
5. The purposes for which Notre Dame Catholic Primary School uses personal information of students and 

parents/guardians include:  
• keeping parents/guardians informed about matters related to their child’s schooling, through 

correspondence, newsletters, Notre Dame Catholic Primary School web page  
• general day-to-day administration of the school  
• caring for students’ spiritual, educational, social and medical well-being  
• seeking donations and marketing for the school  
• satisfying the Catholic Education of Western Australia and the school’s legal obligations and allowing the 

school to discharge its duty of care.  
 

6. In some cases where a school requests personal information about a pupil or parent / guardian, if the information 
requested is not obtained, the school may not be able to enrol or continue the enrolment of the pupil.  
 

7. In relation to personal information of Employment applications, staff members and contractors, Notre Dame 
Catholic Primary School’s primary purpose of collection is to assess, and if successful, engage the applicant, staff 
member or contractor, as the case may be.  
 

8. The purposes for which Notre Dame Catholic Primary School uses personal information of employment applicants, 
staff members and contractors include:  

• Administering the individual’s employment or contract as the case may be 
• Insurance 
• Satisfying the Catholic Education of Western Australia and the school’s legal obligations, e.g. in relation 

to child protection legislation.  
 

9. Notre Dame Catholic Primary School also obtains personal information about volunteers who assist the school in 
its functions or conduct associated activities to enable the school and the volunteers to work together.  
 

10. Notre Dame Catholic Primary School treats marketing and seeking donations for the future growth and 
development of the school as an important part of ensuring that the school continues to be a quality learning 
environment in which both pupils and staff thrive.  

 
11. Personal information held by the school may be disclosed to an organization that assists in the school’s 

fundraising, for example, the Parents’ and Friends’ Association. 
 
12. Parents, staff, contractors and other members of the wider school community may, from time to time, receive 

fundraising information. School publications, like newsletters and magazines, which include personal information, 
may be used for marketing purposes.  

 
13. The Privacy Act allows each school, being legally related to each of the other schools conducted by the CEO of 

WA to share personal (but not sensitive) information with other schools conducted by the CEWA. Other schools 
may then only use this personal information for the purpose for which it was originally collected by the CEWA. This 
allows schools to transfer information between them, for example, when a pupil transfers from a CEWA school to 
another school conducted by the CEWA.  
 



14. Notre Dame Catholic Primary School may disclose personal information, including sensitive information, held 
about an individual to:  

• Catholic Education of Western Australia  
• Government Departments  
• Anyone who has received authorisation to have such information disclosed to them  

 
15. Notre Dame Catholic Primary School will not send personal information about an individual outside Australia 

without obtaining the consent of the individual (in some cases this consent will be implied) or otherwise complying 
with the National Privacy Principles.  

 
16. Notre Dame Catholic Primary School staff are required to respect the confidentiality of pupils’ and parents’ 

personal information and the privacy of individuals.  
 

17. Notre Dame Catholic Primary School endeavours to ensure that the personal information it holds is accurate, 
complete and up to date. A person may seek to update their personal information held Notre Dame by contacting 
Administration at any time.  
 

18. Personal information will not be stored longer than necessary.  
 

19. Under the Commonwealth Privacy Act, an individual has the right to obtain access to any personal information 
which Notre Dame Catholic Primary School or the CEWA holds about them and to advise the CEWA or the school 
of any perceived inaccuracy. There are some exceptions to this right set out in the Act. Pupils will generally have 
access to their personal information through their parents, but older pupils may seek access themselves. 
  

20. To make a request to access any information Notre Dame Catholic Primary School or the CEWA holds about you 
or your child, please contact the school’s Principal in writing.  

 
21. Notre Dame Catholic Primary School may require verification of identity and specifics of information required. A 

fee may be charged to cover the cost of verifying the application and locating, retrieving, reviewing and copying 
any material requested. If the information sought is extensive, the school will advise the likely cost in advance. 
  

22. Generally, Notre Dame Catholic Primary School will refer any requests for consent and notices in relation to the 
personal information of a pupil to the pupil’s parents. Notre Dame will treat consent given by parents as consent 
given on behalf of the pupil and notice to parents will act as notice given to the pupil.  

 
23. Parents may seek access to personal information held by Notre Dame Catholic Primary School or the CEWA 

about them or their child by contacting the Principal. However, there will be occasions when access is denied. 
Such occasions would include where release of the 

 
24.  information would have an unreasonable impact on the privacy of others, or where the release may result in a 

breach of the school’s duty of care to the pupil.  
 

25. Notre Dame Catholic Primary School, at the Principal’s discretion, and at the request of a pupil may grant that 
pupil access to information held by the school about them or allow a pupil to give or withhold consent to the use of 
their personal information, independently of their parents. This would normally be done only when the maturity of 
the pupil and/or the pupil’s personal circumstances so warranted.  

 
26. At Notre Dame Catholic Primary School  

• access to computerised records is restricted through the use of a password entry and levels of access.  
• student files are housed in secure cabinets in the school’s secure storeroom  
• internal modifications may not be made to personal information held either in computerised records or in 

the hard copy files unless authorised specifically by the Principal or the person to whom the Principal 
has formally delegated such authority.  

 
Enquires: All enquiries regarding the Privacy Policy of Notre Dame Catholic Primary School and its management of personal 
information should be directed to the Principal.  

 



REPORTING TO PARENTS 
 
 

 
 
 
 
 
 
 

NOTRE DAME CATHOLIC PRIMARY SCHOOL 

REPORTING TO PARENTS 
 
Term 1 
Parent Information Evening 
Work samples/assessment (end of term with reflection sheet) 
Parent Teacher Meetings on request 
Kindy Parent Meetings Weeks 8-10 (samples of work every term) 
 
Term 2  
Semester 1 Reports  
Parent Teacher Interviews (Thursday 2 July) 
 
Term 3 
Learning Journey (TBA)  
Work samples/assessment (end of term with reflection sheet) 
Parent Teacher Meeting for students receiving a D or E 
 
Term 4 
Semester 2 Reports  
 
 
 
 
 
 
 
 
 
 
 



SCHOOL UNIFORM POLICY 
 

POLICY NO. NO SPECIFIC CEWA POLICY RECORDED 
POLICY NAME UNIFORM POLICY 
RELEASED 2019 
REVIEWED 2022 

RATIONALE 
 
Notre Dame Catholic Primary School is a two-stream co-educational facility catering for students and their families from Pre-
Kindergarten to Year 6.  Our school name, Notre Dame, stands for Our Lady, Mary our Mother.  Under her guidance, we strive 
to develop Christian values within our students and foster life-long learning with a vision of a positive future. An outward sign 
of belonging to this community is the wearing of the school uniform that bears the school crest and motto.  
 
A uniform dress code reinforces in students a pride in their own appearance, instils recognition of themselves as an integral 
part of the school community, and assists in developing pride in representing their school. 
 
Our school uniform not only provides a sense of belonging and pride of association in students at Notre Dame Catholic Primary 
School but also promotes the safety and security of students by allowing for the ready identification of students as belonging 
to our school.   Equality is fostered through this Uniform Policy, common to all students. 
 
PRINCIPLES 
 

1. At Notre Dame Catholic Primary School, the obligation of students (Years 1 – 6) to wear a uniform is provided for in 
the contract between parent and school at the time of enrolment.   

2. In cases of genuine financial hardship parents/carers may apply for assistance with the supply of uniform. 
3. Should an unusual situation occur when a child is temporarily unable to wear a uniform / or part of, a note from a 

parent / carer must accompany the child. 
4. The Uniform Shop will provide a service to the school community as long as the school has the resources for its 

smooth functioning. Whilst the Uniform Shop should be economically viable, it must not be motivated by profit. 
5. Any price changes to the uniform will be made on the recommendation of the Uniform Shop Manager with the 

approval of the Principal. 
6. The Uniform Shop will not refund or exchange uniform items that have been worn and/or are not in their original 

condition, with clothing tags attached. Uniform items must be returned within 7 days of purchase.  Please retain your 
receipt as proof of purchase. 

7. Where items are faulty, it will be returned to the uniform supplier for credit approval. 
8. The Uniform Shop will not offer the sale of second-hand uniforms on a consignment basis 
9. Should changes be made to the Notre Dame School uniform, it will be a consultative process between the Principal, 

School Board, staff and parent body.  Final decision about changes to the school uniform rest with the Principal. 

ORGANISATION 
 
Our uniform is a sign of our community and all children in Year 1 to 6 are expected to support it.  Parents and staff are expected 
to monitor and maintain the correct wearing of the school uniform and insist on the maintenance of high standards of personal 
presentation.    
 
 
 
 
 



General Standards and Expectations 
Uniforms:   

1. Summer uniform is worn in Terms 1 and 4, winter uniform in Terms 2 and 3.  A transition period of two weeks will 
be given between the seasons to assist parents in the changeover.  Children are to wear the school sports uniform 
on the day they have Physical Education or Sport. 

 
2. At all times, children are expected to be well-presented in their uniform.  Uniforms are to be clean, pressed and in 

good condition.  Shoes are to be kept polished and predominately white sport shoes kept clean. 
 

3. Students are expected to take pride in their personal appearance and to be neatly attired.  Shirts to be tucked in, 
shorts and skirts are to be worn sitting on the waist.  Uniform dresses and skirts are to be worn at or below knee 
length. Each student is expected to be properly attired in full school uniform whilst at the school, travelling to and 
from school and when representing the school at external functions and events. 

 
4. The school follows the Cancer Foundation’s recommendations that the school hat must be worn all year round 

during recess and lunch times and all outdoor activities. 
 

5. If the student is unable to wear the correct uniform on a particular day, a note explaining the reason needs to be 
given to the class teacher on the day.   

Hair: 
Boys:  

1. Hair should be well-styled, brushed, neat and clean. 
 

2. If the fringe is below eyebrows it’s too long.  
 

3. Hair is to be neatly groomed and off the collar. 
 

4. Unruly or uncombed hair is not permitted. 
 

5. Artificial colours and highlights are not permitted. 
 

6. No extreme hair styles such as mullets, ratstails, undercuts, mohawks, extra-long fringes or any other non-
conventional style cut are allowed.  What is natural and conventional is at the discretion of the Principal. 

Girls:   
1. Hair should be well-styled, brushed, neat and clean. 

2. Hair should be tied back and clipped off the face if the length sits on the shoulder.  Navy blue, red or white elastics, 
ribbons, scrunchies or plain headbands are only to be worn. 

3. Artificial colours and highlights are not permitted. 
 
Special consideration will be given to cultural requests.  This will be at the Principal’s discretion.    

Jewellery/Makeup: 
1. It is recommended that no jewellery be worn at school for safety and security reasons. A wristwatch, a cross or 

Christian medal are acceptable. Only one pair of plain sleepers or studs is permitted. Medic alert bracelets are 
permitted to be worn. 
 

6. Makeup and nail polish are not to be worn. Students are not to graffiti or draw on hands or any body part.  Students 
who contravene these rules will be asked to remove the make-up, nail polish or graffiti at school. 

 
Parents will be notified of uniform infringements by the class teacher (incorrect uniform note). Parents are expected to 
support the school by correcting the uniform infringement within the week.  
 
 



UNIFORM REQUIREMENTS 
 

1. SUMMER UNIFORM 
1.1 The summer uniform is to be worn in Terms 1 and 4. 
1.2 For girls, this consists of the school check summer dress, white school socks and black polished shoes.  The 

check summer dress is to be worn at or below knee length. 
1.3 Boys wear school white shirt short sleeve with logo pocket, navy school shorts (from the Uniform Shop), and 

black polished shoes, navy school socks.  
1.4 The navy school jumper may be worn with the summer uniform. 
1.5 Girls are permitted to wear navy blue, red or white hair elastics, ribbons, scrunchies or headbands in their hair. 

Hair accessories that make a fashion statement are not acceptable. 
 

2. WINTER UNIFORM 
2.1 The winter uniform is to be worn in Terms 2 and 3. 
2.2 Girls wear the school tartan skirt, white school shirt with logo pocket, school tie, and navy school jumper. White 

school socks are to be worn with black polished shoes. Navy stockings are optional. The tartan skirt is to be worn 
at or below knee length. 

2.3 Navy school pants (from uniform shop) are available for girls to wear as an option with navy school socks and 
black polished school shoes. The skirt remains compulsory for formal occasions. 

2.4 A school scarf is optional for girls to wear with the winter uniform. 
2.5 Boys wear navy school pants or shorts (from uniform shop), white school shirt with logo pocket, school tie, and 

navy school jumper. Navy school socks are worn with black polished shoes. 
 

3. SPORTS UNIFORM 
3.1 The sports uniform consists of navy school tracksuit top and pants, navy school sports shorts, school polo sports 

shirt and white school socks. 
3.2 Students sport shoes are to be predominantly white with non-marking soles. 
3.3 It is compulsory to wear the navy school hat while participating in Physical Education classes and other outdoor 

lessons. 
 

4. OTHER UNIFORM REQUIREMENTS 
4.1 The navy school hat is to be worn whenever students are engaged in activities outside. 
4.2 Students are required to use the Notre Dame Catholic Primary School bag. 
4.3 All items of the school uniform must be clearly labelled with the student’s name. 
4.4 On casual dress days, students are required to dress appropriately for the day’s program and activities. Details 

regarding these activities will be available prior to the event. 
4.5 Students cycling to and from school are required to wear a helmet. These should be secured to the bike and 

stored in the bike area. Appropriate wet weather clothing would be required. 
 
 
 
 
 
 

 

 
 
 



UNIFORM REQUIREMENTS 
Uniform Summer Winter 

 
 
 
Boys School Uniform 

§ White shirt short sleeved with school logo 
§ Navy school shorts 
§ Black polished school shoes with navy school 

socks 
§ Navy school hat 

§ White shirt long / short sleeved with 
school logo 

§ Navy school pants 
§ School tie 
§ Navy school jumper 
§ Black polished school shoes and navy school 

socks 
§ Navy school hat 

 
 
Boys Sports Uniform 

§ School polo sports shirt 
§ Navy school sports shorts 
§ Predominately white sport shoes with white 

school socks 
§ Navy school hat 

§ Navy school tracksuit top and pants 
§ School polo sports shirt 
§ Navy school sports shorts 
§ Predominately white sport shoes with white 

school socks 
§ Navy school hat 

 
 
 
 
Girls School Uniform 

§ School check summer dress 
§ Black polished school shoes with white school 

socks 
§ Navy school hat 

§ School tartan skirt 
§ White shirt long/short sleeved with 

school logo 
§ Black polished school shoes 
§ Navy tights or white school socks 
§ School tie 
§ Navy school jumper  
§ Navy school hat 
§ Optional – navy school pants  
§ Optional – school scarf 

 
 
Girls Sport Uniform 

§ School polo sports shirt 
§ Navy school sports shorts 
§ Predominately white sport shoes with white 

school socks 
§ Navy school hat 

§ Navy school tracksuit top and pants 
§ School polo sports shirt 
§ Navy school sports shorts 
§ Predominately white sport shoes with white 

school socks 
§ Navy school hat 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 



 
 
 
 

Uniform Note 
 

Date: __________________ 
 
 
Dear __________________ 
 
It has come to our attention that _______________________________has not been adhering to the Notre Dame 
Catholic Primary School’s uniform standards.  Please ensure that the item(s) below are attended to as soon as 
possible. 
 
_______________________________ needs to: 
 

• wear the correct footwear. 
 

• wear the correct socks with sport and/or school uniform. 
 

• wear the correct jumper or track suit top. 
 

• wear the correct shorts/trousers/shirt. 
 

• ensure hair is groomed correctly. 
 

• ensure jewellery is worn correctly. 
 

• ensure nails are free of nail polish.  
 

• Other ____________________________________________________________________________ 
 
It is important that all children attending Notre Dame Catholic Primary School are dressed in the correct school uniform at all 
times.  Parents, on enrolment, agreed to be supportive of all school policies.  Please refer to the Uniform Policy in the Parent 
Handbook. 
 
Sincerely 
 
 
_________________________ 
Class Teacher 
 
 

Please return, signed, to the class teacher. 
 
Parent Comment: 
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 
 
 
________________________________________       _________________________                                            
  
PARENT SIGNATURE      DATE 



 
Whistleblower Policy 

 
https://www.cewa.edu.au/policy/whistleblower-

policy/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 


