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Our Job Description for All 

Bulleen Heights 
School 

- Autism Spectrum Disorder - 

 
 

Our Job Description for All! 
 
 

¶ Know what is going on around you. 
 
 

¶ Work with others to improve what is 
happening. 

 
 

¶ Work in such a way that it makes it 
easier for the next person to do their 

job really well. 
 
 

A Quality Management Statement! 
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Bulleen Heights School Values, Mission and Vision Statement 

Bulleen Heights 
School 

- Autism Spectrum Disorder - 
 

Values 

Integrity, Respect, Consistency, High Professional 
Standards, Care and Support.  

 

 

Mission 

Preparing students with autism spectrum disorders 
and to achieve the best outcomes from lifeôs 

opportunities. 
 

Engaging in professional research of exemplary 
education programs. 

 
Vision 

Achieving excellence both globally and nationally in 
the provision of educational services for students with 

special needs. 
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Bulleen Heights School System Map 
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1.0 Overview 
Bulleen Heights School is a Department of 
Education and Early Childhood Development 
(DEECD) Specialist School for students with 
a diagnosis of autism. The school enrolment 
is currently 205 students, (approx. 196 
students in 2008) who range in age from five 
to eighteen years.  
 
In the year 2009 the school will be divided 
into four departments. Students are in 
groups based upon a combination of age, 
developmental level and maturity.  
 
Inclusion is supported at all levels of the 
school. Class groups are based at nearby 
local primary schools, Belle Vue and 
Manningham Park, having daily interaction 
with peers, programs and staff. Primary 
groups also access programs from óour 
classroomô at Templestowe Valley Primary 
School, as well as a number of students 
throughout the school participate, on a part-
time basis, in a range of programs at 
neighborhood schools.  
 
Curriculum development and implementation 
across the school is based on the Victorian 
Essential Learning Standards. 
 
The Whole School Literacy Program focuses 
on students in all departments. The school is 
involved in a DEECD initiative, óInnovation 
and Excellenceô, as part of a local cluster of 
schools and will support the principles of 
learning and teaching across the school. 
 
Program delivery, using Applied Behaviour 
Analysis teaching techniques, continues to 
be an option predominantly for students in 
Department 1. Applied Behaviour Analysis 
teaching methodologies are implemented by 
classroom teachers and Education Supports, 
and supported by a team of therapists in this 
specialist area. 
 
Multidisciplinary Team; School Psychologist, 
Occupational Therapists, Speech Therapists, 
Dance Therapist and Assault Response 
Trainer will work with us this year. This team 
of professionals compliments our educational 
programs. 
 
Bus and taxi transport, for students living 
within the official transport zone, is provided 
by the Department of Education and Early 

Childhood Development. Other students 
either travel independently or are brought to 
school by parents and carers. Students 
generally reside in the Municipalities of 
Bulleen, Box Hill, Doncaster, Templestowe, 
Balwyn, Kew, Nunawading, Hawthorn and 
Camberwell. 
 

2.0 Aims and Objectives 
Á To provide educational experiences 

of the highest quality to meet the 
individual needs of our students, 
enabling them to take their place as 
contributing members of the 
community in which they live, and to 
lead happy and productive lives. 

 
Á To provide a learning environment 

which allows students to develop 
social, academic and physical skills, 
and encourages maximization of 
potential in a range of learning 
environments. 

 
Á To give parents, students and staff 

the opportunity to participate in 
collaborative decision-making about 
curriculum content and learning 
processes. 

 
Á To cater to the diverse needs of all 

students by providing access to a 
wide range of programs which will 
enable them to specialize in activities 
appropriate to their needs. 

 

3.0 General Information 

3.1 School Community Priorities 2009 

 Achievement of Targets / Milestones 
in Annual Implementation Plan 2009 

 
 Sustainability and Enhancement of 

Performance and Development 
Culture  

 
 Further Corporate Fundraising for our 

School / Community Library 
 

 Building of Bulleen Heights School 
Corporate Memory 
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3.2 Key Budgets 2009 

 
 Our school will continue the 

implementation of a new funding 
model during 2009. Careful 
monitoring for any impact on teaching 
and learning programs, and further 
future planning will give consideration 
to this implementation phase. 

 

3.3 Program Support Groups 

Program Support Group Meetings are held in 
February and July each year. The aims of 
these meetings are to ensure that those with 
the most knowledge of, and responsibility for 
the student, work together to establish 
shared goals for each studentôs educational 
future, and to increase the participation of 
the student in the educational programs and 
social life of the school. 
 
It is the responsibility of the Program Support 
Group to determine an appropriate 
educational program to meet identified goals 
and objectives and to identify ways this 
educational program may be implemented, 
constantly monitoring, reviewing and 
assessing the changing needs and 
educational progress. Parents are welcome 
to visit the school at any time to discuss any 
aspect of schooling. Parents can request a 
meeting to discuss educational programs 
and progress at other times during the year.  
 
From the initial Program Support Group 
meeting at the beginning of the year each 
student will have an INDIVIDUAL 
LEARNING PLAN developed. 
 

3.4 Parents Association 

The Parents Association meet on a regular 
basis. The role of the network is to support 
families, fund-raising and support a social 
calendar for the school community. 
 

3.5 School Council 

The School Council meets on the fourth 
Wednesday of each month in the Staff Room 
at 7.30pm. 

The composition of the council is four staff 
(Department of Education and Early 
Childhood Development members, including 
the Principal), six parent members, including 
a representative from the Parents and 
Friends Association and two co-opted 
members. 
 

List of Membership 

Karen Campbell  President 
Alan Baker   Vice President 
Jan Coutts   Secretary ï DEECD 

Debra Atherton  Treasurer ï DEECD 

Lori Apostolakis  Parent 
Emily Lam   Parent 
Mara Davine   Parent 
Kathy Havers   Parent 
Helen Kasztelan-Chapman Parent 
Susan Merjan   DEECD 
Rose Walthers Officer - Principal ïDEECD 

4.0 School Organization 

4.1 Staff Communication 

A personal approach is preferred, but often 
this is not possible. To ensure that all staff 
knows what is happening other 
communication channels include the 
following: 
 

¶ SharePoint is available in the staffroom 
to ensure that all staff knows what is 
happening. Each department has 
communication boards. 

¶ Each classroom group and specialists 
have a ópigeon holeô located in the staff 
room and memos, mail and personal 
messages are placed in pigeon holes on 
a regular basis. Please check pigeon 
holes, at least, on a daily basis. 

¶ Further information is at times, placed on 
whiteboards in the staff room and the 
foyers. 

¶ Intercoms in all working areas allow for 
instant communication. 

¶ Emails are forwarded to staff as they 
come into the school. 

4.2 Meeting Cycle 

a. Principal Class Officer Meeting ï 
Monday 11.00am ï 12.30pm (weekly) 

b. Leadership Team:- Meeting Tuesday 
9.30am ï 11.30am (weekly) 

c. Staff Meeting: Wednesdays - 3.30pm. 
(1st Wednesday of each month) 



Bulleen Heights School  

Staff Manual 2009 9 

d. Staff Consultative Team: Meeting 
Tuesday ï 8.00am ï 9.00am (2nd  & 
4th  Tuesday of each month) 

e. Curriculum Facilitators Team: 
Meeting Tuesday ï 3.30pm (2nd  & 4th 
Tuesday) 

f. Department Meeting: Alternate 
Wednesdays - 3.30pm. (2nd & 4th 
Wednesdays) 

g. Professional Learning: Tuesday ï 
3.30pm. (1st Tuesday of each month) 
 

¶ All staff are expected to attend 
Staff Meetings, Department 
Meetings and Professional 
Learning. 

¶ All teaching staff are expected to 
participate in curriculum 
development and curriculum team 
meetings. 

 

4.3 Term Dates ï 2009  

 
Term 1  January 28h   - April 3rd   
(Students commence on 2

nd
 February 2009) 

 

Term 2  April 20th    - June 26th    
 
Term 3  July 13th - September 18th  
 
Term 4  October 5th - December 18th  
 

4.4 Public Holidays ï 2009 

Labour Day  Monday March 9th    
Queenôs Birthday  Monday June 8th    
Melbourne Cup Day Tuesday November 3rd  
 

4.5 Curriculum Days 

Wednesday 28th January 2009 
Thursday 29th January 2009 
Friday 30th January 2009 
Friday 12th June 2009 

4.6 Department of Education Early 
Childhood Development ï Eastern 
Metropolitan Region 

Level 2, 295 ï 297 Springvale Road 
Glen Waverley, 3150 
Ph. 8561 2700 
Fax 8561 2777 
Regional Directorï Dr Jim Watterston 
Assistant Regional Director- Irene Harding 
Assistant Regional Director- Dean Mann 
Assistant Regional Director ï Coralee Pratt 

 
Region- No. 33 

Local Government Area: 
Manningham 

Salary Location No. 01 - 5099 (School Number) 

 

4.7 Visitors to the School 

For Displan and security reasons all visitors 
to the school must sign in and out at the 
office. Visitors will then be given a name tag 
to wear. Any unknown persons in the school 
who are not wearing a óvisitorôs badgeô must 
be reported immediately to the Principal or 
Assistant Principals.  

4.8.1 School Hours 

¶ School hours are from 8.45am - 3.00pm 

¶ Teachers and Education Supports are 
expected to be in their classrooms by 
8.45am unless they have rostered bus 
duty. 

¶ Afternoon Dismissal Time is 3.00pm. 
Students are generally on the buses by 
3.15pm. 

 

4.8.2 Staff Hours 

¶ A fullïtime teaching role 
and Education Support 
role is thirty-eight hours 
per week. 

¶ Translated evenly to 
working hours over a five 

day week this is from 8:45 am to 4:21 
pm. 

¶ However, due to Staff, Department and 
Professional Development Meetings 
extending to 4:30pm ï 4:45pm, finishing 
time on the other three days of the week 
is at the professional integrity of staff, 
acknowledging that all full-time staff are 
expected to be on duty for thirty-eight 
hours per week. 

¶ For part time staff hours are as follows: 

¶ .8 ï 30 hours 24 minutes 

¶ .6 ï 21 hours 36 minutes 

¶ Education Supports may have additional 
non-classroom responsibilities, most of 
which will be conducted after the 
dismissal of students. 

¶ Any staff member who experiences 
difficulty in being on duty for the allocated 
time, please see Assistant Principals 
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leading and managing respective 
departments. 

¶ It is imperative that full-time teaching 
staff and education support attend all 
meetings. See 4.2 Meeting Cycle. Unless 
it is an absolute emergency, please do 
not make appointments on any of 
these afternoons. An absence from 
any of these meetings requires 
notification to your Team Leader. 

¶ Part-time teachers, casual relief teachers 
and Education Supports are also invited 
to attend Staff, Department, Professional 
Learning and Teacher Professional 
Conversations. Although not compulsory, 
these are excellent opportunities for 
professional growth, to develop an 
understanding of what is happening and 
to develop an overview of the whole 
school.  

4.9 Recess and Lunch Times 

Morning Recess: 10.30 - 10.50am 
 
Lunch: 12.15pm - 1.15pm 

¶ 12.15pm - 12.45pm  
      All students eat lunch in 

classrooms supervised by staff as 
per first lunch duty roster. 

¶ 12.45pm - 1.15pm   
                     Students in playground areas 
supervised by staff as per second lunch duty 
roster. 
 

4.10 Absconding 

If a student or students leave the school 
grounds without permission, immediately 
notify the Principal, Assistant Principals, or 
the most senior staff member. There are 
practiced and well documented processes 
for specific students. 
 

5.0 Staff Absences 
Please telephone the school answering 
machine on 9850 7122. 

 
Staff who know they will be away on a 
particular day are requested to record 
absence in the diary located in the 
Management Assistantôs office. 
 
Staff who know they will be away for a period 
of more than one day are asked to inform the 
school by 3.15pm each day.  

On returning to duty, report to Jan Coutts 
our Business Manager, complete an 
absence form and sign the Absence 
Register. Supply doctorôs certificate 
where applicable. 

 

6.0 Casual Relief Teachers & 
Casual Relief Education 
Support 

Team Leaders of Departments will brief 
teachers and explain responsibilities 
regarding information for casual relief 
teachers and education support. Casual staff 
must wear an identification badge obtained 
from School Office. 
(Staff must have a current timetable, work 
program, list of duties and Displan displayed 
prominently in classrooms.) 
 

7.0 Staff Membersô Children 
(Emergency Care) 
Children of staff members may occasionally 
accompany their parents to school on those 
occasions where it has not been possible to 
make alternative arrangements for child 
minding. The Principal or Assistant Principals 
must be notified as early as possible. 
 
However, permission will not be granted for a 
child who is ill, or where the staff member will 
be unable to carry out normal teaching duties 
or  will be required on an excursion or any 
other activity away from the school campus. 
 
 

8.0 Long Service Leave and 
Leave Without Pay 
Purpose 

¶ To provide a leave approval policy for 
teaching and education support staff. 

¶ To provide procedural information on 
leave for staff. 

¶ To maintain merit and equity in dealing 
with leave applications. 

 
IMPORTANT NOTE 
Long Service Leave/ Leave without Pay ï 
copy of the policy can be obtained from 
the Principal policy. 
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9.0 Risk Management 
The Department of Education and Early 
Childhood Development requests that all 
staff have knowledge of these areas. During 
the year these topics will be addressed 
through staff meetings, etc. However, it is 
important to take the time to research the 
reference below and read through the 
relevant sections. The óSchools Reference 
Guideô is located on the Intranet. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Risk Management Reference List 
 

 
 

Issue Reference 
Copyright CD-ROM SRG 6.27.10 

Computer software SRG 6.27.9 
DE&T software SRG 6.27.9.7 
Digital reproduction SRG 6.27.3 
DVD STG 6.27.10 
General provisions SRG 6.27.1 
Hiring of films and videos SRG 6.27.8 
Licenses for schools SRG 6.27.1.2 
Musical works SRG 6.27.4 
Performances by schools SRG 6.27.7 
Print materials SRG 6.27.2 
Television and radio broadcasts SRG 6.27.2 

Drugs, Legal Issues and Schools Drug Education SRG 3.17.3 

Emergency Management / Displan SRG 6.15 

Equal Opportunity SRG 6.5.2 

Food Safety SRG 4.4.6.11 

Mandatory Reporting SRG 4.6.2.5 

Occupational Health and Safety 
Work Cover 

SRG 4.9(Workcover) 
 

Occupational Health and Safety SRG 6.9.1.2.6 ï 6.9.1.2.10 

Serious Misconduct SRG 6.10.3 

Sexual Harassment SRG 6.5, 6.10 

School Security  SRG 7.24.6 
24 hour service SRG 6.15.3.1 
CASES/CASES21 SRG6.36.1.2.3 
Emergency and security management SRG 6.15 
ICT SRG 6.33.2 
Internet and email acceptable use policy SRG 6.33.1 
Management SRG 6.15.5 
Operation and maintenance SRG 7.24.6 
SafetyNet SRG 3.19.7 

Sun Protection SRG 4.5.11.1 

Unsatisfactory Performance 
Principal Class Officers SRG 6.6.2.1.4 
School Services Officers SRG 6.6.3.5 
Teachers SRG 6.6.2.2.4, 6.6.2.3.4, 6.6.2.4.5 

Teacher Procedures and Complaints 
SRG 6.10.2 
DEET Handbook: Procedures of Handling Complaints Against Teaching 
Services 

10.0 Student Management 

Issue Reference 
Administration of Medication SRG 4.5.2 

Attendance Rolls Criteria SRG 4.2.3 
School Staff SRG 6.3.11 
Transfer of students SRG 4.1.3 

Excursions / School Camps 
SRG 4.4.2 
Approvals SRG 4.4.2.2 
Behaviour and discipline SRG 4.4.2.9 
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Documentation SRG 4.4.2.3.3 
Emergency Management SRG 4.4.2.3 
First Aid SRG n4.4.2.3.5 
Overseas and Interstate SRG 4.4.2.12 
Parent /Guardian approval SRG 4.4.2.4 
Staff-student ration SRG 4.4.2.8 
Student Medical Information SRG 4.4.2.5 
Use of cars SRG 4.4.2.10 
Use of light aircraft and helicopters SRG 4.4.2.11 

First Aid Procedures 
Student Accidents 

SRG 4.5.1 
SRG 4.4.1.2 

Freedom of Information Act (pertaining to 
student files) 

SRG 6.21 

Parent Contact Local Policy 

VCE attendance / assessment records 
Board of Studies 
VCE Administration 
Local Policy 

11.0 Student Supervision Procedures 
All staff will be assigned student supervision responsibilities. One member of staff will be 
appointed Yard Duty Coordinator. Staff members must inform the Yard Duty Coordinator if for 
any reason, they are unable to carry out a rostered duty. 
 

RECESS 10.30 am- 10.50 am  
 

Primary Courtyard Three Staff 

Adventure Playground One Staff 

Basketball Court One Staff 

Portables / Oval One Staff 

Challenge Playground Two Staff 

Roving  One Staff 

Soundscape Three Staff 

LUNCH 12.45 pm - 1:15 pm 
 

Primary Courtyard Three Staff 

Adventure Playground One Staff 

Basketball Court One Staff 

Portables  One Staff 

Challenge Playground Two Staff 

Roving One Staff 

Detention One Staff 

Soundscape Three Staff 
 

11.1 Guidelines for Staff while on 
Duty 

¶ No students are to remain inside the 
building without supervision.  

¶ Doors must be locked.   

¶ Staff must remain on duty until relieved 
and are legally responsible for their duty 
areas for the entire time rostered and 
until relieved. 

¶ Staff should arrange a swap if they are 
absent on an excursion, but if replaced 
by a Casual Relief Teacher or Education 

Support, that person would cover the 
duty.  

¶ Special yard duty rosters will be 
developed for weeks that classes will be 
away on camps. Extra duties will be 
allocated to cover staff members away 
on camp. 

¶ Students in Department 1 will use the 
toilets in the Department 1 block during 
recess and lunch periods.   

¶ Students playing in the major playground 
will use the toilets in between Portable 3 
and 4.  
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¶ No student is permitted to be at the front 
of the school, and no student may leave 
the school grounds without permission. 

¶ Staff on duty must be alert and keep 
moving about the designated area.  
Encourage students to take part in 
games and other appropriate activities 
and be particularly vigilant around toilets 
and bushes. 

¶ Accidents - take emergency action if 
necessary. Remain with the injured 
student and ring or send someone to the 
staff room to request First Aid. After 
completing duty, fill in Incident / Accident 
Report Form & First Aid Register located 
in the First Aid room and submit to 
Business Manager. 

¶ Bulleen Heights is an accredited 
SunSmart school. Students are 
encouraged to wear broad-brimmed or 
legionnaire style hats whenever they are 
outside (especially at recess, lunch, 
sport, excursions etc). We have a óno hat 
ï no playô policy on days of extreme 
heat. SPF 30 + broad spectrum water 
resistant sunscreen is supplied to 
classrooms and should apply to students 
twenty minutes before outside activities. 
Staff are expected to wear hats whilst 
on duty or for outside activities. 

 

11.2 Wet Day Procedure 

The principal, assistant principals or the 
most senior staff will inform staff if a wet day 
program is to be followed. All students are to 
be supervised in respective classrooms by 
staff who will take turns for their own lunch 
break. The same level of supervision is 
required if two groups combine to watch a 
video etc. Detention duty will continue for 
wet days. 

12.0 Bus Duty Procedure 
All students are marked on Bus Rolls and a 
Taxi/Walkers Roll, when they arrive and 
depart from the school. These rolls are 
housed at the front office. Kaye Molyneux is 
the Transport Coordinator. Please refer any 
problems with any aspect of transport e.g. 
behaviour on buses, public transport, taxis, 
etc. to Kaye Molyneux. 
 
For late arrivals or early pickups, parents or 
teachers are to complete the register at the 
office indicating details of arrangements. 

12.1 Morning Bus Duty ï 8.45am 

¶ Morning bus duty is from 8.45am - 
9.00am. Four staff are rostered to mark 
the bus rolls.  The rolls are collected and 
taken to the buses/ taxis at the front of 
the school.  Several additional staff are 
on duty to assist students to classrooms 
where necessary. 

¶ Rolls are marked while students are in 
bus/taxis. 

¶ Department 1 staff will collect their own 
students from the bus/taxi. 

¶ Departments 2, 3 and 4 students - most 
make their way to their classrooms.  
Check with Department Team Leaders 
in regard to students in your group. 

¶ Those students, who walk or come by 
private car, also must have their name 
marked by ótaxi dutyô person before 
proceeding to the classroom.  

12.2 Afternoon Bus Duty ï 3.00pm 

¶ Please make sure that students are 
packed and ready to leave classrooms 
at 3.00pm.  

¶ Four staff are rostered for afternoon bus 
duty. 

¶ Bus rolls are marked as students board 
the bus. 

¶ Taxis, walkers and private cars - 
students wait on the outside seat near 
the office to have their names marked 
off. 

¶ Parents will be advised that when they 
bring children at other times they need to 
report initially to the business manager 
and complete the details on the register.  
Similarly, if taking a child early, the 
register will need to be completed. 

 

13.0 Supervision of Out of 
School Programs and Specialist 
Programs 
Although these programs often take place 
out of the classroom, they remain 
educational programs and teachers retain 
responsibility for supervision, safety and 
instruction. Please ensure that swimming, 
horse riding, music, dance, gymnastics and 
other instructors are given your full 
professional co-operation and assistance. 
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14.0 Supervision of Swimming 
Programs 
The Physical 

Education 
teachers in 
consultation 
with Team 

Leaders and classroom teachers will plan 
swimming programs, transport and 
supervision. Each staff member will have 
specific duties and responsibilities during 
swimming sessions. These duties are critical 
to the success of the program and safety of 
students. 
 
The following guidelines must be observed 
at all times. 

¶ Staff are to be aware of their role and 
must request additional information from 
the teacher in charge if they are unsure. 

¶ No student is to enter the water unless 
accompanied by a member of staff, also 
in the water. 

¶ Teachers responsible for óin waterô 
activities must have a clear, constant 
and uninterrupted view of their charges 
at all times. 

¶ Staff acting as óspottersô must be 
standing and be in a position to see all 
students.  Spotters should be well 
spaced, ie. not standing next to each 
other. 

¶ At all times the Department of Education 
and Early Childhood Development 
guidelines must be followed. 

 

15.0 Supervision of Students in 
ñTime Outò 
The range of classroom and behaviour 
management strategies used may on 
occasions include withdrawal from class into 
ótime-outô.  The following extract from 
óStudent Discipline Procedures, 1994, 
P.10, and 4.1.2ô is relevant in these 
circumstances. 

15.1 Withdrawal from Classroom 

When a studentôs behaviour significantly 
interferes with the rights of other students to 
learn or the capacity of a teacher to teach a 
class, that student may be temporarily 
isolated from regular classroom activities or, 
in more severe cases, required to leave the 
classroom for a specified period of time. 

 
Students should only be withdrawn from 
class if appropriate supervision can be 
provided.  Procedures for withdrawal from 
class must be identified in the classroom 
management plan. Where appropriate, 
parents should be informed of such 
withdrawals. 
 
Appropriate supervision means that the 
student is not left unsupervised at any 
time.  
Where there is a difficulty with supervision 
call the Department Team Leaders, 
Assistant Principals or Principal who will 
organize assistance. 
 

15.2 Procedure 

The following procedure is mandatory in all 
instances of time-out (however brief). 

¶ Time-out should not be the first option 
unless the behaviour is dangerous to the 
student or others. 

¶ The use of ótime outô must be 
documented in the studentôs behaviour 
management plan and should be 
discussed with parents prior to 
implementation. 

¶ A record of all time-out must be recorded 
on the form provided, which indicates - 
date, time of entry, time of exit, student 
name, reason for time-out, previously 
tried management - and signed by the 
supervising teacher and Department 
Team Leader. 

¶ Each Department will have a ótime-out 
folderô. 

¶ A staff member must supervise the 
student in time-out, that is, remain 
outside the room and constantly assess 
the welfare of student and usefulness of 
the intervention. 

¶ Department Team Leaders must sign all 
time-out entries on the day of 
occurrence.  The Assistant Principals or 
Principal will do so if required. 

¶ Time - out should generally not exceed 
from two to five minutes. 

 
The appropriate Assistant Principal must be 
informed by Department Team Leaders of 
instances where students have been in 
time-out more than three times in any one 
week or where the period of time - out 
exceeds five minutes. On these occasions 
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the Assistant Principal will counter sign the 
entry and organize a behaviour 
management review meeting to assess 
student behaviour and to provide additional 
support as appropriate. 
 
NB. These guidelines do not refer to 
designated students who are frequently in 
time-out due to the extremely challenging 
nature of their behaviour and disability. 
Designated students will be made known to 
all staff.  
 

16.0 Classroom Management 

16.1 Attendance Roll 

Rolls are an official Department of 
Education and Early Childhood 
Development document and must be 
marked every morning and afternoon. They 
are to be completed in blue or black ink. 
Please ensure all student details are correct. 
ie. address, phone number, medical 
information and inform the business 
manager if there are changes. Under no 
circumstances should entries be erased or 
ówhite-outô used. 
 

16.2 Student Files 

Individual files for each student are located 
in a filing cabinet in the business managerôs 
office and are available for your inspection. 
They must be returned there by 4.30pm 
each day. No files may be removed from the 
school. Tertiary students on teaching 
practicums may have limited access under 
supervision of an Assistant Principal. 

16.3 Cash Books 

All money brought to 
school to pay for 
camps, excursions, 
voluntary contributions etc. must 
be recorded in the correct place in the 
cashbook and delivered to the business 
manager by staff. No students are to be sent 
to the office with a cashbook, which contains 
cash or cheques. 
No money is to be left in the classroom. 
 

16.4 Reimbursement  

There is an internal cash reimbursement 
system for all staff. Forms and details are 

available from Department Team Leaders. 
Items purchased under this system are for 
use in educational programs and the money 
comes from the curriculum budget for 
classes or departments. To purchase items 
over $20 Order Forms must be completed 
and signed by the Principal. 

16.5 Voluntary Contributions 

These are suggested by the School Council 
and are paid by parents on a voluntary 
basis. Voluntary contributions are requested 
once a term and are used to cover costs 
associated with educational programs. 
 

16.6 Work Program 

The Work Program 
must clearly 
demonstrate 
curriculum 
development and implementation of the 
VELS. The Work Program should always 
be available, particularly in the event of a 
teacher being absent and therefore 
planned in advanced. The Work Program 
should include information on duty times, 
specialist programs, groupings and other 
information of class and or individual student 
management. Work Programs are part of 
student records and must be kept for a 
period of seven years by the school. See 
SRG guidelines 
 

16.7 Program Timetables 

Each class and specialist must have the 
current timetable displayed in the room, a 
copy in the front of the Work Program and 
provide a copy to Department Team 
Leaders. Each Department Team Leader is 
to provide copies of all Department 
timetables to respective Assistant Principal. 

16.8 Communication ï Parent 

All communication to parents verbal and 
written will be discreet and professional. 
Notices home to parents will be on a school 
letterhead and Team Leaders or Assistant 
Principal will initial them. Notices home need 
to be professionally written and 
grammatically correct. 
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17.0 Camps and Excursions 
Very stringent rules now apply to excursions 
to the beach, snow areas or the bush. If 
contemplating any of these please confer 
with the Department Team Leader and the 
Specialist Team Leader well in advance of 
the proposed excursion.  
All camps dates and venues and an 
approximate cost are to be set by the end 
of February. 
 

17.1 Excursions 

Excursions form an integral part of 
curriculum development and 
implementation. Planning for excursions 
needs to be completed prior to the start of 
each term and parents notified of excursion 
dates, venues, etc. by the first week each 
term. Staff must undertake óRisk 
Assessmentsô for each planned 
excursion. These forms need to be 
discussed with Team Leaders for their 
input and approval. Details of every 
excursion (including local excursions) must 
be entered on the appropriate form and 
placed in box in the Business Managerôs 

office BEFORE the excursion. 

 

¶ Local Excursions 
Parents are annually requested to sign a 
óGeneral Permission for Local 
Excursions Formô to cover student 
participation in local excursions. These 
forms are kept in the individual student files 
in the office. Local excursions, covered by 
the general permission form, are to Bulleen 
Plaza, the Bulleen Library and local parks 
within walking distance of the school. 
 

¶ Other Excursions 
Department Team Leaders need to 
authorize any excursions, which are 
additional to regular commitments, including 
non-scheduled local excursions. 
To book a bus for excursions other than 
general program excursions, follow the 
process as outlined by the Transport 
Coordinator. (See Kaye Molyneux for 
details.)  
 

17.2 Camps 

¶ The camping 
program is an 

important part of the curriculum as it 
provides a relaxed learning environment 
in which to implement independent living 
skills and leisure activities. Liaison with 
the Specialist Team Leader is essential 
to ensure all aspects of the preparation 
and planning for the camp are 
addressed. Staff must undertake óRisk 
Assessmentsô for each planned 
camp. These forms need to be 
discussed with the Camps 
Coordinator for input and approval. 

¶ Camp bookings, should where possible, 
be finalized in December of the 
preceding year and by the end of 
February for all others. However in 
exceptional circumstances additional 
camps may be requested and authorized 
by the Specialist Team Leader and 
Principal with at least six weeks 
notification. 

¶ Buses will be allocated for camps when 
the whole school camping program is 
finalised. 

¶ Parents are notified by the end of 
February of camp locations, approximate 
cost and dates.   

¶ The school is a member of the 
Blackwood Special Schools Outdoor 
Education Centre and the Garfield North 
Camp so many of the camps are located 
there, however there are many other 
venues such as the Ace Hi Camp at 
Rosebud, Rubicon Outdoor Education 
Centre and Bogong Outdoor Education 
Centre where camps may be organised.  

¶ It is important to be familiar with the 
relevant sections of the óSchools 
Reference Guideô 4.4.2.  

 

Preparation for Camp 

¶ óNotification of School Activityô Form 
- to be completed and a copy sent to 
Eastern Metropolitan Regional Office at 
least three weeks prior to the camp and 
a copy presented for approval to School 
Council prior to the camp. 

¶ óRisk Assessment Formô ï to be 
completed prior to the excursion 

¶ Information to Parents 
This package should include: 

§ camp location and details of the 
surroundings 
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§ an outline of day to day program 
activities 

§ student permission forms and 
medical forms for completion and 
return 

§ cost of the camp 

§ staff attending the camp 

§ clothing list and other 
requirements 

 
Reminder: As studentsô permission 

forms and medical information forms are 
returned to school, check carefully to 

ensure that all details have been 
completed. 

  

¶ Budgeting for Camps 
Allow for camp fees, fuel, food, and 
entrance charges for excursions, 
photography, and restaurant meals. 
Some meals may be prepared at school 
prior to the camp. 
Payments for camps must be recorded 
in the cashbook and sent to the 
Business Manager. 
 

¶ Information to Leave at School 

§ Copies of studentsô permission 
forms and medical information 

§ A copy of day to day program 
activities  

§ The phone number of the school 
mobile phone you have taken 

§ The phone number of the camp if 
applicable 

¶ Important to Take to Camp 

§ Studentsô permission forms and 
medical information 

§ Individual photos of each child on 
camp 

§ A First Aid Kit 

§ The keys to camp if necessary 

§ Money 

§ A school mobile phone 
 
NB. THE CONSUMPUTION OF ALCOHOL 

ON CAMPS OR EXCURSIONS IS 
STRICTLY PROHIBITTED UNDER ANY 

CIRCUMSTANCES. 
 

18.0 School Buses 
We have three buses for 
use on camps, excursions 
and school programs. 

A Bus   TOYOTA 21 passengers and Driver 

B Bus   MAZDA    19 passengers and Driver 

C Bus   TOYOTA 21 passengers and Driver 
D Bus   TOYOTA 11 passengers and Driver 
 

¶ To drive all BHS buses a current car 
licence with a small bus endorsement 
and a current driverôs certificate are 
required, as well as a current medical 
certificate.  

¶ There is a log book in each bus, which 
must be filled in each time the buses are 
used to facilitate servicing and general 
maintenance.  There is also a Quality 
Assurance Maintenance, which must be 
initialed at the end of each trip. 

¶ Every group travelling in the bus must be 
accompanied by an adult supervisor as 
well as the driver. Every person must be 
seat-belted and the belts are to be locked 
when passengers leave the bus. 
Appropriate ratios of staff / students need 
to be maintained on buses. 

¶ The buses must be left tidy with windows 
locked, and any damage or malfunction is 
to be reported to the Specialist Team 
Leader. The keys are kept in the 
Business Managerôs office and must be 
returned there. 

¶ There are two trailers available for the 
buses for the carrying of camping gear 
and mountain bikes.  Make sure that they 
are correctly connected using all 
couplings, chains and power socket. 
Check lights before embarking. Trailers 
can be towed by any of the buses. NO 
LUGGAGE OR LOOSE ITEMS are to be 
on the bus. 

¶ It is essential that the fuel level does not 
fall below the half way mark.  It is the 
responsibility of each driver to check the 
fuel level and to fill up if necessary. Each 
bus has a SHELL CARD attached to the 
bus key for use by drivers for refueling. 
DEISEL: FUEL ONLY is to be used. 

NOTE: 

¶ Driving a bus is a position of great 
responsibility. The driver is 
responsible for obeying all road rules. 
Any driver fined for exceeding the 
speed limit will automatically have the 
right to drive a bus withdrawn and will 
be required to pay the fine personally. 

 

¶ A zero alcohol level is required at all 
times. 
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18.1 Staff with licenses to drive BHS buses includes; 

Rose Walthers 
 

Mark Young Rohan Gosden 

Barbara McKellar 
 

Paul Gledhill Marie De Gregorio 

Colin Caddy 
 

Ansalie Hanrahan Ros Cohen 
 

Di Smith Marcel Peeters Jane Mackie 
 

Kaye Molyneux 
 

Wendy Albury Marilyn Bennie 

Wendy Albury 
 

Alastair Rice Tammy Cameron 

  Marcus Raffaelli 
 

 

19.0 Welfare and Discipline 

19.1 Bulleen Heights School Student Code of Conduct 

          Value 
Behaviour -To the extent that I am ableéé.. 

 

           Respect 
I try to let other people feel safe and happy when they are with me, 
remembering that they have thoughts and feelings too. 

           Integrity 

I try to make good choices so that I can feel proud of myself.  

          Care 

I take care of myself 
I care for others 
I care for my school and equipment 

      High Standards I do the best I can. 

        Consistency 
I always try to know what is going on around me. 
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19.1.2 Bulleen Heights School Staff Code of Conduct 
 

A Job Description for All: 
1. Know what is going on around you 
2. Work with others to improve what is happening 
3. Work in such a way that it makes it easier for the next person to do their job really well. 

 Value Behaviours 

Respect 

¶ treat others as I would like to be treated myself 

¶ listen empathetically to the concerns and views of others, offering constructive 
and professional feedback 

¶ respect my colleagues in the need to debrief 

¶ do my job in a way that makes it easier for the next person to do their job well 

¶ recognise and respond with tolerance to differences in members of our team  

¶ acknowledge the efforts and achievements of all members of our diverse 
school community 

Integrity 

¶ maintain professional confidentiality with regard to students and other staff 

¶ to speak and act positively about our School and my colleagues 

¶ follow established processes for debriefing and defusing 

¶ endeavour to maintain a sense of humour 

Care and 
Support 

¶ support families and carers  

¶ utilize relevant support teams and offer support to others 

¶ actively care for and support peers both professionally and personally 

¶ contribute to, recognize and celebrate the achievements of all team members 

¶ undertake professional development in welfare issues 

¶ support and assist in the training of tertiary students, volunteers and visiting 
professionals 

High 
Professional 

Standards 

¶ regularly reflect on my performance and my professional development needs 

¶ maintain an excellent knowledge of current curriculum developments, DEECD 
priorities, teaching methodologies and learning styles 

¶ maintain high professional standards by updating and extending professional 
knowledge and skills, and reporting to staff on these activities, where 
applicable 

¶ actively provide challenging and achievable age appropriate activities and 
experiences in meaningful contexts 

¶ liaise with other agencies to ensure effective program support and services for 
students and their families/caregivers 

¶ progressively monitor and evaluate student learning, actively involving students 
in the learning process, encouraging them to take an increasing responsibility 
for their own learning and progress 

¶ work with others to improve what is happening 

Consistency 

¶ attend department, staff and other organizational and professional 
development  

¶ meetings as required 

¶ follow school processes in meeting responsibilities and provide clear 
documentation 

¶ contribute to the review of processes as required and communicate these 
revisions to colleagues 

¶ interact with students in a consistent, caring and respectful manner 

¶ meet the deadlines that are set 

¶ know what is going on around you at all times 
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19.2 Student Wellbeing 

19.2.1 What is Student Wellbeing? 

Effective communication and consistency 
are critically important at Bulleen Heights 
because many of our students have 
complex wellbeing needs. Effective program 
planning and observation of students in all 
environments will assist staff in meeting the 
needs of our students. When a child 
experiences physical discomfort or pain, or 
emotional or cognitive distress - fear, 
anxiety, loneliness or general unhappiness, 
they are ónot wellô and their learning is 
adversely affected. Their upset behaviour 
may in turn affect the learning and wellbeing 
of others. 

 

19.2.2 Whose Responsibility? 

The wellbeing of our students is a 
responsibility shared by all in the Student 
Wellbeing System ï families and carers, 
school staff, the school community, student 
services, external service providers, the 
DEECD and the wider community. 

 

It is our responsibility to demonstrate our 
care and active concern for the wellbeing of 
our students, and to share this responsibility 
with others. It is our responsibility, as 
participants in the student welfare system, to 
be familiar with, and follow established 
processes, to support each other, to share 
our skills and to work to improve what we 
do. 

 

19.2.3 Process for Review of Student 
Management 

Refer APPENDIX 1 
 

19.2.4 Behaviour Management 

We take a whole school approach to 
behaviour management. The limits of 
behaviour (rules) are documented and 
processes are defined to deal with unsafe, 
negative behaviours, including the use of 
detention and a process for rewarding 
positive behaviours in the schoolyard. When 
observed behaviours are of a concern to 

staff the process in 19.2.3 should be put in 
place.  
 

19.2.5 Student Wellbeing Programs 

The DEECD initiatives óStudent Wellbeing 
Programsô will be facilitated by Assistant 
Principals. 

19.2.6 Rights and responsibilities of 
Students. 

¶ Rights: 
§ be valued and respected 

§ be safe 

§ be treated with consistency and 
fairness 

§ experience success 

§ be helped to understand school 
rules to the best of their ability 

§ work and play without 
interference from others 

§ be supported in times of need 
 

¶ Responsibilities: 
§ follow school rules to the best of 

their ability 

§ respect the rights of others 

§ accept the consequences of their 
actions 

 

19.2.7 Rights and Responsibilities of 
Staff 

¶ Rights: 
§ feel valued and respected 

§ receive care and support  

§ be safe 

§ be able to teach in an orderly and 
cooperative environment 

§ have access to support and 
assistance for students with 
additional needs 

§ have access to professional 
development 

 

¶ Responsibilities: 
§ respect the rights of students and 

other staff 

§ participate in effective program 
planning for individual students 

§ develop class rules in 
collaboration with students 
(where appropriate) 
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§ promote success and positive 
self esteem in students  

§ give positive feedback and 
reinforcement for successful 
work and interactions 

§ be consistent and fair in dealing 
with inappropriate behaviours 

§ assist students to understand 
and comply with class and school 
rules 

§ maintain high professional 
standards and personal and 
professional integrity 

§ work in the interests of students 

§ offer care and support to 
students and their families/carer 

 

19.2.8 Restraint from Danger 

A member of the school staff may take such 
reasonable action as is immediately 
required to restrain a student from acts or 
behaviour dangerous to the member or staff, 
the student or any other person.  
 

19.2.9 Supervision of Students 

For current information on Suspension 
Procedures and Grounds for Suspension 
please see óStudent Code of Conduct, 
1994ô, Page 12, Section 4.2. 

19.2.10 Bulleen Heights School Rules 

 

Rule Consequence 

¶ BE WHERE YOU ARE MEANT TO BE. 
     Play and move in the right places. 

¶ Logical Consequence 
e.g. You will stay with the teacher or be 
confined to an area that the teacher 
decides on. 

¶ LOOK AFTER PEOPLE 
    Be kind to yourself and others. 

¶ Logical Consequence 
e.g. You will spend time by yourself. 
e.g. You will apologize. 

¶ LOOK AFTER EQUIPMENT AND    
BELONGINGS 
Care for your possessions and for other 
peopleôs possessions. 

¶ Logical Consequence 
e.g. Appropriate Restitution 
e.g. You will not be allowed to use the 
equipment. 
. 

¶ CARE FOR YOUR SCHOOL AND 
YOUR     SCHOOL PROPERTY 

     Keep the school clean and tidy. 

¶ Logical Consequence 
e.g. You will clean up your mess or 
damage. 
e.g. Appropriate Restitution 

¶ USE ACCEPTABLE LANGUAGE 
Speak politely to others and they will 
speak politely to you. Avoid answering 
back, swearing, rudeness and teasing. 

¶ Warning 

¶ Detention - five minutes 

¶ Detention 

¶ SHARE WITH OTHERS 
     Take turns using school equipment. 

¶ Logical Consequences 
e.g. A teacher will help you share. 

¶ PLAY SAFELY 
    Avoid dangerous behaviour. 

¶ Supervision 

¶ Detention 

¶ COOPERATE 
    Cooperate with teachers and class 
mates. 

¶ Supervision 

¶ Detention 
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19.2.11 Detention Process 

¶ When a breach of School Rules requires 
detention as a consequence the student 
is either sent / assisted immediately or 
rostered for detention the following 
school day. 

¶ Detention operates from the multi-
purpose room during recess and the 
second lunch duty session daily. i.e. from 
12.45pm. - 1.15pm. There is a staff 
member rostered to supervise students. 

¶ When placing a student on detention, the 
referring staff member is required to enter 
the details in the Detention Book, which 
is kept at the General Office and should 
be collected by the supervising staff prior 
to recess and 12.15pm and taken to the 
multi-purpose room and returned to the 
office at the end of each duty. 

 

¶ If a student is behaving in an unsafe 
manner in the yard and refuses to go to 
detention, staff should seek 
assistance/support of the Principal, 
Assistant Principals or other staff. 

NB. Discipline 
Endeavour to handle at the point of incident 
but if considered serious report to the 
Department Team Leader, Principal or 
Assistant Principals. Refer to School 
Student Wellbeing and Discipline Policy and 
Code of Conduct. Please inform the class 

teacher of any discipline incidents/accidents 
immediately following their occurrence.  

20.0 Accidents 

20.1 Pupil Accidents 

Take emergency action as necessary. 
Remain with injured student and send 
someone or ring for assistance. Qualified 
staff with first aide are to be notified of 
injuries and will give assistance and advice 
as appropriate. An Injury Report Form 
must be completed. These are available 
from the General Office 
 

20.2 Staff Accidents 

There is a Register of Injuries kept in the 
Bursarôs Office for staff to note all injuries. It 
is necessary to also complete an Injury 
Report Form and notify the Principal 
immediately if you need to pursue a Work 
Cover claim. 
 
 
 
 
 
 
 
 
 

 

20.3 Staff with Current First Aid Qualifications 

 

 

Suzanne 
Eldridge 

Ansalie 
Hanrahan 

Eve Dare Pauline Brady Josie Tollich 

Alexandra 
Tsoutouras 

Kirsty McLean Iain Grant Robyn Haughton Chris Wilkinson 

Jane Mackie Di Smith Jessica Cohen Sally Spencer Bree Muir 

Wendy Albury Sharee 
McMurray 

Jan Jones Tammy Cameron Debra Atherton 

Jessica Di Pilla Paul Gledhill John Pierce Wendy Albury Pat Chamberlain 

Cathy Fulton Alastair Rice Lisa Aston Jodie Pettit Vanessa Costa 

Vanessa Costa An Moretti Marie De Gregorio Jane Poole Louise Heggen 

Karen Gieschen 
ï Resuscitation ONLY 

Colin Caddy Melanie Greaves Glenis Vieux Evan Savage 

Kaye Molyneux Janet Kavoura Paul Walthers Michael Robson Liz Setford 

Michael Robson Elly 
Cotsopoulos 
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21.0 Staff Morale 
Staff will endeavour to maintain a cohesive, 
happy and professional working 
environment. Any staff member will be 
willing to answer questions about the 
organisation of the school. Staff members 
are happy to provide practical assistance 
when necessary. 
 
New staff members will be given every 
assistance to settle into routine. They may 
be óbuddiedô with an experienced staff 
member to assist in induction and initial 
support.  The Assistant Principals and Team 
Leaders will conduct initial and ongoing 
induction. 
 

22.0 School Region No. 33 
Access may be gained to other 
psychologists, a speech therapist, and 
social worker and visiting teacher services 
for visually and hearing-impaired students 
as well as for physically disabled students. A 
Speech therapist is based at Bulleen 
Heights School from where she services a 
number of schools in the Manningham 
Network. 
 

23.0 Occupational Health and 
Safety 
There is an Occupational Health and Safety 
committee, which meets regularly to assess 
issues of concern and to maintain a high 
standard of safety throughout the school. 

¶ In cases of accidents refer to 
20.1, 20.2 and 20.3. 
 

Staff Responsibilities in Occupational 

Health and Safety. 
While at work, staff must: 

¶ Take reasonable care for the health and 
safety of themselves and that of any 
other person who may be affected by his 
or her acts or omissions. 

¶ Co-operate with his or her employer with 
respect to any action taken or request 
made by the employer. 

¶ Refrain from intentionally or recklessly 
interfering with or misusing anything 
provided in the interests of health and 
safety or welfare. 

¶ Actively participate in accident 
prevention programs e.g. James 
Sumerac and specific professional 
development programs, within their own 
workplace and the workplace in general. 

¶ Wear appropriate clothing for work e.g. 
no shoes without backs or heel 
straps. 

¶ Wear appropriate jewelry e.g. Small 
earings that students are less likely to 
grab. NO lip or tongue studs/rings are 
to be worn. 

¶ Record any potential or actual hazards 
or dangers within the school 
environment in the óHazard Alert 
Registerô located in the Administration 
Office and report their concern to Rose 
Walthers or Ansalie Hanrahan. 

¶ Abide by the schoolôs SunSmart policy. 
Bulleen Heights is an accredited 
SunSmart school. Our SunSmart policy 
has been developed to ensure that all 
members of our school community are 
informed of the dangers of exposure to 
ultraviolet rays from the sun. It 
encourages active participation in 
preventative strategies aimed at 
reducing skin damage caused by these 
rays. This policy is to be implemented 
throughout the year but with particular 
emphasis in Terms One and Four. As 
part of our general SunSmart strategies 
staff will; 

 
ü encourage students to wear 

broad-brimmed or legionnaire 
style hats whenever they are 
outside (especially at recess, 
lunch, sport, excursions etc). 
Parents are expected to supply a 
named, broad-brimmed or 
legionnaire style hat for their 
child as we have a policy of óno 
hat ï no playô on days of extreme 
heat. 

 
ü apply SPF 30 + broad spectrum 

water resistant sun screen to 
children twenty minutes prior to 
outdoor activity. Parents are 
requested to notify the school in 
writing if their child has a known 
allergy to SPF 30+ cream. 
Parents are welcome to send to 
school a particular brand of 
sunscreen for their child. 
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ü wear an appropriate hat when 
participating in outside duties and 
activities.  

 

24.0 General Information 

24.1 Car Parking 

Space is available in the car park for most 
staff cars. Access to the Pleasant Road car 
park from 8.45am ï 9.15am and from 
2.45pm ï 3.15pm is prohibited. Please do 
not park in the bus parking bays at the front 
of the school, or close to entry or exit points 
in Pleasant Road and Grant Olsen Avenue.  
 

24.2 Photocopying 

The photocopier is available in the 
Administration Building. Please see Jan 
Coutts, our Business Manager, if you have 
personal photocopying to do. Use only white 
paper as a master copy as coloured paper 
makes the photocopier overheat when used 
repeatedly for a number of copies. DO NOT 
USE THIN SHINY COLOURED PAPER AT 
ALL as it catches fire!! The laminator and 
book binder are also available in the 
administration building. 
 

24.3 Telephone 

Private calls may be made at recess and 
lunchtimes. Please pay the office thirty cents 
per call. Staff will not be called to take 
phone messages during teaching time, 
unless the matter is urgent. Phones are 
located in the administration building of the 
school. 
 

24. 4 Mobile Phones 

Unless other arrangements are made 
with appropriate Assistant Principal, 
personal mobile phones are to be 
switched off during classroom teaching 
time, meeting times and yard 
supervision. Personal use of mobile 
phones to contact parents or while on 
camps or excursions is the responsibility 
of staff members.. 
 

24.4 Tea Money 

Staff are asked to pay tea money to 
the Office at the beginning of each 

term. For those staff who do not drink 
tea or coffee, they are asked to pay 
$5.00 per term and this money goes 

towards morning teas and refreshments 
after school. 
$20.00  per term ï Full time staff 
$16.00  per term ï 0.8 
$12.00  per term ï 0.6 
$10.00  per term ï 0.5 
$8.00  per term ï 0.4 
$4.00  per term ï 0.2 
 

24.5 Transporting Students in Staff 
Cars 

Staff are not permitted to transport students 
in their cars without permission from the 
Principal and written permission from 
parents. The cars must be comprehensively 
insured with specific insurance companies 
and only be recommended for use in 
extreme circumstances. You need to 
complete a form, available from the 
Assistant Principals. 

24.6 Security 

Staff are advised NOT to leave money/keys 
unattended in rooms. Handbags/purses 
need to be kept secure. Private property 
brought to school by students or staff is not 
insured and the DEECD is not responsible 
for any loss. The administration takes no 
responsibility for any money/keys/valuables, 
or personal items left unattended in rooms.  
 

24.7 Equipment Security 

Valuable equipment should be returned to 
storerooms each day. 
 

24.8 Electrical Equipment 

Any electrical equipment MUST be tagged. Staff 
who bring in electrical equipment MUST see Jan 
to place the item on the register and the item 
needs to be tagged before use. 

24.9 Purchase of Equipment 

All purchase requests, other than those 
purchased with classroom budgets, must be 
made through the Department Team 
Leaders who will obtain approval from the 
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Principal. Expenditure should reflect 
Program Budget estimates. 
 
ALL ORDERS MUST BE RECORDED IN THE 
PURCHASE ORDER BOOK IN THE MAIN 
OFFICE. PURCHASE ORDER FORMS MUST 
BE COMPLETED ACCURATELY AND SIGNED 
BY THE PRINCIPAL. 

24.9.1 Borrowing of Equipment 

ALL equipment MUST be recorded in the 
Equipment Loan Book located in the 
Management Assistantôs office. Loaning of 
equipment MUST be authorised by the 
Assistant Principals prior to removal from 
building. 
 

24.10 Bulleen Heights School 
Newsletter 

Each Wednesday a newsletter is published 
containing items of interest to the school 
community.  Notification of meetings, special 
events, reports from camps and excursions, 
daily happenings within the school and 
information from agencies and organisations 
that are relevant to the needs of our 
community e.g. Down Syndrome 
Association, Holiday programs organised by 
local council and Intellectual Disability 
Services etc. are included. Parents are also 
encouraged to contribute items of interest to 
share with others. 
 

24.11 Roles and Responsibilities 

To be provided mid/end February 2009. 
Discuss with your Team Leader. 
 

24.12 Professional Development 

Apart from the involvement in committees, 
in-services and information sessions related 

to DEECD initiatives it is expected that staff 
will pursue a broad variety of education and 
personal professional development 
particularly in the areas of curriculum 
development and implementation using the 
Essential Learning Framework, Information 
Communication Technology, autism, 
behaviour modification, student and staff 
wellbeing. 
 
Please keep abreast of incoming information 
and inform Susan Merjan of any specific 
programs, which may be worthwhile. 
 

24.13 Displan 

 
A roles and responsibility sheet pertaining to 
procedures to follow for evacuation must be 
displayed in each room. Trial evacuations 
will occur each year. All classrooms have 
their own copy of Displan and will be familiar 
with procedures. DISPLAN Checklists are 
kept in the front of the school roll, (See 
appendix Two) 
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APPENDIX ONE 

 

PROCESS FOR REVIEW OF STUDENT MANAGEMENT 

 

Effective program planning relies on observations of students in their classroom and their wider 
environment. Data collection is an effective tool to assist in identifying the range of factors that 
impact on a studentôs learning. The information collected should cover all influences that might 
affect the student learning, such as behaviour, interests and communication as well as taking 
into consideration any psychological, sensory, physiotherapy, occupational therapy or speech 
therapy involvement. For consistent program management throughout the school, the following 
process for referrals and assessments is to be followed: 
 

1. Class teacher or specialist identifies an area of concern. 
 
2. Class teacher records data from observation. 

 
3. Class teacher analyses data and strategies are put into place. 

 
4. Outcomes are evaluated and recorded  

 

When positive outcomes are observed, 
  

1. The class teacher informs other appropriate staff of the strategies used. 
 
2. The class teacher creates a timeline for ongoing evaluation.  

 
When no positive outcomes are observed, 
 

1. Class teacher will discuss the student management issues with the Department Team 
Leader. 

 
2. Department Team Leader may offer further strategies to assist. 

 
3. Department Team Leader discusses with appropriate assistant principal and a referral to 

the school psychologist or other specialist may be made. 
 
4. School psychologist will keep teacher and assistant principal informed. 
 
5. Assistant principal may recommend a case conference be held. 
6. School psychologist will convene case conference. 

 
7. Outcomes of the case conference documented and action plan circulated. 
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APPENDIX TWO 

DISPLAN: EVACUATION PROCEDURES 

PRINCIPAL 
Alert and liaise with relevant rescue and combatant authorities. Direct major emphasis of evacuation. i.e. 
Nominate means of exit and safety precautions relevant to situation. Maintain communication with senior staff 
and outside agencies. 

ASSISTANT PRINCIPAL A (Susan Merjan) & B ( Kaye Molyneux)  
Check all rooms in the Administration Block. Take mobile phone, small first aid kit, and Displan Booklet and 
checklists. Direct outside evacuation. Liaise with Principal via telephone / intercom. Inform Principal of any 
students unaccounted for and prepare to organise a search. 

BUSINESS MANAGER 
Collect student records book, daily diary, excursion forms, visitorôs book, latest CASES back-up disks and all 
bus keys. Close safe and security door. Proceed to evacuation area. Assist Principal as directed. 

DEPARTMENT 1 TEAM LEADER 
Ensure orderly evacuation of students. At assembly point, mark the roll for the Department 1. Report 
attendance to the Assistant Principal and carry out duties as directed by the Assistant Principals. 

DEPARTMENT 2 TEAM LEADER 
Ensure orderly evacuation of students. Mark the roll for Department 2. Report attendance to the Assistant 
Principals and carry out duties as directed by the Assistant Principals. 

DEPARTMENT 3 TEAM LEADER 

Ensure orderly evacuation of students. At assembly point, mark the roll for Department 3. Report attendance to 
the Assistant Principal and carry out duties as directed by the Assistant Principals. 

DEPARTMENT 4 TEAM LEADER 
Ensure orderly evacuation of students from Department 4. Proceed to evacuation area. Mark roll for 
Department 4. Report attendance to the Assistant Principals and carry out duties as directed by the Assistant 
Principal. If the Assistant Principals and/or the Work Experience team Leader are absent, assume their duties. 

WORK EXPERIENCE COORDINATOR 
Assist in the orderly evacuation of own students. Ensure that all gates and entrances are unlocked and free 
from obstructions. Report to Assistant Principals for further duties. If the Assistant Principals are absent, 
assume his/her duties. 

COMPUTER TEACHER, EDUCATION SUPPORT 
Assist in the orderly evacuation of own students. If you do not have any students, take the torch and check 
storerooms, toilets and assist with any student in ótime-outô in Department 2 building. Report to Assistant 
Principals for further duties. 

PHYSICAL EDUCATION 
Assist in the orderly evacuation of own students. If you do not have any students then assist with Department 3 
& 4 students in the portables. Report to the Assistant Principals for further duties at assembly point. 

TEACHERS/EDUCATION SUPPORT 
Responsible for the safe and orderly evacuation of own students when instructed to do so. Storerooms and 
time-out rooms should be checked and the attendance roll and classroom action book should be taken to 
the evacuation area. If time permits, appliances, stoves, heaters, pilot lights and light switches should be turned 
off and doors and windows closed prior to leaving the classroom. However the essential concern is the 
protection and safety of students and staff in a crisis. Their immediate evacuation the only priority. Education 
Supports will help in the evacuation but should not be expected to bear ultimate responsibility for the students. 
It may be prudent to have hand holders available for some students. 

SPEECH THERAPISTS, OTHER THERAPISTS 
Proceed immediately to the evacuation area as directed on Displan map. If you have students DO NOT 
RETURN TO CLASSROOM (unless directed), take students directly to assembly area. If you do not have 
students, go straight to the assemble area and assist with Department 1 students as directed. 

VISITORS TO SCHOOL / WORK EXPERIENCE STUDENTS 
Proceed immediately to the evacuation area as directed on Displan map. If you have students, DO NOT 
RETURN TO THE CLASSROOM (unless directed). Proceed straight to the assembly area and remain with 
students until their teacher arrives. Report to the Assistant Principals or the Senior Staff member who is 
coordinating activities. Do not leave the evacuation area until directed. 

ABA TEAM LEADER 
Assist with the evacuation of all THERAPY ROOMS and process to assembly point. 
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APPENDIX THREE 

Bulleen Heights School ï 2009 Staffing 

Bulleen Heights School ï 2009 Staffing 

Principal: Rose Walthers 
Assistant Principals: Susan Merjan and Kaye Molyneux 

Department One Team Leader: Barbara Smith 

Room / Port 

D
e
p

a
rt

m
e
n

t 
O

n
e

 

Teachers Education Support 

Bellevue PS 
Jan Jones 0.8 / Antoinette Puggioni 0.2 / Stacey 
Young 

Janet Kavoura 0.8 / Denise Robbins 0.2 

Room  1 Kelly La Combre 0.8 / Robyn Collins 0.2 Tammy Cameron 

Room  2 Sam Van Kuyk 0.8 / Michael Di Cecco 0.2 Melissa Breier 

Room  3 Rashmi Arora Anna Paraskevas 0.8 

Room  4 Glenis Vieux Emma Roe 

Room  5 Avril Bristow 0.4 / Kelli Hassett-Smith 0.6 Nicola Jukes 0.8 / Jess Taylor 0.2 

Room  6 Liz Philactides 0.8 / Antoinette Puggioni 0.2 Mirella Cilauro 

Room  7 Kirsty McLean Anne Stevenson 

Room  8 Helen Thompson 0.8 / Elly Cotsopoulos 0.2 Liz Setford 

Room 9 Amanda Mayes 0.4 / Jackie Court 0.6 Marcus Raffaelli 

Room 10 Laura McKemmish 0.8 / Michael Di Cecco Jessica Nutt 

SUPPORT Ann Kelly / Iain Grant / Jess Taylor 0.6 / Sarah Irwin / Denise Robbins 0.2 / Jane Mackie 
0.2 

 

Department Two Leader: Eve Dare 

Room / Port 

D
e
p

a
rt

m
e
n

t 
T

w
o

 

Teachers Education Support 

MPPS 1 Max Makowski Ilsa Clarke / An Moretti 0.6 

MPPS 2 Melanie Greaves Robyn OôNeill / Sheryl McArdle 0.6 

Room 11 Louise Heggen Jessica Cohen 

Room 12 Sue Johnson 0.8 / Paul Noonan 0.4 Alessia Politis 

Portable 1  Lara King 0.6 / Ros Cohen 0.4 Jessica De Pilla 

Portable 2 Rose Rush Bree Muir 

Portable 3 Chris Wilkinson Lisa Aston 

Portable 4 Marie De Gregorio 0.6 / Adrianna Williamson 0.6 Tara Burnett 

SUPPORT Chris Quarterman 0.6 / Kylie Stewart 0.64 / Wendy Galea 0.6 / Katherine Bastin1.0 
 

Department Three Team Leader: Evan Savage 

Room / Port 

 D
e
p

a
rt

m
e
n

t 
T

h
re

e
 

Teachers Education Support 

Portable 5 Thusharika Attanagoda Wendy Albury 

Portable 6 Trudy Searle Kia McIntosh 

Portable 7 Alison Milne Joanne Georgiou 

Portable 8 Josie Tolich Pauline Brady 

Portable 9 Lee Sun Thang Michael Robson 

MPPS 3 Kate Roberts Kelli Meadows 

SUPPORT Amanda Davies / Tarnya Marie Clancy / Karen Bons 0.64 
 

Department Four Team Leader: Debra Atherton 

Room / Port 

D
e
p

a
rt

m
e
n

t 

F
o

u
r 

Teachers Education Support 

Portable 10 Lauren Tippett Marcel Peeters 0.4 / Di Wallace 0.6 

Portable 11 Rebecca Kennedy Marilyn Bennie 0.6 / Louise Coutet 0.6 

Portable 12 Jessica Hensen Donna Barnett 

Portable 13 Karen Gieschen 0.6/Sally Spencer 0.5 Mark Young 
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Portable 14 Michelle Brown Sharee McMurray 

Yungaburra Ansalie Hanrahan 0.6/Paul Walthers 0.4 Jane Poole 

SUPPORT Robyn Dahl 0.6 / Gloria Pearson / Jodie Pettit 0.64 / Katina Heaslip/Tracey Middleditch 0.6 
 

Specialistsô Team Leader: Paul Gledhill 

S
p
e
c
i
a
l
i
s
t
s
ô
 

D
e
p

a
rt

m
e
n

t 

Bus Driver: Barb McKellar 0.8 

Manual Training: Colin Caddy 0.6 

Whole School Music: Rohan Gosden 

Inclusive Learning Coordinator: Cathy Fulton 0.8 

Physical Education: Alastair Rice/ Education Support: Jane Mackie 0.8 

Whole School Art: Robyn Haughton  / Education Support: Paul Winikoff 0.8 

Technologies Assistant: Marcel Peeters 0.6 

Homecrafts Assistant: Tina Whaley 1.0 

Learning Technologies: Tahli Freeman /Education  Support: John Pierce 
 Vocational Education: Katina Heaslip 

 

Applied Behaviour Analysis Department - Team Leader: Pat Chamberlain 

A
B

A
 D

e
p

a
rt

m
e

n
t 

Vanessa Costa 0.2   

Vibi Bangaar   

Lynne DôEramo   

Alexandra Tsoutouras 0.6*    

Suzanne Eldridge  .06   

Kylie Beckers 0.2   

Meg Wilson   

Heidi Maiwald 0.6   

Kelly Jirsa 0.6   

Brittany Grech   

Francene Panetta 0.4   

Rebecca Matthew 0.8   

Luke Bowen 0.4   

 

Multidisciplinary Team - Team Leader: Ieuan Williams 

M
u

lt
i-

d
is

c
ip

li
n

a
ry

 

T
e
a
m

 

Ieuan Williams: Psychologist 0.8   

Val Gledhill: Speech Pathologist 1.0   

Libby Devine: Speech Pathologist (DEECD)   

Rhonda Kimberley: Occupational Therapist 0.4   

Alison Johnston: Occupational Therapist 0.4   

Kate Lambeth: Occupational Therapist 0.5   

 

School Support Team 
 

S
c

h
o

o
l 

S
u

p
p

o
rt

 

T
e
a
m

 

Business Manager: Jan Coutts 1.0 
  

ICT Manager: Andrew Donnison 1.0 
  

PCO Assistant: Audrey Brewis 0.8 
  

Administration Assistant: Judith Scott 0.8 
  

Gardener: Bruce  Peart   0.6 
  

Cleaners: Damian Vastbinder 1.0 / Jeff  Urquart (Cleaners not on central payroll) 
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APPENDIX FOUR 

Plan of the School 

 

 


