Overport Primary School
Parent Community Code of Conduct

POLICY

Rationale:

All students, parents, teachers and staff have the right to be safe, and feel safe, in their school community.
The School Community Code of Conduct sets clear standards of behaviour, which are expected of members of
the School Community. It specifies the consequences for any member of the School Community who does not
comply with those standards of behaviour, whether those persons are on the School’s property, in transit or at
another location for the purpose of any School-authorised events or activities.

Aims:

e The purpose of this policy is to define expectations of acceptable behaviour for members of the community
when interacting with each other in the school environment or when attending any official, social or
sporting functions in any location where the school is represented.

We define our community as the immediate and extended families of children attending the school and
friends of the school including local residents, businesses, and organizations, the staff, past students and
other schools.

Implementation:
It is expected that all community members will:
¢ Uphold and abide by the policies and demands of the Department of Education and Early Childhood
Development (DEECD)
Support the Principal and staff in the development and implementation of school policies
Treat all members of the School Community with respect and abide by the school values
Show proper care and regard for school property and the property of others
Respect differences in people, their ideas and opinions- regardless of their race, ancestry, place of origin,
colour, ethnic origin, citizenship, religion, gender, sexual orientation, age or disability
Use non-violent means to resolve any conflict. Insults, disrespect, and other hurtful acts disrupt learning
and teaching in the school community, and are a direct contradiction to the school values and will not be
tolerated
Speak to the principal or class teacher if they have concerns about other children and not approach other
children or families directly when concerned about playground or classroom issues
3.2 Breach of this Code of Conduct
The consequences to a member of the School Community for breaching this Code of Conduct will be as
determined at the Principal’s discretion. These consequences include any one or more of the following:
e The School may ban any member of the School Community from attending at any activity.
¢ The School may ban any member of the School Community from being on the School grounds in
general.
The School may direct that any parent may only communicate with members of teaching staff
through a nominated school representative.
In the case of extreme or prolonged breach of this Code of Conduct by a parent, the school will
take direction form the Department’s Legal Branch
The School may take such other steps at their discretion that are determined appropriate
according to the nature of the breach.
Evaluation:
This policy will be reviewed with whole staff, student, parent and community input as part of the school’s
five-year review cycle

References: Schools Policy & Advisory Guide http://www.education.vic.gov.au/school/principals/spag/Pages/spag.aspx
Policy and Guides Addressing parents concerns
http://www.eduweb.vic.gov.au/edulibrary/public/commrel/contacts/POLICY_AND_GUIDES_Addressing_parents_concerns.pd
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Overport Primary School K
Raising concerns and complaints -:L:

-

Rationale:

The school’s approach to handling concerns and complaints is based on the values of:
» providing a safe and supportive learning environment
» building relationships between students, parents and staff
» providing a safe working environment for staff.

Guidelines:

The procedures within this policy cover concerns and complaints about:
General issues of student behaviour that are contrary to the school’s code of conduct
Incidents of bullying or harassment in the classroom or the school yard
Learning programs, assessment and reporting of student learning
Communication with parents
School fees and payments
General administrative issues
Any other school-related matters.
They do not cover matters for which there are existing rights of review or appeal, as detailed in the
Victorian Government Schools Reference Guide, such as:
student discipline matters involving expulsions
complaints about employee conduct or performance
complaints by the Department’s employees related to their employment
student critical incident matters
other criminal matters.

Implementation:

The school will develop its procedures to address concerns and complaints in collaboration with
parents and the school community.
These procedures take effect from date of school council ratification.
The school expects a person raising a concern or complaint to:

do so promptly, as soon as possible after the issue occurs

provide complete and factual information about the concern or complaint

maintain and respect the privacy and confidentiality of all parties

acknowledge that a common goal is to achieve an outcome acceptable to all parties

act in good faith, and in a calm and courteous manner

show respect and understanding of each other’s point of view and value difference, rather than

judge and blame

recognise that all parties have rights and responsibilities which must be balanced.
The school will address any concerns and complaints received from parents courteously, efficiently,
fairly, promptly, or within the timeline agreed with the person with the concern or complaint, and in
accordance with due process, principles of natural justice and the Department’s regulatory
framework.
The complainant should telephone, visit or write to:




the student’s teacher about learning issues and incidents that happened in their class
the area coordinator if students from several classes are involved
the assistant principal about issues relating to staff members or complex student issues
the principal about issues relating to school policy, school management, staff members or
very complex student issues.
For contact details for any staff member, call the office on 9783 8777.
If the complainant is not sure who to contact, they should contact the Assistant Principal on 9783
8777.
Complainants can seek the services of an advocate when they feel they are unable to express their
concern clearly. An advocate can be a friend or someone who is available through an appropriate
support organisation who does not receive a fee for service.
All parties involved in addressing a complaint may seek the services of a mediator when there is
difficulty coming to an agreement.
The school will consider recording the following details of all complaints received, even if the
complaint appears to be minor:
name and contact details (with permission) of the person with a concern or complaint
the date the concern was expressed or complaint made
the form in which the concern or complaint was received (such as face-to-face, by telephone, in
writing, by email)
a brief description of the concern or complaint
details of the staff member responding to the concern or complaint
action taken on the concern or complaint
the outcome of action taken on the concern or complaint
any recommendations for future improvement in the school’s policy or procedures.
When a complaint is easily resolved in a telephone call, a brief note recording the issue and the
resolution is all that is required.
The school will make every effort to resolve concerns and complaints before involving other levels
of the Department.
A copy of the complaints policy is available on the website and the procedures will be provided to
the complainant on request.
The school will determine whether a concern or complaint should be managed through the school’s
concerns and complaints process or through other complaints processes of the Department.
All complaints will be noted and acted on promptly by the staff member who receives the complaint.
Concerns and complaints about general school matters (such as the timing of events, school policies
and facilities) will be addressed by the principal or a relevant staff member.
The school will make every attempt to resolve a concern or complaint as quickly as possible,
however, will at times, require adequate time to investigate.
Should the complaint involve complex issues, the school might need to take advice from the
Department’s regional office which may take more time. The school will tell the complainant the
new timeline for addressing the complaint and the reasons for any delays. In all cases, the school
will try to resolve a concern or complaint within 20 school days.
If a concern or complaint is substantiated in whole or part, the school will offer an appropriate
remedy. For example, at its discretion and depending on the circumstances, the school might offer:
an explanation or further information about the issue
mediation, counselling or other support
an apology, expression of regret or admission of fault
to change its decision, its policies, procedures or practices
to cancel a debt (such as for school payments) or refund a fee.
The school will implement the remedy as soon as practicable.
If a person with a concern or complaint is not satisfied with the outcome determined by the school,
they should contact the Department’s appropriate regional office.
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If the complaint cannot be resolved by the complainant, school and regional office working together,
the regional office may refer it to the Department’s Group Coordination Division.
The school will make information about procedures for addressing concerns and complaints readily
available to parents and the school community. The information will include:
how a person can make a complaint
the person’s responsibilities
information to be provided by the person
who the person should contact and their contact details
the process and timeframes for managing complaints.
The school’s procedures for addressing concerns and complaints will be published on the school’s
website and printed in the Information for Families handbook.
The school will:
» brief all members of staff about its procedures to address concerns and complaints annually
» provide staff with (or provide access to) training and support appropriate to their responsibilities
under the procedures
» ensure staff who manage complaints demonstrate the personal attributes outlined in the Good
Practice Guide: Ombudsman Victoria’s guide to complaint handling for Victorian public sector
agencies.

Evaluation:

The school will monitor parent concerns and complaints and consider issues raised through the
parent complaints process, and any other relevant information from the Parent Opinion Survey,
when undertaking a review of the school’s policies, procedures and operations.

The school will review its information about complaints made over time to:

» identify common or recurring issues that may need addressing

» assess the effectiveness of these and other procedures and whether they are being followed

» use information provided to the school through the Parent Opinion Survey on the views of
parents.

This policy will be reviewed as part of the school’s three-year review cycle.

This policy was last ratified by School Council in.... July 2015




COMMUNICATION - VITAL TO THE PARTNERSHIP BETWEEN
HOME AND SCHOOL

Where do I find out what's happening?
How do I address concerns?
The Newsletter: Every week both a whole school and a Prep newsletter are
published. In week 4 and 8 we publish level newsletters, which outline what is
happening within each specific area. It is critical for parents to read all this
information. These newsletters are forwarded each week through any of the
following ways: Tigbiz or a link can be emailed to you each week, you can collect a
hard copy at the office or it is on display in the notice board outside the office. It
can also be found on our website: www.overport-ps.vic.ed.au It is every parent's

responsibility to ensure they read the newsletter every week to be properly
informed of school activities as well as relevant information regarding student
development.

Facebook Page: Please /ike us on Facebook. The school has its own Facebook page.
This can be found by searching for Overport Primary School and be identified with
the words "Official School Page" across the logo. This has a link to our newsletter
and our Facebook protocols. This page will be used to provide communication for our
community and show the many highlights of the school. As this page will not be used
as an interactive communication page, if you have a question, please email or phone
the school.

Addressing Concerns: Sometimes young students may not tell us about something

that is worrying them, but will discuss it with you at home. Therefore, it is most
important that you contact your child's teacher if your child is upset or uncertain in
any way. They are more than happy fo meet with you to discuss any concerns.
Beyond this, a conversation with our Wellbeing Coordinator, the Assistant Principal
or Principal is also welcome. We strive to ensure your child is happy, safe, learning
and enjoying the whole experience of school.

Communication with Teachers: All teachers can be contacted through our school
email address. Parents who wish to contact teachers can send their first email to
the school email address marking it to the attention of the teacher concerned:
overport.ps@edumail.vic.gov.au and this will be forwarded to the teacher. They will

then respond to you through their direct email. Or you may simply ask them for
their email address; whichever is most convenient. All teachers are very happy for
you to contact them in this manner, so do not hesitate to do so.



Overport Primary School

S

Rationale:

® 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. Issues of equality, health and safety, and expense are also factors that
contribute to the establishment of the Dress Code.

Aims:
To promote equality amongst all students.
To further develop a sense of pride in, and identification with our school.
To provide durable clothing that is cost effective and practical for our school environment.
To maintain and enhance the positive image of the school in the community.

Implementation:

e After consultation with the school community and the Student Representative Council, School
Council has developed a Dress Code that we believe provides choice for the students, allows for
students to safely engage in the many varied school activities, and caters for the financial
constraints of families.

The Dress Code applies during school hours, while travelling to and from school, and when
students are on school excursions.

Summer and winter uniforms, will be prescribed, and are required to be worn. Sports uniform
may be prescribed as required.

Appropriate/ footwear is predominantly black or white, and is a fully enclosed shoe which can be
securely fastened. Rubber soled shoes are recommended on PE and sports days.

Stud earrings and sleepers worn in the ears, plus watches are the only acceptable jewellery.
Extreme hair colors and/or extreme hairstyles are not permitted. If hair touches shoulders, it must
be tied back. Hair ties should be in keeping with our school colours.

Other than clear nail polish, cosmetics may not be worn at school.

The only hats that are acceptable are the Overport Primary School Sunsmart hats consistent with
our Sunsmart policy. They must be worn outside in terms 1 & 4. Hats are not to be worn inside.
School Council requires the Principal be responsible for implementation of the Dress Code in a
manner consistent with the Student Code of Conduct.

Arrangements can be made to supply uniforms via State Schools Relief for families experiencing
economic hardship.

Children who are consistently out of uniform will receive a Uniform Notice, bringing this to the
attention of parents.

Parents seeking exemptions to the Dress Code due to religious beliefs, ethnic or cultural
background, student disability, health condition or economic hardship must do so by notifying
the Principal.

Evaluation:
e This policy will be reviewed annually.

This policy was last ratified by School Council in.... February 2013
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Vic Govt Schools Reference Guide - www.eduweb.vic.gov.au/referenceguide/pdf/4-8.pdf
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