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VISION STATEMENT
Nurture for today ▪ Learning for tomorrow ▪ Character for eternity

MISSION STATEMENT
To provide quality education in a caring, supportive, Christ-centered environment
where students are encouraged individually to achieve to their full potential to learn,
grow, relate and serve.

VALUES STATEMENT
Care and Compassion

Compassion vs Indifference; Patience vs Restlessness

Doing Your Best

Orderliness vs confusion; Determination vs Faintheartedness;
Attentiveness vs Distraction; Diligence vs Slothfulness;
Thoroughness vs Incompleteness; Creativity vs Underachievement; Initiative vs idleness

Fair Go
Freedom

Forgiveness vs Rejection; Generosity vs Stinginess;
Temperance vs Indulgence
Wisdom vs Foolishness; Virtue vs Impurity

Honest & Trustworthiness Truthfulness/Honesty vs Deception; Discernment vs Judgement
Integrity

Self-Control vs Self-Indulgence; Loyalty vs Unfaithfulness;
Deference vs Rudeness; Sincerity vs Hypocrisy;

Respect

Discretion vs Simple-mindedness; Obedience vs Wilfulness;
Respect vs Disrespect

Hope

Faith vs Presumption; Enthusiasm vs Apathy; Resilience vs
Weakness

Responsibility

Responsibility vs Unreliability; Resourcefulness vs
Wastefulness; Dependability vs Inconsistency; Punctuality vs
Tardiness

Understanding Tolerance Humility vs Prejudice; Sensitivity vs Callousness;
Gratefulness/Gratitude vs Ungratefulness; Hospitality vs
Loneliness
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SPECIAL CHARACTER
Adventist education is Bible-based, Christ-centred, service-oriented and Kingdom directed.
It aims for a balanced development in the lives of students, encouraging them to choose a
personal relationship with Jesus, serving Him in this world until He comes again. These
features, infused through the schools’ policies, procedures and practices provide the
Special Character of Adventist Education, based on the fundamental beliefs and values of
the Seventh-day Adventist Church.

PHILOSOPHY STATEMENT
The education program of this school seeks to uphold the following Christian principles as
embraced by the Seventh-day Adventist Church:
An eternal loving and personal God is the source of all life, truth, beauty and Christian
values.
God is both Creator and Sustainer of the universe.
God, through Christ, has acted to restore between Himself and man, a relationship marred
by sin. He continues to seek a personal relationship with each individual through the work
of the Holy Spirit. His final redemptive act takes place at His second coming to earth.
God, through His moral laws, has outlined standards of ethical behaviour, which, if adopted
by man, develop a commitment to God’s plan and to service for others.
All meaning in life is achieved through reference to God’s plan. God-given capabilities for
creativity, knowledge, social sensitivity and physical well-being are developed as fully as
possible.
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2017 STAFF
PRINCIPAL
Miss Neva Taylor

DEPUTY PRINCIPAL
Mr Daniel Taylor

TEACHERS
Mrs Hahnel/
Miss Shiwani
Mrs Fernandez

~
~
~

Pre-KindyTeacher
Pre-Kindy Teacher
Pre-Kindy Aide

Miss Downes
Miss Iro

~
~

Kindy
Kindy Aide

Mrs Ratu & Miss Lu ~

Year 1

Mrs Heise

~

Year 2

Mrs Heidemann

~

Year 3

Miss Cofini

~

Year 4

Miss Drinkall

~

Years 5 & 6

Pr Marcus Pereira ~

Chaplain

Mrs Develyn

~

Curriculum Coordinator

Mrs Cook

~

Learning Support

Mrs Bjornsson

~

Music and Release Teacher

OFFICE
Miss Wallace
Ms Raymond
Mrs Edwards

~
~
~

Administrative Assistant/Bursar
Administrative Assistant
Office Assistant

ANCILLARY
Lusi Surjawidjaja
Leanne Abbott
Tome Trpcevski
Jone Stojkovski
Bill Nalatu
Jeff Raymond
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Bus Driver
Bus Driver
Bus Driver
Bus Driver
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MESSAGE TO PARENTS
The educational program of this school gives primary emphasis to the development of
Christian values in the lives of its students. Parents and guardians should support the
school by encouraging students to uphold the standards of the Church and the School.
Every effort will be made to work closely with parents for the development of each child’s
potential.
Every effort is made to work closely with parents for the success of each student’s
program. Occasionally questions or problems arise between the student and the school. In
many instances, the school is unaware that a problem exists. If parents have any
concerns, please call to make an appointment with your child’s teacher so that a cooperative effort may be made to resolve the problem. Please address your concerns
directly with your child’s teacher first. If difficulties continue, please contact the school
Principal. The Management Committee and Education Directors can only consider parent
concerns, which have followed this procedure.
Please note that teachers cannot be available during class time because of duty of
care responsibilities.

OUR COMMITMENT
We want you to know that we are committed to our mission, and you have the right to
expect from us:


A caring, safe and supportive environment where all students are respected, open,
honest and effective communication systems between student, staff, parents and
the community.



The opportunity for each student to find fulfilment and challenge in gaining
knowledge and the acquisition of skills.



The promotion of a healthy lifestyle and physical fitness of all students.



Modelling of Christianity as a happy and enjoyable way to live.



Fostering of self-discipline allowing students to accept responsibility for their
choices.



Sensitivity to the needs of individuals and equality for all as children of God.



Positive encouragement for all students.

PRIVACY POLICY
This Privacy Policy applies to schools operated by Seventh-day Adventist Schools
(Greater Sydney) Ltd (the Schools’ Company) and each school that manages personal
information provided to or collected by it.
The Schools’ Company is bound by the Australian Privacy Principles contained in the
Commonwealth Privacy Act. In relation to health records, the Schools’ Company is also
bound by the Health Privacy Principles contained in the Health Records and Information
Privacy Act 2002 NSW.
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The Schools’ Company may, from time to time, review and update this Privacy Policy to
take account of new laws and technology, changes to schools' operations and practices
and to make sure it remains appropriate to the changing school environment.

What Kinds of Personal Information Does a School Collect and How
Does a School Collect It?
The type of information schools collect and hold includes (but is not limited to) personal
information, including health and other sensitive information, about:


pupils and parents and/or guardians (Parents) before, during and after the course of
a pupil's enrolment at the school;



job applicants, staff members, volunteers and contractors; and



other people who come into contact with the school.

Personal Information You Provide:
A school will generally collect personal information held about an individual by way of
forms filled out by Parents or pupils, face-to-face meetings and interviews, emails and
telephone calls. On occasions, people other than Parents and pupils, provide personal
information.

Personal Information Provided by Other People:
In some circumstances a school may be provided with personal information about an
individual from a third party, for example a report provided by a medical professional or a
reference from another school.

Exception in Relation to Employee Records:
The Privacy Act and the Australian Privacy Principles do not apply to an employee’s
record. As a result, this Privacy Policy does not apply to the School's treatment of an
employee record, where the treatment is directly related to a current or former employment
relationship between the school and employee.

How Will a School Use the Personal Information You Provide?
A school will use personal information it collects from you for the primary purpose of
collection, and for such other secondary purposes that are related to the primary purpose
of collection and reasonably expected, or to which you have consented.

Pupils and Parents:
In relation to personal information of pupils and Parents, a school's primary purpose of
collection is to enable the school to provide schooling for the pupil. This includes satisfying
the needs of Parents, the needs of the pupil, the needs of school and the Schools’
Company throughout the whole period the pupil is enrolled at the school. The purposes
for which the school and the Schools’ Company use personal information of pupils and
Parents include:
 to keep Parents informed about matters related to their child's schooling, through
correspondence, newsletters and magazines;
 day-to-day administration;
 looking after pupils' educational, social, spiritual and medical wellbeing;
Hurstville Adventist School Handbook
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seeking donations and marketing for the school; and
to satisfy the school's and the Schools’ Company’s legal obligations and allow the
school to discharge its duty of care. In some cases where a school requests personal
information about a pupil or Parent, if the information requested is not obtained, the
school may not be able to enrol or continue the enrolment of the pupil or permit the
pupil to take part in a particular activity.

Job Applicants, Staff Members and Contractors:
In relation to personal information of job applicants, staff members and contractors, a
school's primary purpose of collection is to assess and (if successful) to engage the
applicant, staff member or contractor, as the case may be. The purposes for which a
school uses personal information of job applicants, staff members and contractors include:





in administering the individual's employment or contract, as the case may be;
for insurance purposes;
seeking funds and marketing for the school; and
to satisfy the schools and the Schools’ Company’s legal obligations, for example, in
relation to child protection legislation.

Volunteers:
A school also obtains personal information about volunteers who assist the school in its
functions or conduct associated activities, such as the school’s Home and School
Association, to enable the school and the volunteers to work together.

Marketing and Fundraising:
Schools treat 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 qualitylearning environment in which both pupils and staff thrive. Personal information held by a
school, may be disclosed to an organisation that assists in the school's fundraising, for
example, the school's Foundation or alumni organisation or, on occasions, external
fundraising organisations. 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.

Exception in Relation to Related Schools:
The Privacy Act allows each school, being legally related to each of the other schools
operated by the Schools’ Company to share personal (but not sensitive) information. Other
Schools’ Company, schools may then only use this personal information for the purpose
for which it was originally collected by the original school. This allows schools to transfer
information between them, for example, when a pupil transfers between Schools’
Company schools.

Who Might a School Disclose Personal Information To and Store Your
Information With?
A school may disclose personal information, including sensitive information, held about an
individual to:


another school;
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government departments;
medical practitioners;
people providing services to the school, including specialist visiting teachers,
counsellors and sports coaches;
recipients of school publications, such as newsletters and magazines;
Parents;
anyone you authorise the school to disclose information to; and
anyone to whom we are required to disclose the information by law.

Sending and Storing Information Overseas:
A school may disclose personal information about an individual to overseas recipients, for
instance, to facilitate a school exchange. However, a 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 Australian Privacy Principles or other applicable
privacy legislation.
The school may also store personal information in the ‘cloud’ that may mean that it
resides on servers that are situated outside Australia.

How Does a School Treat Sensitive Information?
In referring to 'sensitive information', a school means: information relating to a person's
racial or ethnic origin, political opinions, religion, trade union or other professional or trade
association membership, philosophical beliefs, sexual orientation or practices or criminal
record, that is also personal information; health information and biometric information
about an individual.
Sensitive information will be used and disclosed only for the purpose for which it was
provided or a directly related secondary purpose, unless you agree otherwise, or the use
or disclosure of the sensitive information is allowed by law.

Management and Security of Personal Information
The staff from the schools and the Schools’ Company, are required to respect the
confidentiality of pupils' and Parents' personal information and the privacy of individuals.
Each school has in place steps to protect the personal information the school holds from
misuse, interference and loss, unauthorised access, modification or disclosure by use of
various methods including locked storage of paper records and password access rights to
computerised records.

Access and Correction of Personal Information
Under the Commonwealth Privacy Act and the Health Records and Information Privacy Act
2002 NSW, an individual has the right to obtain access to any personal information which
the school or the Schools’ Company holds about them and to advise these organisations of
any perceived inaccuracy. There are some exceptions to this right set out in the Act. Pupils
will generally be able to access and update their personal information through their
Parents, but older pupils may seek access and correction themselves. There are some
exceptions to these rights set out in the applicable legislation. To make a request to access
or update any personal information the school or the Schools’ Company holds about you or
Hurstville Adventist School Handbook
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your child, please contact the School's Principal in writing. The school may require you to
verify your identity and specify what information you require. The school may charge a fee
to cover the cost of verifying your 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. If we cannot provide you with access to that information, we will
provide you with written notice explaining the reasons for refusal.

Consent and Rights of Access to the Personal Information of Pupils
The Schools’ Company respects every Parent's right to make decisions concerning their
child's education.
Generally, a school will refer any requests for consent and notices in relation to the
personal information of a pupil to the pupil's Parents. A school 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.
As mentioned above, parents may seek access to personal information held by a school or
the Schools’ Company about them or their child by contacting the School's Principal.
However, there will be occasions when access is denied. Such occasions would include
where release of the 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.
A school may, at its discretion, on the request of a pupil 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.

Enquiries and Complaints
If you would like further information about the way the school or the Schools’ Company
manages the personal information it holds, or wish to complain that you believe that the
school or the School’s Company has breached the Australian Privacy Principles, please
contact the school's Principal. The school or the School’s Company will investigate any
complaint and will notify you of a decision in relation to your complaint as soon as is
practicable after it has been made.

MANAGEMENT COMMITTEE
Hurstville Adventist School is operated by a Management Committee, which is responsible
for implementing the policies of the Seventh-day Adventist Schools (Greater Sydney Ltd).
The direct administration of the school is delegated to a Management Committee
appointed by the Company Board. The Committee meets six times per year. It is also the
responsibility of this Committee to ensure compliance with local codes and State
requirements.

CHAPLAINS
The School operates with one chaplain. Pr Marcus Pereira is Federal Government funded
and is available to work alongside the students. He is available at any time to assist
parents with any problem or concern they may have regarding the spiritual welfare of their
child. The Chaplain is available at the school on Wednesdays, Thursdays and Fridays. If
you would like an appointment with him, please contact the school.
Hurstville Adventist School Handbook
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HOME & SCHOOL ASSOCIATION
The Home and School Association is involved in organizing programs for the benefit of
parents and promoting a closer liaison between home and school. It also promotes
projects for the improvement of the school and its amenities. Meetings are held on the first
Wednesday night of each month at 6:30pm. All parents are invited to become actively
involved in their child’s school.

ENROLMENT
Hurstville Adventist School is open to all students without regard to their religion, ethnicity
or national origin. Students who wish to enrol need to comply with the school’s standards
of conduct and dress.
Application forms may be obtained from the Office. These need to be completed and
returned, together with the latest school reports from the school the student has been
attending. An interview with the Principal is required and is done by appointment. For
students enrolling in Pre-Kindy or Kindergarten, the school requires a copy of their birth
certificate, passport and immunization records. A non-refundable enrolment fee of $400 is
payable on application. Acceptance letters will be issued to applicants once approval has
been sought from the Management Committee .The school must be informed of any
changes in a student’s information. This includes: change of address, telephone numbers,
medical conditions, and family situation.

REGISTRATION DAY
Wednesday, 25th January, 2017.
Parents are invited to visit the school during the following hours:
8:00am - 6:30pm
The purpose of your visit will be to:


Complete forms for school organisation (if not already done).



Complete and confirm transport details. Behaviour contract to be read, agreed on
and signed



Pay tuition and registration fees for Term 1.



Purchase any uniform items necessary to begin school



No classes are held on Registration Day.

FINANCIAL INFORMATION
The tuition fee represents approximately one-third of the cost of educating each child. The
remaining two-thirds is met by a combination of Commonwealth and State Recurrent
Grants on a per capita basis, allocations from Seventh-day Adventist churches in the
Sydney area and from Seventh-day Adventist Schools (Greater Sydney) Ltd.
All fees need to be paid in full by the end of each term unless other arrangements
have been made with the Principal.
Fees can be paid by cash, cheque, credit card, EFTPOS, direct debit, school deposit book
or from your wages. (Make arrangements with your employer)
Hurstville Adventist School Handbook
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Payment by credit card incurs a fee: $1.00 per transaction.
Overseas students must pay all fees six (6) months in advance by cash or credit card. An
annual discount does not apply.
Annual Tuition fees

- $14680

Administration

-

$860

Consumable fee

-

$720

Parent and Citizen Association

-

$100

School Bus Service Fee (if applicable) -

$1000

One Term notice must be given if terminating enrolment during a school year
otherwise an Exit Fee of $500 will be charged. Term Fees are non-refundable.

Tuition Fees
Pre-Kindy

$55 per day per child

Years K—6

$1240 per term (1 child)
$2108 per term (2 children)
$2604 per term (3 children)
$2976 per term (4 children)

Consumables Fee
Pre-Kindy

$612 per year

Kindy to Year 6

$720 per year

This covers:


Text Books, Bible, Exercise Books and Stationery



Excursions-excluding Year 5&6 Canberra trip



Mathletics



Intrepica or Reading Eggs English program



Sport - Gymnastics, Athletics & Swimming



Insurance for your child



Photocopying and Internet Charges

Home and School
Home and School is $25 per term per family

Pre-Kindy Fees
Pre-kindy fees for 2017 are $55 per day. There is an additional consumables fee of $153
per term payable at the beginning of each term.
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Bus Fees
Bus fees for 2017 range from $200-$250 per term, per child. This works out to be $2.50
per trip.

Additional Charges:
The cost of uniforms and private music tuition are not covered by school fees.

Discounts
Family Discount: For children of families who are members of a Seventh-day Adventist
Church, and therefore contribute to the cost of operating the school through church and
Conference appropriations, a fee discount will apply.
Where more than one child per family is enrolled at the school, the discount given is
calculated as follows:
Two children

15% discount

Three children

30% discount

Four children

40% discount

Fifth child

Free

Prompt Payment Discount:
A 2.5% discount on tuition fees is allowed if the full term's fees have been paid by the end
of the third week of each term.
Fee Assistance:
Fee assistance may be available to those needing some support financially. To apply for
fee assistance, you will need to contact the Office to make an appointment to see the
Principal and complete an application form. For those already receiving assistance, a
reapplication for the following year, is needed for reassessment. The closing date for reapplication for assistance is the end of Term 3.

SCHOOL HOURS
8:30

Classes start

10:30

Recess

10:45

Classes

12:50

Lunch

1:30

Classes

2:30

Classes finish

A teacher is on duty from 8:00am in the morning until 3:00pm.

ATTENDANCE
Students are expected to attend and participate in all classes. Parents are requested to
make every effort to ensure that students are punctual. Because of legal requirements, the
school requires a written explanation for every period of absence. Parents of students
arriving after classes have commenced, are required to complete a late note at the office.
Hurstville Adventist School Handbook
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When a child has an unacceptable record of attendance, the following steps are taken:
Class teachers are instructed to inform the office once a student’s attendance falls below
85%.
A parent interview is arranged and a plan formulated to ensure the student attends school
regularly.FACS (Family and Community Services) and organise a Direct General case
conference.
Where the parents of a student seek an exemption from attendance at school, an
application form is to be submitted to the School Principal with supporting documentation.

TRANSPORT
While it is the responsibility of parents to organise transport to and from school, the
following help is available:
Public Transport: On application through the school, free train and Opal bus passes may
be obtained for children who live in excess of 1.6 km from school.
School Bus Service: The school operates three buses under the control of the Principal
and Management Committee. A charge of $200 - $250 per term applies which equates to
$2.50 per trip. When buses do not run, parents are responsible for organising alternate
transport.
Unacceptable conduct will result in the student being denied the privilege of using the bus.

PARENT INVOLVEMENT
Parent involvement is encouraged in the following ways:


Listening to students read



Assisting with the organization & running of events



Acting as parent helpers on excursions



Promoting a sense of community at school

PARENTS, VOLUNTEERS & VISITORS
For our students’ safety, all parents, volunteers and visitors entering the school between
the hours of 8:30am, and 2:30pm, must report to the Office and sign in to obtain a Visitor’s
Pass. When leaving, please remember to sign out. Parents and all volunteers and visitors
must not enter the staff room, Office or classrooms unless authorised by staff. When
volunteering in any capacity, a Working With Children Check (WWCC) is required. A
volunteer check is free. An application needs to be made online.

PARKING
Parking is available on Wright and Hudson Streets. Parking spaces can be at a premium
most mornings and afternoons due to the activity in the park or the public school behind
us. Parents are encouraged to be on time to pick up their children as we finish half an hour
before the public school. Please remember that it is not safe to double park or park in
driveways. NO PARKING IS ALLOWED IN THE PRE-KINDY PARKING LOT OR THE
DRIVEWAY.
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PARENT PICK UP AREAS
Before you can collect your child, his/her name needs to be checked off by the teacher on
duty. Your child can be collected from the area near the side gate on the right of the office
or Orange Lane. Parents are requested to wait outside the gate and the teacher on duty
will send your child out to you. Pre-Kindy Teacher will pick up and drop off your child at the
front of the school on arrival and departure.

ACADEMIC INFORMATION
The Curriculum
Every aspect of the school curriculum is devoted to the development of the whole person,
spiritual, mental, social and physical. The curriculum has been designed to integrate
Christian philosophy and lifestyle into the total school program.
The curriculum is organised into the following Key Learning Areas:
Biblical Studies
Encounter
English

Writing and Representing
Grammar, Punctuation and Vocabulary
Spelling
Handwriting and Using Digital Technology
Reading and Viewing
Synthetic Phonics
Speaking and Listening
Library

Mathematics
Number and Algebra
Measurement and Geometry
Statistics and Probability
Geography
History
Creative Arts

Music
Drama
Visual Arts
Dance

Personal Development, Health and Physical Education

Children With Special Needs
Gifted and Talented
The school identifies these students by listening to the recommendations from teachers,
parents and by studying results from standardised tests administered in the final term of
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each year. We also have professional staff who are available to administer tests that will
give a clearer indication of a student’s capabilities. Students deemed as being gifted and/or
talented are extended within the mainstream classroom by the classroom teacher.
Learning Difference
These children will be identified as stated above. Special Individual Learning Plans (ILP’s)
are drawn up for each child in consultation with the parent, teacher, principal, clinical
psychologist/support teacher and in some cases, the student. The ILP will be followed by
the classroom teacher and will be reviewed on a three monthly basis or as is determined
by the parent and teacher.

DISCIPLINE
The School’s Student Management Plan encourages consistency when either rewarding or
disciplining behaviour and provides strategies for the implementation of the Discipline
Policy. The School encourages each student to adopt and develop a core set of values in
harmony with Christian ethics.
Key Principles:











A Christian perspective of forgiveness, care and love.
A restorative approach to all relationships and individuals involved.
Fairness is always sought.
Consistency in disciplining is required by individual staff and as a corporate body.
Sensitivity to others’ feelings and needs.
Development of self-discipline.
Clarity in the expectations of the behaviour management policy by staff and
students.
Balanced approach between sensitivity and consistency.
Periodical review of the policy by staff.
All parties concerned in a matter will be able to voice their view in an open and
accepting forum

Code of Christian Conduct
Everyone has the right to work and learn without being disrupted by others.
Everyone has the right to be treated courteously and respectfully.
Everyone has the right to work and play in a clean and safe environment.
“Treat others the way you would like to be treated.” Matthew 7:12
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CONSEQUENCES FOR STUDENTS WHO CHOOSE TO BREAK OUR PLAYGROUND
RULES

Behaviour
Break
Rules

Go to
Area

Consequence
Playground

Calm

3 Warning
Term

in

Down
One

Warning

Consider the choices you make
Visit Mr Taylor
Time off the
Playground

Playground Behaviour Form to be completed
(This is sent home to be signed and returned the next day)
2 Behaviour Forms in
a Term
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If I Break Our Classroom Rules

1
2
3

If a child breaks a
classroom rule, put
his/her name on the board

If a child breaks a rule,
put a cross next to his/her
name

Name on the board

Child should
stop the
behaviour

This is a warning

Tell the child to
make a good
choice

Send the child to the time
out desk to do his/her
work quietly

Tell the child to
think about
his/her
behaviour

X
If a child breaks another
rule, put another cross
next to his/her name

XX

Send the child in to Mr.
Taylor to fill in the

If a child:

4




Gets a third cross
Displays unsafe
behaviour

If a child has:


5

Been sent to Mr
Taylor 2 times
OR



Displayed
extreme
behaviour or Mr
Taylor is unable
to attend to.

‘classroom behaviour’
sheet and discuss the
sheet with the child
Discuss with child. This
sheet will be photocopied
and sent home and then
returned to Mr Taylor signed
by a parent. Mr Taylor to
document

Principal fills in the
behaviour follow up
form. Principal sends
home a formal letter
telling parent at what level
the child is on. Copy of
the form/letter is
photocopied and is placed
in Mr Taylor’s pigeon
hole.

Mr Taylor will
set a goal for
improving
behaviour with
the child.

Principal, parent
and child will set
a goal for
improving
behaviour.

Principal’s Steps:
1.
2.
3.
4.
5.
6.
7.

Letter Sent Home
Parent Interview
In-school Suspension
Child calls parent
Parents to pick up from school
Out of school suspension
Management Committee and possible expulsion
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Classroom Discipline
Each teacher has the authority to maintain discipline in the classroom. In the course of
normal tuition a teacher has the authority to require a student to report at a recess or a
lunchtime if a student’s behaviour or performance so indicates. Classroom detentions
are used by the teacher where a student is in breach of classroom rules and
regulations.
Included are such things as:








Failure to follow instructions or co-operate during lessons.
Failure to seek permission to move, leave or use classroom equipment.
Failure to complete tasks or homework.
Behaving in a manner that interferes with class activities and learning.
Failure to respect others and their property.
Misuse of classroom equipment and property.
Lack of respect for staff

CLASSROOM

PLAYGROUND

SCHOOL RULE
I WILL DO MY
BEST

Listen and concentrate

Play fairly; be a good sport

Complete work to the best of my
ability

Set a good example for others

Produce quality work

Behave sensibly when moving from classroom to
playground

Use time wisely and stay on task

Behave appropriately on excursions

Feel proud of my behaviour and work

I WILL STAY
SAFE

Use sport equipment safely

Be sun safe – NO HAT, NO PLAY

Move around safely

Play safe games

Walk quietly and safely

Play sensibly on equipment and with sport

Store bags in a safe, neat way

equipment
Walk on stairs, and near toilets and canteen.
Play in designated areas

I WILL BE KIND
TO OTHERS

Cooperate and help others in need

Play fairly and safely – give others a go

Be polite and courteous

Share equipment – cooperate and take turns

Ask before touching others property

Be sensible

Consider others’ feelings

Always consider others feelings.

Use materials wisely.

I WILL CARE FOR
THE
ENVIRONMENT

Always do the right thing

Reduce, reuse, recycle.

- keep playground tidy

Keep your area tidy.

- keep toilets clean

Store bags neatly.

Save water – use only what

Return equipment to the right place.

Return equipment to its rightful place.

Save electricity and water.

Care for the natural

is needed.

environment.

Look after garden areas by keeping off them
when asked.
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Make sensible choices about learning.
I WILL TAKE
RESPONSIBILITY Stay calm and work out problems with the
teacher.
FOR MY CHOICES
Follow class and school rules.
Think about my actions and their effect on
others.

Be in the right place at the right time.
Solve problems without violence.
Think about my actions and effect on others and
their games.
STOP THINK DO

STOP THINK DO

Student Rights and Responsibilities
Students are not too young to understand that granting of rights must be followed by the
acceptance of responsibilities.
RIGHTS AT SCHOOL

RESPONSIBILITIES AT SCHOOL



I have the right to be happy and to be treated with
compassion. No one should laugh at me or hurt
my feeling.



I have the responsibility to treat others with compassion,
not to laugh at others, tease others or try to hurt the
feelings of others.



I have the right to be treated with respect and
politeness.



I have the responsibility to be polite to others and to treat
them with respect. I have the responsibility to respect the
authority of teachers. I have the responsibility to use
acceptable language when I speak to others.



I have the responsibility to make school safe by not
threatening anyone, hitting anyone or hurting anyone in
any way.



I have the responsibility not to steal, damage, destroy or
interfere with property of others.



I have the responsibility to co-operate with teachers and
other students to ensure that lessons proceed smoothly
and that I keep up-to-date with required work. I will not
behave so as to interfere with other student’s right to
learn.



I have the responsibility to be punctual, to attend school
regularly, and to contribute to school activities so that
they will be of benefit to me.



I have the responsibility to respect others as individuals
and not to treat them unfairly because I might not agree
with their appearance, beliefs or values.



I have the responsibility to be clean and tidy in
appearance.



I have the right to be safe. No one should threaten
me, hit me or hurt me in any way.



I have the right to expect my
property to be safe.



I have the right to obtain maximum benefit from
lessons.
I have the right to expect that
educational activities will be of benefit to me.





I have the right to be myself. No one should
treat me unfairly because I am different from
him/her.



I have the right to have my good health habits
respected.



I have the responsibility to care for the school
environment and keep it tidy and clean.



I have the right to have pleasant, clean and
well maintained grounds.



I have the responsibility to tell teachers about dangerous
objects and other dangers in and around the school.



I have the right to be provided with a school
where I am not in any physical danger.



I have the responsibility to behave in a way that will gain
respect for the school, especially when going to or
coming from school and on out of school activities.



I have the right to expect that the local
community will provide support for the school,
will respect and have pride in the school.





I have the responsibility to learn self-discipline. I have the
responsibility to respect the rights of others.

I have the right to be helped to learn selfcontrol. I have the right to be helped to learn
self-discipline. No one will ignore me if others
abuse my rights.
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Excursions
Seeing and experiencing are excellent learning techniques as well as add colour and
variety to a unit of study. The following procedures will take place for school excursions:


Teachers in ‘loco parentis’ will take all responsible duty of care to ensure the health
and safety of each child;



Written permission is required from the parents;



Parents will be given notification of the nature and extent of the excursion as well
as any special requirements or conditions anticipated;

 Sufficient teachers and adults will be taken to adequately guide and supervise the
students at all times;


Students in Years 5 & 6 will attend a three day trip to Canberra, each odd year.

Homework
Homework is an integral part of the school and parents can expect it to be regularly set.
This enables students to practise and memorise the work done in school. While teachers
do their best to assist and encourage students, it must be stressed that the student’s
initiative and effort are the determining factors of success. The encouragement and
assistance of parents is also important.
Homework and independent study is required on a regular basis and the following times
are recommended minimums per night:
Kindy

15 minutes

Year 1 & 2

30 minutes

Years 3 & 4

40 minutes

Years 5 & 6

45 minutes

PLEASE NOTE: Teachers WILL NOT be providing HOLIDAY HOMEWORK. Excel
Workbooks at grade level are available from most news agencies and book stores.
Mathletics/Literacy Planet/Reading Eggs can be done.

Library
The main function of the library is to meet the learning and teaching needs of the school.
All students from Pre-Kindy to Year 6 attend weekly library classes. These classes include
instruction in library skills, literary appreciation and borrowing time. Pre-Kindy classes visit
the library twice a week to ensure the whole class is able to access the library.
The school’s red library bag must be brought to school on your child’s library day. You will
be informed of that day in the first week of school. We have the policy: No Library bag ~
No borrowing.
Books must be returned from the previous week before any other books can be borrowed.
Any books lost will incur a replacement fee of $25 payable to the office.
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Music
In addition to the music taught in class, the school offers the following private tuition: piano
and guitar. These lessons are held during class time on a rotating basis so children are not
missing the same subject each week.
If you would like your child enrolled, please contact the office.

Physical Education
All classes have daily skill lessons. Weekly sport periods are provided for all students to
participate in team sports and games.
Term 1

Classroom Team Games

Term 2

Gymnastics Training

Term 3

Athletics Training

Term 4

Swimming

Reporting and Assessment
The best kind of reporting is face to face discussions between the parent and teacher. Our
school encourages this kind of reporting whenever possible.
Parents are encouraged to come in for an interview with their child’s teacher so that a
discussion can be had regarding the progress of each child.
A full Academic Report is issued in Terms 2 and 4. Parents have the opportunity to discuss
their child’s progress with the teacher at the end of Term 2. Interviews at the end of the
year need to be requested and will be held by appointment only.
A portfolio of work is compiled over the course of the year using an App called “SeaSaw”.
Parents will receive notifications on a regular basis regarding work being done in class.

Uniform
The wearing of school uniform is a pledge to the school and an important contribution to
the school tone. Therefore, wearing of regulation uniform is compulsory. Uniform is
available for purchase from the school uniform shop
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Girls
Summer

Boys

Dress: Blue Check

Shorts: Navy

Hair Items: Navy, blue, white or summer
uniform material

Shirt: White, short sleeved with the school logo

Socks: Short, white, plain, ribbed
Shoes: Pre-Kindy, Kindy and Year 1 - Black
leather shoes with Velcro
Years 2 to 6 - Polished black leather, lace up
Jacket: Sports jacket for all year wear

Socks: Short, navy
Shoes: Pre-Kindy, Kindy and
Year 1 - Black leather shoes
with Velcro
Years 2 to 6 - Polished, black,
leather, lace up
Jacket: Sports jacket for all
year wear

Hat: Cricket hat with school logo

Hat: Cricket hat with school
logo

Winter

Tunic: Blue tartan

Trousers: Navy

Blouse: White Peter Pan collar

Shirt: White, long sleeved with the school logo

Tie: Red bow tie

Tie: tartan

Hair Items: Navy, red, white or winter uniform
material

Socks: Navy

Socks: White socks or navy tights/stockings

Shoes: Pre-Kindy, Kindy and Year 1 - Black
leather shoes with Velcro

Shoes: Pre-Kindy, Kindy and Year 1 - Black
leather shoes with Velcro

Years 2 to 6 black, leather lace ups

Years 2 to 6 black leather lace ups

Jacket: Sports jacket as for all year wear
Jumper: Navy, woollen ‘V’ neck with school logo

Jacket: Sports jacket for all year wear
Jumper: Navy, woollen ‘V’ neck with school
logo

Hat: Cricket hat with school logo
Vest: Navy woollen ‘V’ neck with school logo

Hat: Cricket hat with school logo
Vest: Navy woollen ‘V’ neck with school logo

Sports
Summer

Shorts: Navy

Shorts: Navy

T-Shirt: Blue, short sleeves with school logo

T-Shirt: Blue with school logo

Socks: White

Socks: White

Shoes: Plain sports shoes

Shoes: Plain sports shoes

Hat: Cricket hat with school logo

Hat: Cricket hat with school logo

Hair Ties: Navy and white

Sports
Winter

Tracksuit: Navy with school logo on jacket

Tracksuit: Navy with school logo on jacket

T-Shirt: Blue, long sleeves with school logo

T-Shirt: Blue, long sleeves with school logo

Socks: White

Socks: White

Shoes: Plain sports shoes

Shoes: Plain sports shoes

Hat: Cricket hat with school logo

Hat: Cricket hat with school logo

Hair ties: Navy and white

Vest: Navy with school logo

Vest: Navy with school logo

General

School bag: Navy with school logo

School bag: Navy with school logo

Homework bag: Navy with school logo

Homework bag: Navy with school logo

Library bag: Red with school logo

Library bag: Red with school logo

Bible: Children’s Bible (Years 3-6)

Bible: Children’s Bible (Yrs 3-6)
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GENERAL INFORMATION
Canteen and Uniform Shop
The School Canteen and Uniform Shop are now being run by Kool Mobile App Pty Ltd.
Canteen and Uniform orders can now be ordered online. They will be packaged and given
to your child.

Diseases and Illnesses
Children with infectious diseases must remain away from school for the period as stated by
the Health Department. Please consult with your doctor before returning your child to
school.
Pre-Kindergarten and Kindergarten students need to provide immunization records at the
time of enrolment.
General guidelines for time away:
Mumps

14 days after swelling appears

Rubella

4 days after rash appears

Conjunctivitis

Doctor’s advice

Whooping Cough

14 days and other family members
14 days after exposure

Chicken Pox
Measles

Doctor’s advice
Doctor’s advice

Hat Policy
Our school enforces the ‘NO HAT NO PLAY’ rule. Therefore, all children are required to
eat their lunch in areas protected from the sun and all children must wear the regulation
hat which protects the face, head, ears, and neck from the sun. Children must wear their
hat throughout the whole year, during the hours of 10.30am—3.00pm ~ for all sports, PE
and free play activities.
We also strongly encourage the wearing of sun block and recommend that each child has
his/her personal sunscreen for all occasions.

Inclement Weather
In inclement weather where students have to walk from buses to school, protective clothing
to keep them dry is acceptable until they arrive at school.

Lost Property
All care will be taken to collect students clothing left on the school premises but no
responsibility can be taken. NAME TAGS ARE REQUIRED ON ALL CLOTHING. Names
on the inside of shoes or marks on the soles will help also. All lost property is located in the
main entrance outside the office.

Pocket Money
It is recommended that children do not have large amounts of pocket money whilst at
school. We suggest that $10.00 should be the maximum amount.
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School Captains
School captains are elected for the purpose of representing the school, responding to
guest speaker, welcoming visitors and assisting the school staff where possible.

Student Council
The students are represented by a team of student members chosen from years 1 - 6. The
student council assists with general duties at the school and discusses matters of special
interest with the student body. The Student Council consists of a Teacher Representative,
School Captains and a boy and girl representative from Year 1-Year 6.

Administrative Assistants
The Administrative Assistants are:
Cassie Wallace

8:00am to 4:00pm

Dany Raymond

9:00am to 3:00pm (Monday to Thursday)

Telephone ~ Student Use
The school telephone is not for student use, except in the case of emergency where the
principal gives permission. There are times when it is necessary for parents to contact their
children during a school day and we are happy to assist. However, please try to minimize
phoning messages through to your children as valuable time is often spent in delivering
these messages.
Mobile Phones:
While it is important for parents to contact their child from time to time, in an emergency we
encourage you to call the school and leave a message. If you desire to have your child to
carry a mobile phone, the phone will be handed in at the office at the beginning of the day
and collected at the end of the day.
Telephone Enquiries
Principal

Miss Neva Taylor

School

9580 5794

Mobile

0425 251 672

Email

info@hurstville.adventist.edu.au

Website

www.hurstville.adventist.edu.au.

Some Things to Think About as a Student at Hurstville Adventist School


Do your best to be successful at your schoolwork.



Be polite and respectful when you speak to others.



Learn to know Jesus and live as God’s Word tells us.



Act in a courteous, Christian, responsible manner at all times and show common
sense.



Be on your best behaviour in public, when travelling to and from school, on
excursions and at sport.



Co-operate willingly with everyone at all times.
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Eat plenty of whole grain foods and fruit and vegetables. Avoid eating foods that
contain excessive amounts of sugar and fat.



Accept correction without arguments when you have misbehaved.



Wear the school’s uniform in a representative manner.



Listen to, or read carefully, all messages.



Bring all necessary materials to class and complete set work on time.



Make your school a happy place by avoiding fights, bad language and acts of
vandalism.



Make the most of your time at school. Your teachers can help you to learn and
enjoy your work but your effort is vital.
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Guidelines for Making Complaints and Appeals

Information for Students, Parents, Staff and Members
of the community
What do we mean when we say……?
Term

Meaning

Complaint

An expression of dissatisfaction about the school’s action
or lack of action or about the standard of a service,
whether the action taken or the service provided was by
the School itself or a body acting on behalf of the
School".

Complainant

The parties who are making the complaint

Appeal

A request to someone in authority to reconsider a
previous decision. Appeals are usually made to the
supervisor of the original decision maker.
Appeals are considered on the basis of:

1.

A fair hearing wasn’t granted before the
decision was made.

2.

The decision maker showed bias

3.

Not all the evidence was considered

Appellant

A person or group of persons who appeals against a
decision made by the school

Employee

For the purpose of this guideline an 'employee' includes
employees, contractors, volunteers, trainee teachers,
work experience participants, ministers of religion, and
chaplains who are engaged at the school. In this
guideline where there is a reference to an employee it
includes all of these persons.

Enquiry

Request for further information

Grievance

A grievance is another term used for a complaint
generally raised by an employee about the conduct of
another employee including senior administrative staff in
the organisation

Procedural Fairness

The rules or principles of procedural fairness have
developed to ensure that decision- making is fair
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Term

Meaning

and reasonable. The Principles of Procedural
fairness are:
1.

2.

3.

4.

The right to a fair hearing. This includes:

a)

The right to know the detail of the
allegation before having to prepare a
response.

b)

The right to give a response before any
decision is made.

c)

The right to sufficient time to prepare a
submission.

d)

The right of reply to a decision

An unbiased decision maker. This excludes from
the decision making anyone who:

a)

has brought the complaint

b)

has a vested interest in the outcome

c)

has a conflict of interest

d)

played a part in the investigation

Evidence to support a decision. The decision should
be made only on:

e)

evidence relevant to the matter

f)

evidence to which there is proof

g)

the balance of probabilities. This means
that to make a finding there is more
evidence for the allegation than against.

Inquiry into matters in dispute

Natural Justice

Another term for Procedural Fairness

Informal Complaint

An informal complaint is where the complainant with the
concern discusses the matter privately with the person
subject of the complaint. Within a Christian Community
this is encouraged as it follows Jesus’ admonition in Matt
18:15 “If another believer sins against you, go privately
and point out the offence. If the other person listens and
confesses it, you have won that person back.” New Living
Translation. This keeps the matter low key, confidential
and if successful provides a quick resolution
Not all complainants may feel comfortable with this
approach and are free to commence with a formal
complaint

Formal Complaint

A formal complaint involves a third party investigation, a
written report with findings and recommendations.
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Term

Meaning

Allegation

All complaints raised will be treated as allegations until
the investigation returns a final finding

The Schools’ Company

The organisation that runs the school

Enquiries
Enquiries about school policy, guidelines, processes or decisions are welcome and are
useful to clear up potential misunderstandings. It should be noted that the School may not
be able to fully respond to some enquiries because the information may be considered
personal or sensitive under the School’s Privacy Guidelines.
An enquiry is not considered a complaint but it may lead to a complaint. Community
members with concerns should consider whether they are fully aware of the circumstances
and whether an enquiry would be helpful in clarifying the matter before making a
complaint.
An enquiry can be made by phone, email, by letter or in person and addressed to the staff
member who would have the most knowledge of the matter. If uncertain the enquiry
should be addressed to the Principal
The School should acknowledge the receipt of your enquiry within 24 hours giving you an
estimated time for the full response.

Complaints
Who can make complaints?
Students, Parents and Carers, “employees” at the school and community members who
have a concern are all free to raise an informal or formal complaint.

Who can they complain about?
Employees
Guidelines for the conduct of employees are set down in the staff code of conduct and
other school documents. If there are any concerns about an employee’s conduct being
inappropriate this can be addressed in a complaint
Students
There are expectations for student behaviour while at school set out in school documents.
This expectation is extended to out of school hours when the student is obviously
representing the school in certain events or when they can be identified online.
Complaints about a student’s conduct during these times are appropriate to raise with the
school.
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Parents
Generally parent conduct is outside the control of the school. Inappropriate behaviours
during public school meetings can be the subject of a complaint but it should be
understood that the school might be limited in its power to intervene.
Members of the community
Generally the conduct of members of the community is outside the control of the school.
Inappropriate behaviours during public school meetings can be the subject of a complaint
but it should be understood that the school may be limited in its power to intervene.

Is it possible to have a support person attend any interviews related to a
complaint?
The School’s company and its schools are committed to better practice in complaints
handling. This extends to the use of a support person at all meetings you attend relating to
the handling of the complaint. This also extends to any subsequent appeal.

Is it possible for the school to provide assistance if I have difficulty
completing forms or making myself understood?
If you need help in anyway with understanding the process or making yourself understood,
the school will be happy to provide someone to assist you in completing documents or
assisting you during the complaints or appeals process. This could include arranging for
someone to translate for you.
If you need assistance in this way let the principal know when you contact him about the
complaint.

What types of things can be subject to complaint?
Employees
The Schools’ Company will group a complaint about an employee’s conduct into one of the
following categories.
Inappropriate
Behaviour

Conduct contrary to the expectations set out in
the School’s Policies, Guidelines and
Handbooks

Professional
Misconduct

Conduct contrary to the Staff Code of
Conduct

Reportable
Conduct

A special class of conduct that needs to be reported to
the NSW Ombudsman and investigated by the
Schools’ Company

Criminal
Conduct

Any criminal act

You do not need to know which of these categories is appropriate. The person taking the
complaint will assist you with this.
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Students
Any behaviour contrary to the Student code of conduct, the student rights and
responsibility document or the Student Handbook. You don’t need to know whether the
behaviour is contrary to that which is expected in these documents before making the
complaint. If you have a concern and believe the behaviour is inappropriate, raise the
concern and the person taking the complaint will assist you with this.

What kinds of complaints are outside this guideline?
Complaints relating to employee remuneration are handled under the dispute resolution
guidelines in the enterprise agreement.
A complaint will become outside the jurisdiction of this guideline if it becomes a matter for
the courts.

How do I make a complaint?
Informal complaints
Informal complaints can be made by requesting an interview with the person subject of
complaint.
Formal complaints
A formal complaint can be made by phone, email, by letter or in person.
A formal complaint should be addressed to the Principal unless the complaint is about the
Principal, in which case it should be made to the Head of Agency. The Head of Agency for
the Schools’ Company is:
Greater Sydney Dr Jean Carter

jeancarter@adventist.org.au

NNSW

Mr Glen King

glenking@adventist.org.au

SNSW

Dr Jean Carter

jeancarter@adventist.org.au

What if I am unhappy with the result of an informal complaint?
You are free to formalise the complaint using the process outlined above.

What responsibilities are expected of me as a complainant?
1.

keep the matter confidential and encourage others to keep it confidential
while the complaint is being processed.

2.

raise concerns promptly and directly with the appropriate member of the
school staff

3.

indicate if you need assistance during the complaints handling process.

4.

explain the problem as clearly and as fully as possible, including any action
taken to date and an indication of the desired solution

5.

be as dispassionate and constructive as possible about the complaint.
Aggressive, obsessive or abusive behaviour cannot be tolerated as each
employee has the right to a workplace free of such behaviour. If this negative
behaviour occurs, employees are directed to cease discussion of the problem
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and report the matter to a supervisor. The supervisor may write to abusive
complainants to inform them that their behaviour is considered to be
unacceptable.
6.

allow the College a reasonable time to deal with the matter, and

7.

if you wish to respond to the preliminary finding, ensure that this is done prior
to the deadline given.

How will a formal complaint be handled?
1.

The school is committed to investigate the complaint.

2.

The school is committed to keeping the investigation confidential. All persons
involved in the investigation including the complainant will be asked to keep
the investigation confidential.

3.

The investigation will operate under the principles of procedural fairness.

4.

The investigation will make a finding on the basis of the evidence gathered.

5.

The investigation will prepare a report with findings and recommendations.

Who will investigate a formal complaint?
1.

The complaint will be referred to the Head of Agency.

2.

The Head of Agency will appoint an investigator.

3.

The investigator will be unbiased

4.

The investigator may be:
a)
b)
c)

for the Inappropriate behaviour allegations of students and employees a
senior member of staff from the school.
for more serious professional misconduct of employees a trained
internal or external investigator.
for serious Reportable Conduct Allegations or alleged criminal conduct
the matter may be referred to the Police or Family and Community
Services to investigate

How will the investigation proceed?
1.

The investigator will do a risk assessment and may stand down the person
subject of complaint from ongoing duties while the investigation proceeds

2.

The investigator will contact you to arrange an interview.

3.

The investigator will interview witnesses and collect evidence.

4.

The investigator will present the PSOC with a letter outlining the allegations.

5.

The investigator will seek a response from the PSOC.

6.

The investigator may seek further information from you.

7.

The investigator will put the evidence gathered into a report and suggest a
preliminary finding and recommendations for the school.

8.

The report will be given to the Head of Agency for review and to make the
preliminary finding
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9.

The PSOC will be given an opportunity to respond to the preliminary finding.

10.

The Head of Agency will review this response and make a final finding.

11.

As complainant, you will be given a briefing on the result of your complaint.

What will happen to the person subject of complaint if the findings are
sustained?
For students a sustained finding may result in a warning or further discipline action.
For employees a sustained finding may result in a requirement to attend training, further
discipline action and/or employment action.

Can a complaint be anonymous?
Anonymous complaints are more difficult to process. This is because it is often difficult to
conduct a full investigation without knowing the identity of a complainant. Investigations
often require further information or clarification from the witnesses including the
complainant. Without knowing how to contact witnesses, this process can’t be completed.
Good practice complaints handling also requires that the outcome of an investigation be
communicated to the complainant. This is not possible if the Complainant wishes to
remain anonymous.
While the School will attempt to investigate an anonymous complaint it can’t guarantee that
the investigation will be completed.

Appeals
Anyone with a concern about a decision made by the Schools’ Company or one of its
schools is welcome to appeal the decision.

What is an accepted basis for an appeal?
A decision made by the school can be appealed on two grounds.
1.

The process of making the decision was not procedurally fair.

2.

the decision itself was not fair in that it is counter to the School’s philosophy,
policies and guidelines

Procedural Fairness
The Schools’ Company and its schools is committed the principles of procedural fairness in
its decision making processes. These are:
1.

The right to a fair hearing which includes the right:
a)
b)
c)
d)

2.

for a person to know the detail of an allegation before being expected to
respond.
for time to prepare a response.
to respond before the decision is made.
to right of reply to a decision.

The right to an unbiased decision maker. This excludes from the decision
making process anyone who:
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a)
b)
c)
d)
3.

has brought the complaint
has a vested interest in the outcome
has a conflict of interest
played a part in the investigation

Evidence to support a decision.
a)

b)

The decision should be made only on:
i)
evidence relevant to the matter
ii)
evidence to which there is proof
iii)
the balance of probabilities as a burden of proof. This means
that to make a finding there is more evidence for the allegation
than against.
The investigation should make every effort to gather evidence relating to
matters in dispute

Unfair decisions
A school decision may appear to be counter to a schools philosophy, policy, guidelines or
documented procedures. In this case there is a perception of the decision being unfair
because of an inconsistent application of these principles.

How can an appeal be made?
An appeal should be made in writing and addressed to the Principal. The appeal should
include the original decision and state the reasons why you believe the decision is unfair.
If you are unsure of the specific grounds, the Principal will assist you in clarifying the
appeal.

How long will it take for an appeal to be processed?
Work on reviewing your appeal should commence within 5 working days. A decision on
the appeal should be concluded within a further 5 working days.

Who will make the decision on the appeal?
For the purposes of this guideline the individual or group of individuals who will review an
appeal, will be called the Review Panel.
For decision originally made
by…

The Appeal will be reviewed
by…
The Review Panel

A Teacher

The Teacher’s Head of
Department or Head of School

A Head of Department or Head of
School

The Principal

The School Administration

The School Council

The Principal

The School Council or Head of
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Agency
The School Council

The Head of Agency

The Head of Agency

The Chairman of the Schools’
Company Board

What process will be used to review an appeal?
1.

If the Review Panel is a group of individuals, one of those individuals will be
assigned to act as the Review Panel Secretary. The Review Panel Secretary
will prepare the materials for the group to review before making the decision.

2.

If the review is to be done by an individual, that person will act as the review
panel secretary and the review panel.

3.

The review panel secretary may contact parties to the original decision to
clarify any matters relating to the appeal.

4.

The review panel secretary will collect all records relating to the original
decision.

5.

The process of review may include:
a)
b)

c)

6.

A check of the information gathered for completeness. This may involve
further investigation is anything is missing
a review of the original decision comparing it with the appropriate
philosophy, policies, guidelines and processes outlined in the school
documents. Decisions counter to existing policy or procedure may be
overturned.
The review panel will check the decision making process to see if
procedural fairness was used in all aspects of that process. Decisions
made without procedural fairness may be overturned, or the original
decision maker may be asked to start the decision making process
again, this time ensuring procedural fairness if the review panel believe
a fair decision is still possible.

The review panel will make a preliminary finding on the appeal. This will
generally take the form…
Because of the following reasons….
(list of evidence relied on) …
The review panel….
Overturns the original decision….
or
Upholds the original decision….
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or
Directs the decision maker to remake the decision applying procedural
fairness to the process
7.

This preliminary finding will be shared with all parties that have a material
interest in the decision setting a deadline for a response.

8.

The response should address new evidence that may not have been
considered.

9.

The review panel will review all responses and make a final finding on the
decision on the appeal.

How will I be notified of the result of my appeal?
The Review Panel will notify you in writing and may choose to meet with you to explain the
decision. The panel will also inform you of any recommendations it has made for changes
to the schools policies, Guidelines and processes as a result of your appeal.

What happens if I am still not happy with the decision?
If you are still not happy with the decision there are external bodies who provide oversight
to the Schools’ Company and it schools. These bodies include,
1.

Association of Independent School NSW for matters relating to curriculum
delivery and student welfare.

2.

Board of Studies, Teaching and Educational Standards for matters relating to
curriculum delivery and student welfare.

3.

Fair Work Commission for matters relating to staff remuneration, workplace
bullying and dispute resolution.

4.

Overseas Student Ombudsman for matters relating to overseas student
agreements and reporting on compliance with visa conditions.

5.

The Australian Human Rights Commission for matters relating to
discrimination, harassment and bullying.

6.

Office of the Australian Information Commissioner for matters relating to
privacy and the use of your personal and sensitive information.

7.

NSW Fair Trading for matters related to disputes about fee payments.

8.

NSW Ombudsman’s Office for matters related to reportable conduct if the
employee believes the investigation was unfair, biased, incomplete or
suffered some other deficiency giving rise to an incorrect finding.

It should be noted that most of these agencies will expect that an appellant would
have first use the internal school complaints and appeals process prior to seeking
the external agencies’ assistance.
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BE PROUD OF YOUR SCHOOL.
IT IS WHAT YOU MAKE IT!!!

HURSTVILLE ADVENTIST SCHOOL
30 Wright Street HURSTVILLE NSW 2220
Phone: (02) 9580 5794 Fax: (02) 9570 7306
email: info@hurstville.adventist.edu.au
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