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Welcome 
 
Welcome to Moonee Ponds West Primary School for an exciting year of learning together.  
 
Our school has high expectations of all staff and children.  It is essential that the students at 
our school learn in a safe learning environment.  MPWPS has recently been through a 
school review and our vision and values will be revisited as a recommendation from this 
process. The school’s narrative will support the vision and values and the structure that 
enables us to be consistent with the management of students across every class.   My 
school belief is that all children can and want to learn. 
 
Our curriculum is presented in an integrated way as children view their world holistically; 
such an approach makes learning real and meaningful. This is a structure that has been part 
of the Moonee Ponds West fabric for many years.  Crucial to this structure is differentiation 
and the engagement of students in the learning dialogue. 
 
To enable teachers to be focused on formative assessment of student learning a structure 
of Professional Learning Teams will be implemented in 2019.  Allocated planning time will 
be quarantined for teams of teachers to work collaboratively to plan learning sequences.  
This is new for Moonee Ponds West and it is exciting to have the support of staff and 
community to implement this collaboration.   Research shows (Hattie) when teachers work 
together and take collective responsibility for the cohort of students in their teams, then 
the learning for students is deeper and more effective.  An additional benefit is that 
teachers believe they can make a difference and the efficacy that is experienced builds trust 
and respect. 
 
In 2019 we have three new positions; Learning Specialist (literacy), Professional Learning 
Team leaders for each class grouping and Learning Leaders-Engagement.  All positions will 
enable the supporting of our students to shine. 
 
Whilst differences exist between children in culture, religion, interests and ability, all 
children and their opinions are valued. Learning is a social activity. Children learn through 
interaction and co-operation with peers, teachers, parents & carers and community 
members. Real experience is vital in the learning of primary school-aged children.  The 
delivery of our curriculum is to focus on feedback to strengthen student engagement with 
their learning. 
 
It is important that all children experience success in learning whilst appreciating that 
learning often involves risk-taking.  Mistakes are a necessary and integral part of the 
learning process. Learning is a continuum and requires teachers to know the narrative of all 
the lessons that they deliver and articulate this narrative in clear learning intentions and 
success criteria that students can use to gauge their success and next steps. 
 
It’s an exciting time for Moonee Ponds West and I am thrilled to be part of this with you all. 
 
Kerri Simpson 
  



 

 

In 2019 the school is organised into teaching teams as follows: F/1, 1/2, 3/4 and 5/6. 
Children are educated in multi-age classes to support children in learning at their own pace. 
Individual goals for children build upon each child’s current achievements, abilities, 
interests and knowledge.  The focus for this year is to have student goals that are clear, 
published and communicated to parents through COMPASS.  
 
Parent & carers involvement in all school activities is valued as this support directly affects 
children’s attitudes and achievements. Training for Classroom Helpers will be offered 
during Term 1 so that parents can consistently assist in all classes.   
 
MPW is a school that values authentic learning.  A great deal of commitment by the 
teachers and parent & carers involved in the learning programs ensures that the school 
provides a friendly and safe learning environment.  Parents are to feel welcome in all 
classes and this is ensured when teachers ‘rollout’ with their class at the end of the day to 
informally talk with or community.  This is suggested as a regular routine. 
 
A genuine friendship, mutual trust and respect exist between teachers and learners.  
Classrooms use Circle Time for the teaching of accepted structures and skills.  In 2019 the 
teachers will be focused on the High Reliability Teaching Strategies to develop 
independence and engagement in the learning tasks offered. 
 
The principles of a safe and orderly is based on the school’s MPW Student Engagement and 
Wellbeing Policy and is consistent with the development of self-discipline and self-esteem 
according to the underlying principles of fairness, honesty and respect for the rights of 
others. The School Review and the new Strategic Plan recommends a framework for 
developing consistent agreed structures will be explored to update existing practices. The 
frame of Kids Matter and School-wide Positive Behaviours will be explored by the 
Engagement and Wellbeing Curriculum Action Team through the Engagement Learning 
Leaders. Training will be provided. 
 

Philosophy and Curriculum 
A guiding philosophy at MPW is the respect for the rights and responsibilities of students, 
staff and parents & carers.  
 
The whole school approach to student wellbeing ensures all children are listened to and 
respected as individuals. Documents structures and strategies will be the work for 2019. 
 
The school is staffed by caring professionals who are committed to excellence and who 
believe in and practice a collaborative decision making process. Collaborative planning 
together is essential for the development of trust and mutual respect.  The new school 
structure of PLT’s will deliver an opportunity to improve these areas and behaviours. 
  
Whilst differences obviously exist between children in many aspects, all children and their 
opinions are valued.  MPW still recognises and supports students from the rich array of 
groups that exist within the local community, as well as acknowledging that the community 
composition has changed and the learning and teaching methods are required to reflect 
such changes.  Learning experiences are planned to eliminate bias and stereotyping, 
particularly in relation to race, religion and gender.  



 

 

We facilitate learning through a whole language, inquiry-based model to provide authentic 
opportunities for deeper levels of thinking. This approach engages students and allows 
them to take responsibility for their learning.   Multi-age groupings enable individual 
students to mature and learn at their own rate.  Teachers monitor student learning and 
provide learning experiences that reflect student needs, the next steps in the learning 
sequence and the school’s policies. 
 
The content of our curriculum is drawn from the Victorian Curriculum including English, 
Mathematics, Health and Physical Education, Interpersonal Development, Personal 
Learning, The Humanities, Economics and Business, Geography, History, Civics and 
Citizenship, Languages (Japanese), Science, STEAM, The Arts, Visual Communication, Design 
and Technologies. 
 
Student learning also encompasses the capabilities of:  Critical and Creative Thinking, 
Ethical, Intercultural, Personal and Social learning.  
 

Specialists Programs 
Our specialist programs are: PE, Creative Arts, Japanese, and a developmental leaning 
opportunity reflected in Hall.  Hall is a focus for the students in our Junior school.  The 
school has a wonderfully resourced library with the collection being cared for by a 
dedicated Library staff, and volunteers.  Teachers take their individual classes to the Library 
for a weekly lesson and borrowing.   
Extra curricula activities presently offered are; Moonee Vale Instrumental Music Program 
(MVIMP) for Years 3-6, Soundgarage for students Foundation to year 6, Chess (an 
afterschool activity, and a wonderful Junior and Senior Choir.  Students also have the 
opportunity to participate in Junior School Council and other Environment/Sustainability 
Clubs.  
 

Philosophy Statement 
The academic, physical, social and emotional wellbeing of our students underpins all 
practices at MPW.     
 
Children are at the centre of all decisions including the use of learning evidence to inform 
planning for the next learning steps.  Our school has a strong focus on extending the 
learning of all students by at least 12 months in the areas of Literacy and numeracy.  MPW 
is child centred with an emphasis on deep inquiry, critical thinking and creativity. Inquiry 
through exploration, investigation and play in meaningful experiences provides opportunity 
to engage and involve children. Through structured and unstructured learning experiences 
children construct their understandings of the world.  
 
Learning is a continuum and each child is supported to move along the learning continuum 
and build on their achievements, ability, interests and knowledge. Children are supported 
to feel secure to take risks. Close monitoring by teacher collaboration ensures that children 
continually move along the learning continuum. All Educational Policies at MPW reflect the 
school’s philosophy.  In 2019 a pedagogical model will strengthen consistency and ensure 
that teachers deepen their understanding of learning and pedagogy. 
 
 



 

 

History and facilities  
MPW, established in 1888, is located in the historic inner western suburb of Moonee Ponds. 
Reflecting the Victorian era, the buildings have been updated to keep the period façade 
with internal improvements to provide optimal learning conditions for all students. The 
school has an interesting combination of gracious Victorian and modern buildings, with 
specialist rooms for Library, Japanese, Music, Creative Arts and Performing Arts.  The 
Library is centrally located within the school and boasts an extensive range of student and 
teacher resources. The Gymnasium caters for a variety of indoor sports and includes a 
spacious performance stage. Another major refurbishment was completed in 2011 
consisting of six classrooms, a music and performance space as well as an upstairs 
Community Room.  
 
The school grounds offer both active and passive areas for play; two adventure 
playgrounds, a synthetic oval (Tiger Turf) with running tracks, athletics sandpit, football and 
soccer fields as well as a courtyard and centenary garden. The amphitheatre provides a 
pleasant environment for learning and social interaction. Parent & carers, staff and children 
form an active Environment Committee that contributes to many areas of the school 
ensuring we are minimising our environmental footprint. The children and wider school 
community actively maintain a school vegetable patch.  
 
Many artistic creations such as ceramic totem poles, mosaic stepping-stones and silk wall 
hangings can also be found within the school grounds. These are representative of our Year 
6 Arts projects, undertaken by each year’s graduating class.  
 
Our school has an open gate policy that encourages community groups and families to use 
the school buildings and grounds.  
 
The original buildings (Library and Hall) are considered to be significant structures of 
historical interest to the National Trust.  
 
At the peak of enrolment in the 1930s, in excess of one thousand students attended the 
school.  At the beginning of 2019 the enrolment is approximately 516 students with a 
teaching and education support staff of approximately 55 full and part time staff.  Staff 
work in teaching teams comprising of teachers and educational support staff.  
  



 

 

School Directory 
Principal (Acting) Kerri Simpson 

Assistant Principal (Acting)– Student Welfare 
and Program for Students with Disabilities 
Co-Ordinator 

Barbara Springfield 

Leading Teacher– Daily 
Organisation/Timetabling/ICT Co-ordination 

Jarrod Sutton 

Business Operations Manager and Education 
Support Staff Leader 

Sandra Monaghan 

Team Leaders:  

F/1 – Team 1 Emma Campbell 

1/2 – Team 2 Alyena Mohummadally 

3/4 – Team 4 Jess Greenbaum 

5/6 – Team 5 Lisa McLachlan 

Specialists Leader Bree White 

Learning Specialist-Literacy (Acting) Kim Simmons 

Curriculum Action Team Leader-English Kim Simmons 

Curriculum Action Team Leader-Numeracy  Vicki McCormack 

Curriculum Actin Team Leader-Inquiry Fiona McKenzie 

Intervention Team  Karen Ghosn/Adele Freeman/Donna/Lisa/Julie 

Curriculum Action Team Leader-
Engagement/Wellbeing: 

Barb Springfield 
Learning Leaders-Engagement: Anna Sneddon, Jenny 
Irvine, Kim Satchell, Ben Kilby 

School Speech Therapist Safe and Sound Speech Pathology 

School Psychologist Healing Minds  

OH&S Principal (Nominee) Sandra Monaghan/ Kerri Simpson 

OH&S Staff Representative Diana Vivian 

First Aid and Health Officer Denise Beckett 

Business Manager/ HR administrator Sandra Monaghan 

Administration Assistant(s) TBA | Sharyn Reinke 

Library Technician and Assistant Michele Birch | Denise Beckett 

Choir/Junior Music Leader Kate Ridgeway 

Maintenance Officer Brian Lees 

IT support Ryan Thompson 

 
  



 

 

 
Leadership Team Key Responsibilities (KRAs) 
Kerri Simpson 
Principal (Acting) 

Member of the School Improvement Team  
Accountability for the overall leadership, management and 
development of the school within state-wide guidelines and 
Government 
Lead and manage the planning, delivery, evaluation and 
improvement of the education of all students in the community 
Lead and manage the planning, delivery, evaluation and 
improvement of the education of all students in the community  
Leadership team PDP’S 
Teaching Staff PDP’S 
 

Sandra Monaghan 
Business 
Operations 
Manager 

Administration Function 
HR Workforce Planning 
Resource (Financial) Management 
School Council, Resources– Admin 
OHS Principal nominee 
Facilities Management 
Education Support Officer’s Leader – Teacher Support Co-
Ordination/PDP 
CAMP (Finance/Operations) 
 

  
Barbara 
Springfield 
Student Welfare 
and PSD Leader 

Education Support - Classroom Co-Ordination, PDP’S and ES 
Timetabling 
Student Welfare 
PSD Co-Ordination & Reasonable adjustments 
CAMP (Incusion & Access) 
 

Jarrod Sutton 
 

Assessment & Reporting 
Timetabling 
Daily Organisation - Classroom and Specialist Programs 
ICT Co-Ordination 
 

In 2019 a range of additional Essential Tasks will be offered to all staff.  It is expected that 
all staff will be assigned additional tasks reflective of their level of experience.   
 
A copy of the School Essential Tasks will be circulated and teachers will be allocated 
according to their level of experience and preference.  

Please look for the SET document.  

 
  



 

 

School Dates 
In 2019 school begins for all students in Grades 1 to 6 on Wednesday 30th January.    
 
Our Foundation students (Preps) will commence on Thursday 31st January and attend 
school for four days (Monday, Tuesday, Thursday and Friday) for the first four weeks 
(dismissing at 3:30pm) and commence full time from Monday 4th March. 
 
Foundation (Preps) are to be collected by an adult from their classrooms. 
 
All students are required to wear a suitable hat outside from the 1st of September until the 
30th of April. 
 

School hours 
8.45am - 3.30pm. 
 
The school day is organised into the following sessions: 
 
8:45am - 9:00am Classrooms Open 
9:00am - 11:00am 1st session 
11:00am - 11:30am Recess 
11:30am - 1:30pm 2nd session 
1:30pm - 2:30pm Lunch 
2:30pm - 3:30pm 3rd session 
3:30pm - Dismissal 
 

Term Dates 
Term 1: Tuesday 29th January to Friday 5th April 
Term 2: Tuesday 23rd April to Friday 28th June 
Term 3: Monday 15th July to Friday 20th September 
Term 4: Monday 7th October to Friday 20th December 

 

Curriculum Days 
Term 1: Monday 28th January and Friday 8th March 
Term 3: Thursday 25th July 
Term 4 Monday 4th November 

Friday 20th December  
Please Note: The last day of the school year will be an allocated 
day in lieu.  Staff are to attend but the day will be student free.  

 
  



 

 

Student Absences 
At MPW we encourage parents & carers to inform the school of an absence using the 
COMPASS Parent Portal.  All Early Release Forms are also to be stored with the parent & 
carers notes.  Teachers are to mark their class roll on the COMPASS portal. 
 
The attendance roll is to be marked by 9.15 am.  
 
Retain absence notes and all other notification re attendance. (These are to sent to the 
office) 
 
All students arriving at school after 9.05am are to report to the Office to collect a Late Pass 
and have it recorded. They are to present the Late Pass to the classroom or specialist 
teacher. 
 
All attendance documentation is archived for 7 years. 
 
All absences or if you have information about a student’s absence please report promptly 
to the Office (Attendance Officer) for further investigation/clarification as required.  
 
If a student does not return to class at the end of a break or Specialist session, please notify 
the Office/Team Leader immediately. 
 
All rolls are to be marked by 9.10am. Parents and Carers will be notified by SMS at 9.20am 
if their child has an unexplained absence.  
 
In line with Child Safe policy and practice students leaving school are to be collected by an 
adult from the General Office.  Please be familiar with the Early Dismissal Process. Adults 
are no longer able to collect students from the class during school time 
 

  

Moonee Ponds West Primary School Early Dismissal Process
This process is designed to avoid interruption to our student learning.

Parent/Carer Informs Classroom Teacher
And/or The General Office

(via COMPASS, note, verbal, or email)

Collection For Early Dismissal Can Not Be During the Following
Times:

Recess: 11.00am - 11.30am
Lunch: 1.30pm – 2.30pm

Student Comes To The General Office and is
Electronically Signed Out

(due to Child Safe requirements no classroom pickup)

Student Is Dismissed Into The Care Of The
Parent Or Designated Adult.



 

 

Absences (Pre-service teachers) 
All pre-service teachers are asked to notify the Daily Organiser and their Supervising 
Teacher in regard to all absences. This should be done ASAP or prior to the date if known. 
  

Absences (Staff) 
Teaching Staff - If you are ill please call/text the Daily Organiser as soon as you know you 
are going to be absent. Please don’t contact the CRT directly.  
 
If you have a planned absence (e.g. professional learning, personal leave) that has been 
approved by the Principal please contact the Daily Organiser who is responsible for 
organising CRT’s. Please make available a work plan for the CRT’s use. All teachers planning 
documents are to be uploaded to GOOGLE DOCS so that they can be downloaded by the 
PLT leader or co-worker for the replacement.  
When covering teacher absence student learning needs will be considered and PLT leaders, 
will be asked for advice with the decision being made in collaboration by the Daily 
Organiser as part of managing this process.   
All staff are to enter the relevant absences onto EDUPAY within 5 days.  After this time the 
HR Administration staff member will enter them and this could lead to an over payment for 
the staff member.  
When staff are sick they should be in the best place for recovery; this is generally at home 
resting. 
 
Education (Classroom) Support Staff – if you are ill or you have approved planned absence 
(e.g. professional learning, personal leave) please notify Barbara Springfield. 
  
Education (Teaching) Support Staff - if you are ill or you have approved planned absence 
(e.g. professional learning, personal leave) please contact Sandra Monaghan. 
 

Assemblies  
A whole school assembly is held each Monday at 9.00am in the gym. Our assemblies are 
student led. In order for these assemblies to be a focus for our school community, it is 
requested that children move quickly to the assembly area.  Class items, JSC reports, sport 
reports and music items are part of our school assemblies.  
 
Please note: 
Assemblies are not held on the first Monday after a term break. 
During the last week of each term assemblies are held at 9am on the last day of the term, 
not on the Monday. 
  



 

 

Assessment and Reporting  
Reporting to parents about their child’s progress is given the highest priority at MPW.  A 
student’s report consists of four parts: 
 
1. PARENT/CARER/TEACHER/CHILD a Three Way Conference occurring mid-year and at 

other times as needed or requested.  In 2019 these interviews are to be held on 
Thursday 25th July.   All participants contribute information at these interviews with the 
student’s Self Evaluation being presented and their Learning Portfolio discussed.  
Formal written reports are sent home prior to the interview.  

2. THE LEARNING PORTFOLIO is an on-going report.  It comprises annotated work samples 
and written teacher comments. The portfolio is sent home prior to the interview for 
reflection and discussion. At the interview the student’s self-evaluation is shared and 
aspects of the portfolio discussed. Included in the student portfolio is a Student Self 
Evaluation, which is sent home at least twice a year. Together with the Learning 
Portfolio, these are used to initiate discussion about a student’s progress at interview. 
As part of our reviewing process and to update our Reporting procedures, there will 
be some consideration of an electronic learning portfolio reflective of formative 
assessment strategies to be housed on our COMPASS portal. 

3. OTHER TAKE-HOME WRITTEN MATERIAL including Year Book (or Challenge Book), 
Project Books, Diaries, Unit Work Books and Self-Published books are sent home 
throughout the year.   

4. In 2019 some classes will explore Google Classroom, electronic Diaries within the 
Department agreed protocols. 

 
The Department of Education’s Reporting to Parent guideline stipulate that all schools reort 
in writing to parents at least twice per year. School are also required to provide face to face 
discussion on progress to parents at least once per year.  MPW reports to parents/carers 
via written reports twice a year with face to face discussions in June.  There is an optional 
teacher/parent interview at the end of the school year.  
 
The Assessment and Reporting Action Team will collaborate around on when and how to 
upload your reports to your computer at a nominated time. Once reports are finalised they 
are to be updated to the server.  The Assessment and Reporting Action team will develop a 
timeline and other opportunities to keep teachers informed. 
 

Banking (Student) 
The School Banking facility with the Commonwealth Bank operates for our students each 
THURSDAY, Pay in books and money is to be placed in the Grey Banking Bag and delivered 
to the Office by 9:30am. 
 

Commission received from the School Banking Facility is directed to Junior School Council 
and encourages responsible money and saving behaviours.  

 

 

 

 



 

 

Bell Times 
MPW operates a three-session day. The following are the bell times: 
 
8:45am. Teachers in room – Children to enter room, put bags away, hand in 

notices, change take home reading books, check the day board/agenda, 
set up learning area for the day of learning, put their chair down, be ready 
for roll marking at 9:00a.m. 

8:55am. Music 
9:00am. Bell 
11:00am. Recess Bell (please note that students are to eat in class before recess however 

teachers are to provide some learning activity whilst this is occurring) 

11:28am. Music 
11:30am. End of recess bell 
1:15 – 1:30pm. Eating time in the classrooms 
1:30pm. Lunch 
2:28pm. Music and yard clean up – yard duty teachers to supervise 
2:30pm. End of lunch bell 
3:30pm. Dismissal 
 
A period of 15 minutes prior to the start of the day and 15 minutes after the final bell for 
dismissal requires teacher supervision. All class teachers are encouraged to ‘roll-out’ with 
their classes at the end of the day to enter into conversations with the community that 
maybe be assembled.  This simple action builds trust and open communication across the 
school. 
 
It is expected that the teaching staff be in classes by 8:45am. This is an opportunity for 
books to be changed, to welcome families, and to hear students read.   

 
Building and Grounds 
The Buildings and Grounds are the responsibility of the School Council through the 
Resources Committee. If you have anything to report in relation to repair/vandalism please 
refer these to the Business Manager or write them in the Maintenance Book, (‘Brian’s 
Book’) located at the Office (indicating whether it is a safety and/or maintenance matter).  
 

Buddies 
All classrooms at MPW pair up with another classroom or buddy room.  This will be 
different age groups. (e.g. P/1 with 3/4) Students interact with several people from their 
buddy grade (not just 1) in order to develop positive relationships with several people 
across the school. Buddy grades might meet on a weekly or fortnightly basis as well as for 
various reasons/events across the school year.   
 

  



 

 

Camps 
Each teaching team will have a Camping Program Co-Ordinator who has responsibility for 
overseeing the co-ordination our camping program.   MPW has a strong history of outdoor 
education with a variety of locations visited in a rotation. Included in our camping program 
are: 
 

 P/1 Activity Night 

 Grade 2 Sleepover 

 Grade 3/4 (3 day camp)  

 Grade 5/6 (5 day camp) 
 
Also, students may have the chance to attend: 

 A 4 day Cluster Group Instrumental Music Camp - MVIMP (5/6) 

 The Somers 10 day Camp 

 The Japan Tour (biannual) 
 
From 2019 all Expressions of Interest for any camping program will have a deposit 
requirement. Parents need to be advised of an upcoming camp via an Information Evening.  
The documents for approval need to go to the Education Sub-Committee prior to being 
presented to School Council. This needs to be done well in advance of the camp dates, for 
School Council approval and submission to DET. 
 
All children attending camp need to provide a signed permission note and medical form. If a 
parent has not completed the permission note or medical form for their child then the child 
is unable to attend camp.  
Parents who have not paid the full amount for a camp by the requested date need to 
make a commitment and arrange this through consultation with the Business Manager. 
 

Classroom supplies 
All goods and services procured on behalf of MPW require an Official order form 
authorising purchase.  
 
Each classroom has a budget allocation for classroom resources. Team Leaders are 
responsible for the management of their team’s classroom budget.  
Teachers will be allocated a system log on to OfficeMax (our classroom/stationery supplier) 
to obtain a quote. Which will then be authorised by their Team Leader.   
 
Please refer Procurement details 
 

  



 

 

Communication - Google Drive and COMPASS 
The Google Drive houses agendas and minutes for various meetings, a list of the staff roles 
and responsibilities, student reports, a folder for each staff member and a number of other 
relevant documents.   
 
The COMPASS Portal has a calendar of events, a list of absences, links to relevant websites 
and a link to book various locations in the school.  

 
Communication - Home/School 
All activities involving students need to be lodged on COMPASS via and Event.  Please see 
you PLT leader for further information. 
 
Communication to parents needs to be timely, well constructed and distributed via 
COMPASS.  Individual teachers can communicate with parents in their class or whole school 
via COMPASS   
 
Parents can email the class teacher via COMPASS.  It is recommended that effective 
communication occurs when: 

 the response is timely (responding within 48 hours) 

 the response is short and factual 

 communication exists within protocols 
Staff are not expected to communicate after 5pm. It is recommended that all 
communication via email occurs within 8-5pm.  Of course drafts can be complied, saved 
and sent the next day.  This often helps clarify and dismiss any anxiety. 
 
Newsletter contributions are to be in the Office, Newsletter Folder or emailed by close of 
business Friday.  Items received after this time will be published in the following weeks 
newsletter. Newsletters are published through INewsletter and will available on the school 
website on Tuesday afternoon. 
 

Communication - Staff 
 The COMPASS portal informs all staff of the daily organisation (please refer to 

additional information further in this document).  

 The screen in the  staffroom provides the daily updates.  It is important to check this.  
You can also access this information on your COMPASS homepage.  You also have handy 
links on your COMPASS homepage as well.  Some of these are Edupay, Edmail etc. 

 Leaving the school site: Please use the counter diary to record time away from the 
school premises during school hours (sign out and sign in – specifying the times).  This is 
essential for your safety.  Please remember that your allocated planning time is to be 
used for this intention. To deviate from this need permission. 

 

Community Partnerships 
A range of opportunities exists for our community to be involved in ways that contribute to 
the school’s success. Research has shown that parents who are involved in their child’s 
school has a positive impact on their child’s improved learning. Parents are welcome to 



 

 

nominate for School Council and its sub committees, assist in the library or become a 
classroom representative.   In 2019 the School Council is planning to re-introduce 
Community Partnerships as a much needed Sub-Committee.  Teachers are encouraged to 
join this sub-committee if interested. 
 

DISPLAN – Evacuation Processes 
A copy of the school's Emergency Management Plan is located in each classroom. Please 
become familiar with this document. The Health and Safety Officer (Denise) will organise 
regular drills to ensure we know where to go and what to do in the case of an evacuation 
(both on and off site) or lock down situation. A continuous warning siren will signal the 
need to follow Displan procedures. A hand bell will be used in the event of a power failure. 
 
Please be familiar with the Evacuation Plan for your classroom as you will be required to 
lead your class to an appropriate procedure. 
 
Co-Workers are to be responsible for assisting a CRT/ parent helper/visitor to be familiar 
with the Evacuation processes and guide them to enable all to be safe. 
 
Documentation for Classroom Teachers 
 
English, Mathematics and Integrated Unit Planning 
Teachers work within a professional teaching team and structure. Copies of the 
documented and viable curriculum are on GOOGLE DOCS. All term planning is to be 
uploaded to GOOGLE Docs three days after the Planning Day. It is recommended that all 
planning follows the Planning V structure.  An overview of each of these areas is to be 
placed on COMPASS. 
 
Record of Procedure 
Individual Records of Procedure (work programs) are to be kept by each class teacher.  The 
Weekly Planning for individual teachers is to be uploaded to COMPASS for collaboration.  
Teaching teams will present the planning formats to SIT for considerations to the common 
expectations for all teachers.  This will be determined in 2019.  
Teachers individual planning is to be entered onto COMPASS each week in 2019.  
 

Documentation for the School 
Policy Statements 
MPW Policy Statements, Governance, Operational and Educational. They can be located in 
the folder on GOOLE DOC. They are also located on COMPASS Under FORMs and on the 
school’s website.  
 
Student Information 
Enrolment records relating to students are processed by the school’s Office. Individual 
student enrolment forms/details are kept in an alphabetically ordered filing cabinet in the 
Office. All teacher have access to the Student Files and it is recommended that teachers 
access these for some students.  When a student fie is accessed teachers are required to 
sign and date this occurance. SSSO confidential reports are housed in a locked filing cabinet 
and may be accessed if authority from a PCO is given.  



 

 

 

Duty of Care/ Child Safe Requirement 
Link to SPAG: Duty of Care: 
https://www.education.vic.gov.au/school/principals/spag/safety/pages/dutyofcare.aspx 
Please remember that all teachers are bound by the Child Safe Requirements that 
are revisited every year.  Moonee Ponds West is Child Safe compliant. 

 
Enrolments and Transfers 
New enrolments will be processed by the Office and approved by the Principal. New 
enrolments need to reside in the ‘School Zone’. The Administration Office will create a new 
file in order for all information regarding enrolment to be collated. This is kept in the Office. 
The parent/s/carers/s of each new student enrolled will be given a tour of the school, an 
overview of our programs, an information brochure and any other relevant forms as 
appropriate. When students transfer from another school, all details will be passed to the 
classroom teacher as soon as they arrive. When students transfer out, it is imperative their 
Student file is forwarded to the new school (the Office will facilitate this).  
 
Enrolment tours for the following year’s intake of children into the Foundation year will 
begin late in Term 1 and continue in Terms 2, 3 and 4.  All enrolments are to be confirmed 
by the end of Term 3.  This is done by a letter of offer to the relevant parent.  

 
Entry to Classroom (Students) 
Students are not allowed in their classrooms prior to 8.45am, at recess or at lunchtimes 
unless arranged and supervised by a teacher. When you leave your classroom please take 
valuables with you or secure them, locking the classroom door as you leave. If you close a 
window please lock it.  Please be remembering the Child Safe guidelines that outline 
teacher and student behaviours for the safety of all.  
 

Excursions/Incursions 
Teachers are encouraged to take students on excursions as part of enriching learning 
experiences.  It is necessary to obtain parental permission before taking students outside 
the local school area.  
 
Parents should be given at least FOUR weeks notice of such an event. Staff are to complete  
an event process from COMPASS. This requires approval prior to circulation.  The Event 
notification becomes the Parent Notice of this event.  The event will be approved and then 
the next steps can be put in place.  Remember at least FOUR weeks notice. Please see the 
school’s Business Manager with regards to questions and payment plans. 
 
If students with individual needs are attending the excursion/incursion, it is necessary to 
plan for students with individual needs both to access and be included in the 
excursion/incursion (for example: ensuring the audio loop in the gym is operating). This 
planning is best done well in advance of the excursion/incursion and in consultation with 
the PSD (Program for Students with Disabilities) Co-Ordinator. 
 

https://www.education.vic.gov.au/school/principals/spag/safety/pages/dutyofcare.aspx


 

 

If you require an ES staff member to attend an excursion please confer with the PSD Co-
ordinator and then inform the staff member responsible for ES staff at the time of 
organising the excursion so the necessary arrangements can be made. 
 
When going on an excursion please ensure: 

 Emergency Management has been notified, 

 Staffing of a 1:20 ratio outside the school (1:10 on camps), 

 A list of students participating is left at the Office, 

 That the Event printout is with you and a copy is left at the General Office. , 

 Sunscreen/Hats, 

 Camera, 

 First Aid Pack is taken on the excursion – including, Epipens, Asthma and other 
medication as required, 

 A mobile phone with the number/s left at the Office, and 

 The Office is aware of the intended time of arrival back at school. 

 
Extension and Enrichment 
MPW supports all avenues for students with specific talents and interests.  
 
MPW provides a number of in school programs provided within the classroom setting as 
well as those across our school’s specialist programs. 
 
MPW Co-Ordinates its extension program through nominated staff members. Some of the 
programs they Co-Ordinate include: The Australian Maths Competition, Tournament of 
Minds (LaTrobe University) and the Gateways program. 
 

Emergency Drills (including emergency scenarios, for 
example: lockdowns) 
The First Aid and Health Officer will organise the emergency drills. 
 

Free Activity Days (F.A.D) 
PURPOSE: F.A.D. is one of the older children’s favourite events at MPW.  
 
It is a culmination of children’s work with rights and responsibilities, a great example of an 
intrinsic and a rite of passage for senior students at the school and a great event for 
everyone involved in the senior school. 
 
Parents, students, teachers and school community members are encouraged to run 
activities throughout the day, including sports, art and craft, games, cooking and various 
activities in and out of the school. One of the main requirements of F.A.D. is good 
organisation. In the lead up to a F.A.D., children, parents and teachers submit proposals for 
the activity they would like to run (including duration, the numbers of children able to take 
part, the space and equipment required). Following this, a F.A.D. planning session is held 
where children sign up for activities to fill their day.  
 



 

 

Children themselves plan their day, accounting for every moment and being prepared for 
any equipment, costs, etc. that might be required to take part. Children develop a draft 
timetable, which is creatively published and available throughout F.A.D. 
 
Other whole school events: 
MPW has a number of highly valued whole school events that make the school unique.  
These are run with the support and participation from the whole school community.  These 
include but are not limited to: Show Day, Fun Run, Jump Rope, Book Week and Billy Cart 
Derby. 
 
The purpose(s) and examples of these events can be located on Google Drive. Alternatively, 
please see a member of the Student Wellbeing team for further explanation. 
 

Free Activity Time (F.A.T.) 
Free Activity Time (F.A.T.) is a weekly whole school event that takes place on Friday 
afternoons between 2:30 - 3:30pm. F.A.T. is a time where students can choose or plan an 
activity to be done cooperatively with peers from their own classroom or another. F.A.T. 
incorporates elements of ‘developmental play,’ which we value as an important learning 
experience for students of all age groups. Students can use F.A.T. to visit other classrooms 
in the school in order to develop/maintain positive connections with other students and 
staff members.  
In 2019 some additional options will be offered for student engagement and choice.  
 

First Aid/Sickbay/Accidents 
All staff at MPW are expected to hold a current Level 2 First Aid.  Each year the school will 
provide the opportunity for staff to update this qualification.  All staff are expected to 
attend or negotiate an alternative program for the update to occur.   
 
Please contact the General Office if you require first aid assistance in the class.  
 
Within the First Aid room anaphylaxis, asthma and other medication is housed for 
individual students.  
 

Anaphylaxis: 
DET link - 
http://www.education.vic.gov.au/school/principals/spag/health/pages/anaphylaxis.aspx 
MPW’s Anaphylaxis and Allergy Policy is located at: 
http://mooneewestps.vic.edu.au/app/webroot/uploaded_files/media/mpw_anaphylaxis_a
nd_allergy_policy_final.pdf 
 
Minor accidents 
Each teacher on duty carries a ‘duty bag’.  The duty bag will contain Band-Aids etc. and 
photographs of students with allergies/anaphylaxis. At the Sickbay a staff member 
responsible will attend to the student.  This will be recorded in the First Aid folder in the 
sickbay. Classroom ‘Yard Duty Bags’ are to be restocked through the First Aid Co-Ordinator. 
 
All entries to the First Aid Room or Health Centre will be recorded on COMPASS with a 
parental push notification. 

https://www.edumail.vic.gov.au/owa/redir.aspx?C=4k0jFeZWrSKCUir9MxHne7inBr4XLPVzBA9vy1LQjZk4ONdzoEbUCA..&URL=http%3a%2f%2fwww.education.vic.gov.au%2fschool%2fprincipals%2fspag%2fhealth%2fpages%2fanaphylaxis.aspx
http://mooneewestps.vic.edu.au/app/webroot/uploaded_files/media/mpw_anaphylaxis_and_allergy_policy_final.pdf
http://mooneewestps.vic.edu.au/app/webroot/uploaded_files/media/mpw_anaphylaxis_and_allergy_policy_final.pdf


 

 

 
If a student vomits in the classroom the teacher is to call the Office advising they are 
sending the student over. The Office/First Aid Officer will follow through with first aid 
required. There are a number of sawdust buckets located throughout the school i.e. Room 
10, Hall Office, Sick Bay, Creative Arts and Gym. If a student vomits outside during recess & 
lunch the yard duty teacher arranges the vomit to be covered by either using the sawdust 
buckets or using the sandpit. The student is to be sent to the Office and the Office staff will 
follow through with first aid processes. 
 
If you are at all unsure in a First Aid situation please call the General Office for assistance.  
 
Serious Accidents 
All serious accidents to students and staff are to be written up on the DET Injury Report 
Forms and signed by the Principal.  From here they are required to be forwarded to the 
Office for further processing (placed on file and Edusafe). 
 
Action to be taken: 

 Ascertain the seriousness of the injury from witnesses, seek help, 

 Notify a qualified staff member Level 2 First Aid and classroom teacher, 

 If the student can be moved bring directly to the Sickbay where a trained First Aid 
person will assist, 

 If the student needs to go home use the Student Record file to gain details,  

 Fill in the Accident Report Form in the Sick Bay. 

 
Head Lice 
The Head Lice Policy can be found on Google Drive in the Education Sub-Committee folder. 
Please familiarise yourself with this policy as there are parts that are pertinent to teachers 
when notified of the treatment of lice. The Administration Staff supports the administrative 
aspect of letters going home to families. 
 

Information technologies. 
There is a range of electronic resources available via the library e.g. digital cameras, iPod 
shuffles and USB microphones. 
 
Student access to the Internet and use of ICTs is included in the Acceptable Use document. 
Access will only be given to those students who have returned the signed document and 
returned to the Office.  
Information regarding DET guidelines and the use of Social Media in Government Schools 
can be located at:  
  
https://www.education.vic.gov.au/school/principals/spag/governance/pages/socialmedia.a
spx 
 
There are various networked computers in each classroom. A technician (Ryan Thompson) 
is employed for 2 days a week (Monday and Thursday).  Any computer issues are to be 

https://www.education.vic.gov.au/school/principals/spag/governance/pages/socialmedia.aspx
https://www.education.vic.gov.au/school/principals/spag/governance/pages/socialmedia.aspx


 

 

entered online and please see Jarrod Sutton for instructions on your entry.  This is to be 
complete asap so that the device can be returned as soon as possible.  
We have recently upgraded the systems on all the laptops, upgraded the WIFI system, re 
built the server so that it is now compliant to the Department Guidelines and re allocated 
and purchased new Ipads for student learning. 

Programs like Mathletics and Reading Eggs are recommended for classroom and home 
practice.  As these require subscription use of them for student practice is recommended. 

Induction  
MPW runs an induction program which is designed for: 

 Graduate Teachers 

 Education Support staff appointed to MPW 

 Staff transferring from another school or returning to MPW after an extended period of 
leave 

 

Below is a link to the DET’s Induction and Orientation Program - 
https://www.education.vic.gov.au/school/teachers/profdev/Pages/induction.aspx 
You will need to use your Teacher ID username and password to access the site. 
 

Information Morning Tea 
Each Wednesday at morning recess staff are expected in the staffroom for the Information 
Morning Tea. These sessions are for information purposes and are chaired with minutes 
taken and distributed via email and housed on the Google:Drive. 
 

Learning Portfolios 
See: Assessment and Reporting. 
 

Lost Property 
Lost Property is located in the Gymnasium. 
 

Lunches Orders (Student) 
MPW does not operate a Canteen. Darling St Café provides a canteen service. The Principal 
approves the menu of food items (including a comprehensive and detailed list of 
ingredients) prior to distribution to the school community. 
 
Lunch orders should be written on a paper bag or envelope with the student’s name and 
room number clearly written and secured so as to eliminate the potential for loss of 
money. Lunch orders are collected at the classroom and brought over and placed inside 
sickbay by two students by 9:15am Parents & Carers/students may also place orders 
before school directly at the café.  
 
The Office staff will inform the Darling St cafe in advance of any changes to ordinary 
routines (excursions, class lunches, etc.). 
 

https://www.education.vic.gov.au/school/teachers/profdev/Pages/induction.aspx


 

 

 If a student doesn’t put their lunch order in before 9.15am, sandwiches are available 
for the child’s lunch from the Office.  

 If the student has allergies/anaphylaxis and/or there are other arrangements in 
place contact the Office staff on how to proceed.  

 If students have not had lunch provided, parents/carers are to be notified. 

 Classroom monitors are to check if lunch orders have been correctly allocated to 
classrooms/children. If orders have been delivered to the incorrect room the 
monitors are to take them to the correct room/child. 

 Student lunches are to be eaten in the classroom prior to going outside or in close 
proximity to the classroom if outside. All packaging and remaining food is to be 
taken home. 

 

Mandatory Reporting 
As part of the Child Safe regulation and compliance all staff are required to update their 
knowledge in this area.  It is a requirement  that all new staff to the DET complete 
Mandatory Reporting training.  
 

Meeting Commitment 
In order to streamline after school commitments for teachers, there is an agreed 
commitment of TWO hours per week dedicated to meetings, plus the third hour to be 
school related work e.g. meeting planning, preparing classroom etc. 
A meeting schedule is published each term.  Teacher are to attend two meetings each 
week. 
 
All Staff are asked to keep these nights FREE of any outside commitment/s.  In 2019 the 
meeting nights at this stage will remain as Tuesday and Thursday 3.45-4.45 
 

Meeting Action Agreements 
A record of all meetings minutes is to be taken. They are distributed to all staff via the 
GOOGLE DOCS.  The Minutes are Action Agreements . 
 

MPW Primary Web Page 
MPW website address is www.mooneewestps.vic.edu.au   
 

Moonee Vale Instrumental Music Program (MVIMP) 
MPW operates an instrumental music program as part of a group of schools in the Moonee 
Valley Network and is offered to students from Grades 3-6. Lessons are generally held in 
class time throughout the week. Some students also take part in band rehearsals and 
performances. Band is held on Wednesday from 10.00 - 11.00 am. 
 

Occupational Health and Safety (OH&S) 
DET has a very comprehensive OH&S management system, which MPW follows. All new 
staff will have an OH&S Induction within the first week of employment. 
 

http://www.mooneewestps.vic.edu.au/


 

 

The OH&S Management Representative (Business Manager and OH&S Staff 
Representative). Please report any OH&S issues to either representative so they can be 
rectified promptly. 
 
All OH&S documents are located on a noticeboard in the staffroom. There is a regular OH&S 
agenda item at each staff and team meetings. 
 

Parent & Carers Concerns and Complaints Policy 
PURPOSE  
Moonee Ponds West recognises that involving parents in their child’s education is critical to 
children’s development and learning. We value positive relationships with parents and 
families and strong school community partnerships. 
 
From time to time parents/carers may have concerns that they wish to take up with the 
school. We welcome feedback and encourage parents/carers to raise any issue so that it 
can be dealt with in a timely and professional manner. 
 
In the development of this policy and procedures, it is important to clarify underlying 
principles and values which underpin our roles and accountabilities, including the 
recognition that complaint/conflict management is a shared responsibility. All issues and 
complaints should be resolved at the school level if possible. 
 
AIMS  
Moonee Ponds West’s approach to addressing concerns and complaints is based on a 
commitment to:  

 Providing a safe and supportive learning environment for students 

 Building relationships between students, parents and staff 

 Providing a safe working environment for staff. 
 
Concerns and complaints covered by the policy 
The concerns and complaints covered by this policy and associated procedures include 
issues related to: 

 General issues of student behaviour that are contrary to the school’s policies 
including incidents of bullying and harassment 

 Learning programs, assessment and reporting of student learning 

 Student class placements 

 Communication with parents 

 School fees and payments 

 General administrative issues 

 Other school-related matters except as detailed below. 
 

The parent complaint policy works alongside other avenues of appeal and operational 
processes within the Department and is not intended to impede other operational 
processes such as responding to critical incidents, staff conduct matters, student expulsions 
or cooperation with investigations undertaken by external bodies including Victoria Police. 
(1) 
 



 

 

Process for developing and reviewing the policy: 
The school develops its procedures to address concerns and complaints in collaboration 
with parents/carers and the school community. School Council will regularly review its 
policy and procedures to effectively address parent/carers concerns and complaints as part 
of its cyclic policy and procedures review schedule. 
 
 
Expectations: 
The following procedure will be used to assist parents/carers in addressing any concerns 
within the school community. This procedure has been developed in consultation with the 
school community and endorsed by School Council. 
 
Parent/Carers Complaint Management Process Flowchart: 
 

 
Source; Department of Education and Training 
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/carers: 

 Courteously 

 Efficiently 

 Fairly 

 Promptly (Please refer to Timelines on page 4 below) 

 In accordance with due process and where appropriate, the principles of natural 
justice and the Department’s (DET) regulatory framework. 

 
Raising concerns or complaints 
 
In the first instance, any concerns or complaints should be raised directly with the school as 
per the above guidelines. Contact with members of staff can be made directly or through 
the school office on 9370 6875. If you are not sure who to contact, please contact the 
Principal. 
 
Please see the flow chart to outline the process. 
 

Payment Envelopes 
General 
Cash payment envelopes are used to pay all school accounts. Receipts are placed in the 
envelopes and are returned to families. 
In 2019 all money collection and receipts will be handled by the General Office. Please 
direct students and parents/carers. No money is to be collected in the classroom. 
 

Performance and Development 
The Performance and Development framework is a whole-of-practice approach (excluding 
Graduates).  
DET link: 
https://www.education.vic.gov.au/school/principals/spag/governance/pages/pdculture.asp
x 

Planning Weeks 
Planning weeks will occur in the second last week of each term. The day on which each 
team will plan will be organised in advance in consultation with Professional Team leaders 
and communicated as early as possible (with a rotation of days where possible). These 
dates will be added to COMPASS school calendar.  
 

  

https://www.education.vic.gov.au/school/principals/spag/governance/pages/pdculture.aspx
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Procurement (purchasing of goods and services guidelines) 
All goods and services procured on behalf of MPW require an Official order form 
authorising any purchase.  
 
Staff are able to obtain a quote for the item or service but are not authorised to make 
commitments to procure goods and services without a supporting official order form.  This 
includes all Excursion/Incursion/Camp and Sport expenditure. 
 
Invoices received without the required supporting official order number will unfortunately 
not be honored as per the Department of Education and Training and Audit requirements. 
 
The process for purchasing both goods and services is listed below: 
Please note: If you are purchasing classroom supplies please see the item on page 14 within 
this booklet. 
 
All incursions/excursions/camps and sporting activities are required to be planned and 
approved through the COMPASS portal after approval from the Team Leader.  

 Quotes to be sourced from the service provider for the activity organiser. 

 Team Leader approval is to be forwarded to the Business Manager for approval by 
the Principal. When the activity is approved an Official Order will be generated and 
provided to the activity organiser. 

 Request for quote for any transport (buses/trains) will be auctioned by the Office. 

 Invoices are to be forwarded to the Business Manager for payment. 

 
 

School Council: 
The School Council plays a key role in our school. The council works in collaboration with 
the Principal to provide the best possible educational outcomes for students. The Principal 
is the Executive Officer. Council meets monthly on the fourth Monday of the month. MPW 
has sub-committees within its present School Council structure: Resources, Education 
Committee and Environment to enhance the learning and physical environment for all. The 
meeting will include a report from the Principal and the Junior School Council. School 
Council elections are held annually and the Principal is the Returning Officer. 
 

School Forms and Notices 
Forms or notes that are regularly required by parents and staff, including general payment 
envelopes; lunch order lists; cheque requisitions; staff lists; school medicine authority etc. 
can be obtained on the school’s website or from the Office.  
 

Specialists 
Specialist programs at MPW are Physical Education (PE), Creative Arts (CA), Japanese and 
Hall (F-2). During this time classroom teachers have APT or reduced numbers in their room.  
There is a time allocation in the timetable for each class to have a session in the Library 
with the classroom teacher. 
 



 

 

If you require a one-off specialist timetable change please check with the specialist to begin 
with, then a teacher to swap with. Once an option is available please liaise with the daily 
organiser to ensure the change can occur. Any changes need to be posted on COMPASS  by 
the daily organiser. 
 

Student Levies 
Families contribute to the school funds at the start of each year. 
 
Essential contributions include a booklist amount which provides for additional consumable 
materials that are used in the students own classroom, an excursion levy which covers all 
excursion and incursion costs planned by the students team.  Performance costs, 
consumables, buses, entrance fees etc. and a sports levy, which covers all weekly 
interschool sports costs (mainly buses - Grade 5 and 6 only). An ICT levy, which covers the 
cost of additional consumables, associated with our school wide ICT Program (paper, toner 
etc.) is also levied. School Council will continue to fund the ICT hardware replacement cycle. 
 
Voluntary contributions include a library and building donation, which is fully tax deductible 
and is spent solely on resourcing our School Library and/or materials in our buildings and a 
voluntary contribution, which is fully tax deductible. 
 

Student Support Services 
In 2018 MPW employed a Speech Therapist for one day per week.  The outside provider 
Healing Minds provides service for students through a GP’s recommendation.  For 2019 
each of these services will be in the school for one or more days. 
  
MPW has access to a range of allied health services from DET, including an Educational 
Psychologist and a Speech Pathologist, co-ordinated by the PSD/Student Welfare Co-
Ordinator. Student assessments are conducted by the Department of Education’s 
contractor Assessment Australia 
 
All students who are seen by the schools allied health worker must have had a referral form 
signed by a parent/carers. Please discuss with the PSD/Student Welfare co-ordinator before 
discussing any of these services to families.  In 2019 there will be an agreed process for 
accessing and or referring students to services. 

 
Students Leaving the School Grounds 
No student is permitted to leave the school ground without written permission from their 
parent/carers. Any special circumstances must be brought to the notice of the Principal 
prior to the student leaving the school premises. 
 
If sports equipment goes over the fence, the teacher on duty is required to supervise its 
retrieval. 
 
Local excursion note 
Parent & carers are asked to sign a local excursion note at the beginning of each school 
year. This allows teachers to undertake ‘excursions’ of a local nature – walks, visits to the 



 

 

park, shops etc. – without needing a specific excursion note each time (although parent & 
carers should still have prior notice of the ‘excursion’, e.g. via a class information note. To 
leave the school grounds on such occasions a student must have a current signed local 
excursion note. 
 

Student Wellbeing at MPW 
At MPW, students are listened to and treated with respect. MPW has a strong commitment 
to the wellbeing of all students, teachers and community members. Our school community 
has consistent values that underpin our understanding and approach to student wellbeing.   
 
Logical Consequences (Natural & Negotiated) 
At MPW we understand that all actions have logical, natural consequences. This forms the 
basis of our discussions with students both positively and negatively, such as who is 
affected by a choice. Logical consequences relate to the actions being discussed in response 
to an issue and consistently followed up. Logical consequences are negotiated and are 
designed to help students encourage, maintain or restore positive relationships. Students 
should have a strong voice in negotiating the consequences of their actions, with clear links 
being seen between the action and the consequence. Consequences aim to help the 
student learn about themselves in social situations and help them develop strategies (for 
next time). All parties should feel they have been heard and that the consequences are just.  
 
Classroom Rights and Responsibilities 
All classrooms are to develop a classroom rights and responsibilities document.  This 
document should be developed during first term and may take many weeks to develop 
through on-going class discussion, role playing of scenarios and drafting/editing. This 
document is to be written using positive language and is integral to student management 
within each classroom. 
 
The Rights and Responsibilities document should be displayed prominently in the classroom 
and be referred to and refined throughout the year. It will be shared with 
specialists/principal class and sent home to families. 
 
The Rights and Responsibilities document should be student directed (but guided by the 
teacher), in the shared language of the school and in line with the Student Wellbeing and 
Engagement policy. 
 
Logical consequences should be discussed as part of this process; so clear links can be seen 
between choices and the results of these. Positive choices should be identified and 
celebrated through logical, intrinsic rewards.  
 
We do not give children extrinsic rewards (e.g. certificates, stickers, etc.). Rewards do 
include having great friends or positive feelings. Our aim is to teach students that doing the 
right thing is positive without only behaving for a particular reward. Students should always 
be encouraged to make great choices, because it is the right thing to do, or because of the 
positive effect on themself and others. 
 
Playground Responsibilities 



 

 

Playground Responsibilities are developed and agreed upon by both students and staff, and 
will be displayed in classrooms and in the yard. All staff should familiarise themselves and 
their class with the current playground responsibilities document. Logical consequences will 
apply in the yard, as per above. At MPW we believe in shared responsibility for all members 
of the school community, which includes all staff members (with support if necessary) 
following up playground issues and reporting back to the student’s teachers (please see 
Yard Duty). 
 

Sun Smart 
MPW is a Sun Smart school. As such, staff are to set an example by wearing hats and 
encouraging students to wear hats at break and sport/PE times as well as applying 
sunscreen between 1st September and 30th April. Refer to: MPW’s Sun Smart Policy. 
 
Link to MPW policy: 
http://mooneewestps.vic.edu.au/app/webroot/uploaded_files/media/mpw_sunmart_polic
y_final.pdf 
 

Teacher Resources 
Teacher references are located in the library.  They are borrowed from the Library.  Please 
ensure they are returned.  
 

Team Definitions 
Consultative Committee 
In 2019, CC consists of a staff representative from each teaching team, two AEU Rep’s, one 
Education Support member, a Principal’s nominee and the Principal. The purpose of the CC 
is to work in collaboration with the Principal to monitor the implementation of the 
Agreement. The Consultative Committee meeting twice per term or as needed. 
  
Professional Learning Teams (Classroom and Specialists) 
Classroom and Specialists Professional Teaching Teams meet regularly to discuss and plan 
teaching and learning. The work of these PLT’s is recorded within a Learning Log which is 
focused on student learning evidence.  
All matters of administrivia are shared via other methods outside the PLT meetings. 
 
Curriculum Action Teams:   
The Curriculum Action Teams are the legs of the policy statements.  They monitor the 
implementation of the policy and programs in English (Reading, Writing, Speaking and 
Listening) Mathematics (number, Problem Solving Strategy, chance and data, 
measurement) and Inquiry.  All CATeams work on the strategies outlined by the school  
consultant and monitor implementation. The leaders of the CAT’s report to the Principal as 
part of the accountability framework.  CAT teams meet within the meeting cycle. 
 
School Improvement Team: 
The SIT meet each fortnight. They meet within the school day.  All members are responsible 
for developing, implementing and monitoring the goals and targets outlines within the 
Strategic Plan and AiP.  
 

http://mooneewestps.vic.edu.au/app/webroot/uploaded_files/media/mpw_sunmart_policy_final.pdf
http://mooneewestps.vic.edu.au/app/webroot/uploaded_files/media/mpw_sunmart_policy_final.pdf


 

 

Uniform 
MPW has an optional school uniform. The school uniform is predominately blue and yellow. 
A range of uniform items can be purchased from Lowes (see the Office/school website for 
details). 
 

Visitors 
In accordance with the MPW Visitors Policy, all visitors to MPW shall visit the Office first to 
sign in and obtain a Visitor’s Badge. Visitors are to sign out upon leaving the school 
premises. 
 

Yard Duty 
A yard duty timetable is produced and updated each term (or as required).  This also 
includes arrangements for extreme weather days. 
 
Please see the Yard Duty area map for the areas requiring supervision. 
The teachers on yard duty are responsible for determining and announcing a wet day 
timetable. 
 
Please ensure that supervision is vigilant. 
 
All yard duty changes must be reported to the Daily Organiser and this will be recorded 
onto COMPASS daily communication.  
 
During Term 1 when our Foundation students are new in the schoolyard, there is extra 
supervision by Foundation teachers. 
 
Whilst on yard duty teachers are expected to wear the fluro vest, first aid bag and hat 
(when necessary). It is the yard duty teacher’s responsibility to follow up any incidents with 
students to the relevant classroom teachers. 
 
Guidelines for Action for Dealing with Yard Duty Issues 
Our responsibility is to help students recognise their behaviours and to support them to 
develop the strategies and confidence to manage their own behaviour. At MPW, students 
and adults work together to support students in recognising and modifying their behaviour 
in a respectful manner. To maintain consistent expectations and the quality of our student’s 
interactions, shared responsibility and open communication are essential. 
 
The principles of Restorative Justice should underpin our approach in dealing with 
behavioural issues: 

 Those who have done harm face up to those who they have harmed 

 Those who have been harmed have a say in how that harm is repaired 

 To enable those who have done harm to make amends 

 To create a positive change in behaviour, by using issues as a learning experience 
 
Types of issues that can be dealt with, without classroom teacher involvement may include: 

 Walking around with food 



 

 

 Running in walking areas 

 Saying things to hurt other people’s feelings 

 Low-level rough play 

 No Hat no play in the sun 

 Being inside buildings 

 Assisting students with minor play issues. e.g. turn taking, making choices, using 
strategies to deal with their emotions etc. 

 
In these situations the yard duty teacher asks the student to name the behaviour and who 
was affected by it. Consequences can be negotiated with the affected student and might 
include: sitting out from the activity, making an apology, etc. Negotiated consequences 
should be related to the problem that occurred. The focus should be on restoring a positive 
situation for all students involved. 
 
Types of issues to follow through with but should also involve/inform the classroom 
teacher, may include: 
 

 Deliberate choices to hurt another student 

 Deliberate or particularly offensive swearing 

 Put downs that appear targeted or deliberate 

 Students who don't appear to be connecting with other students (if you notice this 
repeatedly over time) 

 Any repeated patterns of behaviour that concern the yard duty teacher 

 Students who cannot or will not take responsibility for their behaviour 

 Students who are unwilling or unable to take the necessary steps to resolve an issue 
 
In these situations the yard duty teacher should apply the same process in resolving the 
issue. The classroom teacher should then be informed of the nature of the problem and the 
way it was resolved. If necessary, the classroom teacher may be involved in the negotiation 
of the consequence with the yard duty teacher and the student. 
 
In extreme situations, the yard duty teacher may need to involve the classroom teacher.  
They would then discuss the issue with parent & carers if deemed necessary (possibly 
consultation with a Team Leader, Student Welfare Coordinator). Where there are 
immediate safety issues that are beyond control of the yard duty teacher, support should 
be sought from other staff members via the Office. In these situations a student can be sent 
by the yard duty teacher to the Office to seek extra support. 
 
We understand that it is important for all teachers to feel supported and confident 
(whether in the yard or classroom) to deal with student behaviour. It also important that 
students feel that their issues will be thoroughly, fairly and consistently followed up by any 
teacher (perhaps with support from the classroom teacher).  
 
More information regarding student wellbeing and dealing with yard and class issues can be 
found in the MPW Student Engagement and Wellbeing Policy. 
 
  



 

 

Playground Responsibilities  
 

These responsibilities apply during school time, as well as before and after school: 
 
The students of MPW have developed the following responsibilities in order to make MPW 
a safe and happy place for everyone. These responsibilities are to be followed before, 
during and after school hours within the school grounds. 
 
General: 

 Be fair and honest. 

 Be friendly and inclusive at all times and in all spaces. 

 Be a role model for others. 

 Be safe and make sure that others are safe too. No rough play, fighting or play-fighting 
(physical contact is not okay), no violence or violent play (e.g. using real or imagined 
weapons). 

 Swearing and inappropriate language are not okay at MPW. Always report swearing if 
you hear it. 

 Take responsibility for yourself, watch where you’re going and be careful not to 
interfere with other people’s games. 

 Help people when they are hurt and look out for others. 

 Use equipment safely and return it when you’re finished with it. 

 Keep gardens, tables and decking areas clean and rubbish free – put lunchboxes in 
classroom tubs and pick up rubbish during music. 

 Eat your lunch in your classroom, outside your classroom, at tables on the decking areas 
– not on tiger turf, playgrounds or play equipment. 

 Put all rubbish back into your lunchbox and leave them at your classroom. Look after 
your own belongings. 

 Make sure you’re back at class on time at the end of recess/lunch. 

 Climbing is only allowed on the adventure playgrounds. 

 Try to sort out problems in a positive, assertive way. Remind people who are not using 
the yard appropriately and get help from a yard-duty teacher if that doesn’t work. 

 Always do the right thing because it is the right thing to do (not just because a teacher 
can see you!). 

 Sticks can be used safely, e.g. for digging. 

 The bike shed is for bikes and scooters… not people! 

 Bikes and scooters must be walked while inside the school grounds. 

 Be sun smart. Wear a wide-brimmed hat and appropriate clothing with shoulders 
covered from September-April. Children without a wide-brimmed hat must sit under a 
solid roof (e.g. the decking outside Rooms 16, 17,18 or areas covered by a solid roof) 
during these months. 

 
Tiger-turf areas 

 Cricket players have right of way on the footy field in Term 1 (Use tennis balls only). 

 People using areas/equipment as intended have right of way: e.g. runners on the 
running track, cricket in the nets, footy on the footy oval, soccer on soccer pitch, long 
jump in the long jump pit, etc.; Please don’t sit under the basketball rings or near the 
goals. 



 

 

 For football and soccer we must follow the agreed school rules (based on official 
interschool sport rules), including rules about tackling. 

 Play ball/contact games at your own risk once you know the rules. 

 Always use an umpire; the umpire cannot also be a player. 

 Games on the soccer, football and basketball court must stay within the lines. 

 Watch out for balls and take responsibility for yourself when you’re on the tiger-turf. 

 Make sure the padding on the footy goals in on properly. Games need to pause until the 
pads are back on. Don’t climb on the pads. 

 Try to walk/run around games, courts and the running track, rather than through them. 

 Basketball and netball can be played on half the basketball court each: netball at the 
BER end and basketball at the gym end. 
 

Adventure playgrounds 

 Take turns. 

 Slides are for going down only. Only one person on the slide at a time, going down feet 
first. 

 Keep toys off the play equipment. 

 Allow people going across monkey bars to have right of way (don’t block the way by 
sitting on top). 
 

Vegetable patch/gardens/sandpits 

 Be careful and quiet in garden areas and respect the plants. 

 Leave the fruit, vegetables, flowers, etc. on the trees (please don’t pick them). Leave the 
bugs alone. 

 Only dig in the sandpits and the designated digging patches. 

 Leave sand in the sandpits. 
 
Toilets 

 The toilets are not a play area. Only go to the toilet when you need to use it. 

 Keep the toilets clean. Flush when you’re finished. 

 Respect people’s privacy (never look under the doors). 

 Be sparing with toilet paper and soap (don’t throw it around). 
 
Please note that these guidelines are under review in 2019. It is hoped to shorten the list so 
that all can recall the actions and be consistent.   
 
Running Area No Running Ball Playing 

Areas 
No Balls Out of Bounds Eating Areas 

Tiger turf 
Jack’s paddock 
Asphalt area 
near (the bell 
tower and 
Rooms 21 & 2) 

Deckings 
Under 
peppercorn 
tree 
Little/big 
adventure 
playrounds 
Corners 
Around 
buildings 
Around rocks 

Down ball wall 
4 Square 
courts 
Tiger turf 
Cricket nets 
Jack’s paddock 

Other asphalt 
areas (not 
including down 
ball courts and 
red wall) 
Little/big 
adventure 
playgrounds 

Behind water 
tanks 
On top of 
fences 
Caged off 
areas 
On top of fire 
hydrants 
Bike shed 
(during school 
hours) 

In your 
classroom 
Outside your 
classroom 
At outdoor 
tables 
Decking areas 
Make sure you 
take your lunch 
box back to 
class with you! 



 

 

Appendix: 
Code of Conduct - 
https://vpsc.vic.gov.au/html-resources/code-of-conduct-for-victorian-publi 
c-sector-employees/ 
Ministerial Order 1038 - 
http://www.education.vic.gov.au/hrweb/employcond/Pages/tso.aspx 
Public Sector/DET Values - 
https://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx 
 
  

https://vpsc.vic.gov.au/html-resources/code-of-conduct-for-victorian-publi
http://www.education.vic.gov.au/hrweb/employcond/Pages/tso.aspx
https://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx


 

 

 
 
 
 
 
 
 
 
 
 
 
 
 


