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Acknowledgement of Country 

 

 

  

We would like to begin by acknowledging the Traditional Owners of the Land 

on which we meet, the Wurundjeri People of the Kulin Nation, and pay our 

respects to Elders past and present. 

  

   

An Acknowledgement of Country is an opportunity for anyone to show respect for Traditional Owners and 

the continuing connection of Aboriginal and Torres Strait Islander Peoples to Country. It can be given by both 

non-Indigenous People and Aboriginal and Torres Strait Islander People. 
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Introduction - The Purpose of the CoR 
 

 
 

“Progress is the realisation of utopias” 
Oscar Wilde 

 

The Charter of Respect (CoR) provides guidelines for all members of our school community with regard 

to our expected beliefs and behaviours.  Students, parents/carers, and staff are provided with a copy 

of the CoR upon joining the school.  We believe that with a clear understanding and a consistent 

application of these guidelines, from all members of our school community, we will sustainably build 

and maintain an inclusive, positive, and engaging learning environment for all.  The CoR exists to 

support all school community members with their ongoing commitment to and embodiment of our 

school vision, values and ethos.   

Richmond High School recognises the importance of the partnership between schools, students, and 

parents/carers to support student learning and wellbeing. The CoR respects the diversity of individuals 

in our school community and addresses the shared responsibilities of all members in building a 

respectful and ready-to-learn school community.  Discrimination, sexual and other forms of 

harassment, bullying, violence, aggression and threatening behaviour are unacceptable and will not 

be tolerated in this school.  

The CoR was originally developed in consultation with the Foundation Students, Parents/Carers, and 

Staff in 2018.  It is collaboratively reviewed and iterated annually by representatives of our school 

community with regard to both improving this ‘keystone document’ and its effective 

implementation.   

 

 For further information about Richmond High School please refer to following: 

- RHS website, Compass portal, and Instagram  

- Charter of Respect – Parent Version (published on Compass Newsfeed) 

- Senior School Handbook & Subject Guide (published on Compass Newsfeed) 

 

 
 

Vision, Values, 
Motto

Guiding 
Frameworks

Structures, 
Processes, 
Practices

Deliberate Culture-building 
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School Vision, Values, and Motto 

Vision 

Richmond High School is an innovative, inclusive and joyful school that matches high expectations 

with high care.  We strive to be the school of choice for our local community and a beacon of high 

quality public coeducation and school leadership within the Victorian education system.  Our students 

are creative thinkers, passionate life-long learners, and entrepreneurial leaders.  Our students possess 

great resilience and a deep compassion for others.  Richmond High School strives to make a positive 

and profound difference in the lives of all students so that they can be a force for good in the world in 

the endeavours of their choice. 

Values 

Creativity 

Young people need to be forever creative in an ever-changing world. We believe education should 

foster creativity and adaptability. 

Diversity 

We emphasise and are strongly committed to inclusion and respect for all, embracing difference and 

diversity in all its forms, including gender, ethnicity, capabilities, neurodiversity, and ideas. 

Expectation 

We have high expectations of our students. We expect them to work hard, set high standards for 

themselves and strive to be their best. We also set high expectations for ourselves. 

Intelligence 

We aim to develop intellect, inspire imagination and encourage original thinking. We hope to instil a 

thirst for knowledge and learning for life. 

Motto: Make a Difference 

We strive to make a positive and profound difference in young people’s lives – to model and mentor 

positive attitudes and actions. We want school life to be a rewarding, challenging and enjoyable 

experience. Our ultimate aspiration for our students is that they be a force for good in the world in 

the endeavours of their choice.  

Strategic Plan (2025): Key Improvement Strategies 

1: Build staff capability to scaffold learning to support and challenge every student. 

2: Refine and embed the school’s Instructional Model. 

3: Refine the school’s curriculum and assessment frameworks to enhance student progress. 

4: Develop a whole-school approach to improving learner dispositions & engagement in learning. 

5: Monitor and respond to the wellbeing and learning needs of priority cohorts (inc. girls). 
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School Crest 
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A Brief History of Our School 
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Teaching and Learning - Staffing Structure 

“The collective efficacy of teachers and consistently high quality teaching is the most important in-

school factor for improving student learning and wellbeing (second only to student peer 

effect/student culture).” 

 

Staffing Structure  

Teachers Integration Aides & Tutors 

Faculty Leaders 

Drama 

English 

Humanities 

Languages 

Life Cycle 

Maths 

Music 

Science 

Visual Arts & Technology 

Learning Specialists 

Leading Teachers 

Head of Years 7-8 

Head of Years 9-10 

Head of Years 11-12 

Wellbeing & Inclusion Leader 

Assistant Principal - Teaching & Learning 

Principal 
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Curriculum Structure - Years 7 - 12 

 “A high quality education is a fundamental human right for all.” 

Senior School Curriculum (Years 10 – 12) 

Year 12 

VCE Units 3 & 4 Electives; Make a Difference Project; CHES, VSV, VSL, VM, and VET options. 

Year 11 

VCE Units 1 – 4 Electives; CHES, VSL, VSV, VM, and VET options. 

 Year 10 

Core Yr10 English, Maths, Science, Health; VCE Units 1 & 2 Electives (with breadth parameters); 

Physical Activity Passport; VSL, VSV, VM, VET options. 

Junior School Curriculum (Years 7 – 9) 

 Year 9 

The Projects (i.e. project/challenge-based, interdisciplinary, community-focussed learning) in 

Form Groups: 

The Inspiration Project (English/Humanities) 

The Universe Project (Maths/Science/Technology) 

The Imagination Project (range of semesterised Art and Technology subjects) 

The Life Project (Health and PE) 

The Cultural Project (Mainstream Chinese, Enhanced Chinese, Spanish, or VSL) 

The Entrepreneurial Project (year-long, team-based, community-focussed project as 

homework) 

Force For Good (RRRR subject). 

 Year 8 

Core Subjects (all Domains) in Form Groups; Mainstream Chinese or Spanish or VSL or Enhanced 

Chinese Program (inc. Bilingual Humanities); Force For Good (RRRR). 

 Year 7 

Core Subjects (all Domains) in Form Groups; Mainstream Chinese or Spanish or VSL or Enhanced 

Chinese Program (inc. Bilingual Humanities); Force For Good (RRRR). 
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Teaching and Learning Frameworks - RHS Instructional 

Model 

 

“We value both evidence-based practice AND practice-based evidence.” 
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Student Support and Culture - Staffing Structure 

“The most powerful in-school factor that impacts upon student learning and wellbeing is student 

peer effect; in other words, a positive student culture.” 

Staffing Structure 

Kind, Intelligent, and Passionate Teachers  

 

Sub-school Staff 

Head of Year 7 & 8 Head of Year 9 & 10 Head of Year 11 & 12 

Year 7 Coordinator Year 9 Coordinator Year 11 Coordinator 

Year 8 Coordinator Year 10 Coordinator Year 12 Coordinator 

 

Student Support Staff 

Wellbeing & Inclusion Leader 

Integration Aides 

Social Worker 

Student Counsellor 

Youth Worker 

School Nurse 

African-Australian Liaison 

First Nations Liaison 

Student Pathways Coordinator 

 

Assistant Principal - Student Support & Culture 

Principal 
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Student Support and Culture Frameworks - RHS 

Classroom Expectations 
 

“Culture is a choice: design it or let it emerge.  Culture is never neutral: it drives or it drains 

people” 

 



15 
 

CoR Expectations 
 

“Culture is a shared responsibility” 

 

The CoR aims to make explicit, to all members of our school community, the beliefs and behaviours 

required for us to achieve our preferred future as one of the best public schools in Victoria, both for 

our students and for the public education system.  The following list of CoR Expectations apply to 

all Richmond High School students, staff, school leaders, and parents/carers.  These responsibilities 

are referred back to when the school enacts our positive student behaviour management processes 

and practices. 

❶ Treat yourself, others, and the school environment with respect. 

 

❷ Contribute to maintaining a safe, orderly, supportive, inclusive, and stimulating school 

environment. 

 

❸ Contribute to a school environment free from bullying, harassment, violence, abuse, 

discrimination, and intimidation. 

 

❹ Model and reinforce positive behaviour, and strive to embody our Vision, Values, and Ethos each 

day. 

 

❺Participate fully in all of the school’s educational programs and promote their importance. 

 

❻ Active and compassionate listening with respectful, honest, and regular communication. 

 

❼ Focused, effortful, conscientious, and collaborative learning. 

 

❽ Put student learning and wellbeing at the centre of all decision-making and action. 

 

❾ Comply with all school policies, frameworks, processes, and instructions. 

 

❿ Take responsibility for your behaviour and its impact on self and others. 
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Sub-school and House Structures 
 
To ensure that every student in our school is Visible, Valued, and Valuable – in terms of their 

learning, behaviour and wellbeing – we have a ‘horizontal’ Sub-school Structure with three Sub-

schools (i.e. one Sub-school Coordinator manages one Year Level of students; Year 7/8, Year 9/10, 

and Year 11/12 Sub-schools).  To bolster our students’ connectedness to and pride in our school, we 

have a ‘vertical’ House Structure with four Houses (i.e. a mixture of students from Years 7 – 12; 

gather at various times during the year to participate in a broad range of House Events; symbolic in 

nature rather than pastoral care).  Our Houses are named after our School Values and have been 

translated into local First Nations language with permission from elders and in collaboration with our 

indigenous students and staff. 

 

 Sub-school Booeegigat 
(Creativity) 

Djerring 
(Diversity) 

Dharrndun 
(Expectation) 

Yurlendj 
(Intelligence) 

 
12 

Head of Year 11 & 12 
 

Year 12 Coordinator 
 

 
 

   

 
11 

 
Year 11  

Coordinator 
 

 
 

   

 
10 

Head of Year 9 & 10 
 

Year 10 Coordinator 
 

    

 
9 

 
Year 9 Coordinator 

 
 

    

 
8 

Head of Year 7 & 8 
 

Year 8 Coordinator 
 

    

 
7 

 
Year 7 Coordinator 

 
 

    

 

Form & House Points System 
Students can earn points for their Form Group (Years 7 – 9) and their House (Years 7 – 12) each week 

via: Positive Behaviour Points from staff; participation in student clubs and committees; 

participation and achievement in extra-curricular activities; wearing the correct uniform; being 

punctual to class; keeping the school environment clean and tidy; and demonstrated learning 

growth.  There are prizes for students from the Form Groups and Houses with the most points at the 

end of each term and a trophy for the Form Group and House with the most points across the year.  

Weekly Positive Behaviour Points from staff are published via Compass Chronicle with a Green Flag 

(viewable by staff, student and their parents/carers).   
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Support Strategies 
 
A cornerstone belief at Richmond High School is that every student can exceed their own 

expectations provided that their learning environment provides a culture of high expectations with 

high care.  In order to holistically support students, the following learning and wellbeing support 

strategies will be implemented by the Sub-school Teams, Student Wellbeing Team, and/or the 

Integration Aide Team where appropriate:  

- Confidential Learner Profiles 

- Individual Education Plans 

- Attendance / Behaviour Improvement Plans 

- Student Support / Safety Plans 

- Access to DET SSSO, KESO and/or Visiting Teacher services  

- Access to the school’s student support staff 

- Student Support Group Meetings 

- Literacy and Numeracy Support Program (Years 7 – 10) 

- Literacy and Numeracy Extension Program (Years 7 – 10) 

- Modified Learning Program and/or Timetable 

- VCE special consideration support strategies for SACs, SATs, and Examinations 

- RHS Student Scholarships 

- Special Entry Access Scheme (SEAS). 

 

 

 

Transition to Year 7 
The step from Grade 6 to Year 7 is often one of the most challenging, for students and their parents 

alike.  To ensure all students and their parents make a smooth transition from primary school to 

Richmond High School, we provide the following:  

- Various school connection opportunities throughout the year prior to enrolment (e.g. 

information evenings, school tours, opportunities for primary school students to attend 

afternoon ‘master-classes’ with school and faculty leaders, and opportunities for parents to 

attend our Tuning into Teens parent workshops) 

- Thorough collection, collation, and sharing of relevant student medical, familial, learning and 

wellbeing information during Term 4 of the year prior to enrolment 

- Thoughtful construction of our Year 7 Form Groups in consultation with the student, their 

parents, and the primary school 

- Our Grade 6 Orientation Day led by school and student leaders in December 

- Year 7 Transition Camp in February 

- Family BBQ evening in Term 1. 

- Each Year 7 Student is assigned a Year 12 Mentor for the year. 
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Assemblies and Awards 
 

“There is no greater driver of a positive classroom than recognition.” 

 

“First attention to best conduct.” 

Paul Dix 
 

In order to support all students in their embodiment of our Vision, Values, and Ethos, we run Whole-

school Assemblies at the start and end of each school year, End of Term Sub-school Assemblies 

(organised and led by students), Student Awards Ceremonies, and a Valedictory Dinner for our 

graduating Year 12 Students.  These assemblies and ceremonies provide a platform to celebrate 

student performance and growth in broad terms, and cultivate a school culture of pride, gratitude, 

and optimism.   

 

Annual student awards include:  

- *The Principal’s Award: An exemplary RHS Student (Years 7 – 12), as selected by the 

Principal. 

 

- *School Values Award: A student (Years 7 – 12) that has thoroughly and consistently 

embodied RHS Values, as selected by the school’s Leadership Team. 

 

- *School Social Responsibility Award: A student (Years 7 – 12) that has significantly 

contributed to the local community, as selected by the school’s Leadership Team. 

 

- Subject Awards (Lead Learner and Learning Growth Awards): Students that have 

demonstrated outstanding learning performance or learning growth in a particular subject, 

as selected by Faculty Leaders.  Two awards per subject, per year level (Years 7 – 12). 

 

- *Senior Academic Award: A Senior School Student (Years 10-12) that has demonstrated 

consistently outstanding learning performance across all of their subjects, as selected by the 

school’s Leadership Team. 

 

- *Senior All-rounder Award (Year 10-12 only): A Senior School Student (Years 10-12) that has 

demonstrated consistently outstanding learning performance and/or growth, embodiment of 

RHS Values, and extra-curricular achievement, as selected by the school’s Leadership Team. 

 

- *Dux: The Year 12 Student with the highest ATAR Score. 

 

- *Senior Chinese Award: The Senior School Student (Years 10-12) with the highest level of 

learning performance and co-curricular achievement. 

 

*Award-winners will have their name placed on our School Honour Boards.   
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Student Leadership 

“Leadership means making people and situations better” 

 
Leadership development, for staff and students alike, is a key part of our ethos at Richmond High 

School.  We are committed to developing and ‘scaling up’ a co-construction culture between staff 

and students (i.e. genuine opportunities for students and staff to build and improve the school 

together).  As such, we provide a range of leadership opportunities and plenty of support and 

encouragement for all students.  It is worth pointing out that quality leaders can emerge and grow 

from a diverse range of dispositions (e.g. extroversion AND introversion). 

 

The following student leadership opportunities are available: 

- *School Co-Captains 

- Student Representatives on School Council 

- Student representatives on the School Improvement Team 

- House Captains and Vice Captains (Years 10, 11, and 12) 

- Form Co-Captains (Year 7, 8, and 9) 

- Subject Captains 

- Musical Production Leaders 

- Student Representatives on all staff interview panels 

- Student focus groups for analysing school data and developing improvement initiatives 

- School Ambassadors (e.g. lead school tours) 

- Principal’s Advisory Group representatives (i.e. a small group of students with a rotational 

membership that meet regularly with the Principal to discuss opportunities and challenges 

for the school).   

 

*School Captains will have their name placed on our Honour Boards. 
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Extra-Curricular Opportunities 
 

Our students will have the opportunity to participate in a range of co-curricular (e.g. incursions, 

excursions, camps and study tours) and extra-curricular activities (e.g. clubs, inter-school sports, 

House events) as they move up the school from Year 7 to Year 12.  In 2019, we produced our first 

ever school musical (Seussical Jnr) and initiated our Instrumental and Ensemble Music Programs.  

We are committed to providing these performing arts opportunities every year.  With the initiation 

of our House Structure in 2021, we now offer a broad range of House Events and Competitions.  

Additionally, we are a member of the Inner North Division for the state’s inter-school sports 

competition and the Debaters Association of Victoria. 

Staff and/or students are encouraged to establish and run clubs during before-school, lunch-times 

and after school.  We view student clubs as an important element of the school culture as they 

create spaces for students to lead, discover passions, develop proficiency and purpose, build 

relationships with like-minded students and staff, and feel connected to the school community.  The 

following clubs emerged and have been popular during our foundation and establishment years: 

-          Students Making a Difference (SMAD) 

-          Running Club 

-          Book Club 

-          Chess/Table-top Games Club 

-          Study Club 

-          Basketball Club 

-          Futsal Club 

-          Lunch-time Sports and Music (Mon – Fri) 

-          Performing Arts Club 

-          AFL and AFL Umpiring Clubs 

-          Enviro Club 

-          Computer Game Club 

-          Art and Design Club 

-          Feminist Collective 
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Camps and Study Tours 
 
 

Cohort Camps 

-          Year 7: Transition Camp, The Summit (Term 1) 

-          Year 8: Farm Camp, Kangaroobie (Term 2) 

-          Year 9: City Experience (Term 1) 

-          Year 10: Outdoor Education and Adventure, Bright (Term 3) 

  

Specialist Camps and Study Tours 

All Year 9 students have the opportunity to sign-up for one additional small group camp during the 

year (e.g. Term-long Leadership Program; Young Leaders in China Program; World Challenge).  

The following study tours are open to all students in Years 10 – 12, provided they are currently 

studying subjects from the relevant subject domain.  Where a student wants to go on one of these 

study tours but the family does not have the financial means, the school will support the student in 

fundraising for their tour.  These study tours will be available on a rotational basis (i.e. year on, year 

off). 

-          The Arts: USA (New York) 

-          Chinese: VCE/VET Chinese Study Tour 

-          English: Europe 

-          Humanities: Europe 

-          Maths and Science: USA (NASA) 

-          Sport and Health: Europe 
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Positive Student Behaviour Management Guide 
 

Student Behaviour Management Process 

Individual students and their individual circumstances should be taken into account when managing 

student behaviour.  If you have any questions or concerns, please seek advice from the relevant Year 

Level Coordinator or Head of Sub-school.  The three levels of behaviour and the corresponding levels 

of consequence reflect the increasing seriousness of disruptive, disrespectful, and unsafe behaviour.  

All school expectations and consequences apply while students are at school, engaged in school 

activities, and on the way to and from school.  Inappropriate behaviour that takes place outside of 

school but has an impact on those within the school will also be addressed by the school.  When 

addressing inappropriate behaviour, the honesty and cooperation of all members of the school’s 

community is assumed and highly valued. 

Please refer to the Appendix for relevant student conduct procedures (pp. 35 – 39). 
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Restorative Practice 

 

What  

Focuses on the quality and health of relationships of the people involved, including whole class, 

students, teachers, school community members. Restorative practices involve those responsible and 

those harmed, together in dialogue that explores the event, the harm done and together working 

out a way forward that suits both/all parties. The key focus in restorative practice is to bring people 

together and restore relationships.  

 

Why  

Restorative practices are used to support people to come to a shared agreement and move forward.  

Restorative practices can promote greater connection to school and teach important life skills. 

Restorative practices need to be a whole school approach, to ensure that it is effective in 

behavioural understanding and change. If it is not a whole school approach, it does not reach the 

population of students needed.  

 

Who 

● Restorative conversations should be led by a RHS leader (Leading teacher, Assistant 

Principal, Principal or in some cases an external sourced practitioner)  

● Where practicable, the leader will have received training in restorative practices  

● Meeting minutes do not need to be taken during a restorative conversation as it requires all 

parties to be actively involved in listening, reflecting and talking (this includes the facilitator)  

● Once the restorative has taken place, a note on compass will briefly summarise that a 

restorative has taken place and what the agreed actions are  

 

When to conduct a restorative conversation  

 After consulting with a Coordinator, Head of Subschool or Assistant Principal to determine 

the appropriateness of a restorative approach  

 After informing parents (if and when appropriate) 

 If all involved parties are willing and able to participate in a restorative conversation. 

Consultation must happen before a restorative takes place. A leader in the will should 

ascertain this by having conversations with all involved parties to assess whether all parties 

are able to have a constructive conversation  

 If the situation allows the involved parties to restore the relationship in a constructive 

manner  

 Only after all parties have been briefed about what the restorative process looks like and 

how the conversation will be structured. All involved parties must have thinking time before 

a restorative  
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 Only after all parties have reached a point in which they are willing to repair the relationship. 

If this has not been achieved, alternatives will be considered such as a structured apology 

(RRRR) or written apology alternatives. 

  Only if the event warrants a restorative conversation; recognising there are other types of 

conversations and processes that might be more suitable to a particular type of situation  

 

When not to conductive a restorative conversation  

● When the parties still remain heightened  

● When the parties involved are not willing or do not have the capacity to engage in a 

restorative meeting.  

 

Other alternatives to a restorative conversation  

● A structured apology (RRRR) 

● A written apology  

● A family meeting to discuss behaviour (may happen in addition to a restorative) 

● A goal setting session (may happen in addition to a restorative  

● Consequences based on the Charter of Respect (in addition to a restorative) 

 

Some examples of when a restorative conversation may take place: 

 

Instance Restorative Approach  

First instance of a conflict that results in harm Constructive conversation led by classroom teacher or 
appropriate staff member in the school 

Ongoing concerns in a whole class in regard to 

behaviour that has resulted in harm  

Community conference held by a leader in the school 
alongside the teacher. Please seek support. 

Ongoing unresolved conflict that has caused harm  Restorative meeting led by a leader in the school with 
a clear set of actions to restore the relationships  

 

A family meeting to discuss behaviour  

A staff member is perceived to have caused harm to a 
student  

This must be escalated to a member of the principal 
team to determine the next action  
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Consequences & Restorative Practices 

 

Learning Catch-up 

If students are late to class 3 or more times in a week they are required to attend a Learning Catch-

up session.  Learning Catch-up sessions are 50 minutes in duration and are held in the afternoons 

from 2:40 – 3:30pm (Year 7 - 9) and 3:30 - 4:20pm (Year 10 - 12).  Parents and students will be 

informed of the Learning Catch-up via an automatic email from Compass. In these sessions, the 

student’s teacher will provide guidance on the learning activity they need to complete having missed 

it in class due to being late.  Students must stay for the full duration of the Learning Catch-up. 

 

Detention 

Lunch-time detentions are 30 minutes in duration and are held every school day from 12:30 - 12:50pm. 

Parents and students will be informed of the detention via an automatic email from Compass. Parents 

will also be able to view the Compass Chronicle entry of the lunch-time detention. 

After-school detentions are 50 minutes in duration and are held after school (2.40 – 3.30pm for Year 

7-9 and 3.30 - 4.20pm for Year 10-12).  Parents and students will be informed of the detention via an 

automatic email from Compass. Parents will also be able to view the Compass Chronicle entry of the 

after-school detention.  

Detentions must adhere to our agreed-upon school culture frameworks (i.e. the student is provided 

the opportunity and guidance to reflect on their behaviour and develop strategies to improve their 

behaviour and/or repair any damage caused).  Sub-school staff will provide detention reflection 

tasks to facilitate this restorative practice, or issue school service tasks during this time.  Students 

must stay for the full duration of the Detention. 

 

School Service 

Where a student has deliberately or accidentally (through negligence) caused damage to school 

property, students may be required to complete school service consequences.  For example, a 

teacher on Yard Duty can instruct a student to clean up litter if they have observed the student 

littering.  
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Consequences & Restorative Practices 

 

Suspension 

After thoroughly investigating the situation and providing the student/s involved an opportunity to 

be heard, the Head of Sub-school will liaise with the Assistant Principal in charge of Student Support 

& Culture with regard to the possibility of initiating a suspension.  The Head of Sub-school will then 

inform the Principal of the situation, the recommended level of consequence, and the supports to be 

put in place for the student/s involved. The Principal must approve of any and all suspensions.  The 

Head of Sub-school will contact parents and the relevant Admin Support Officer regarding the 

incident, conditions of the suspension (i.e. effective next school day, number of days, run at school 

due to concerns for safety at home), and arrange a post-suspension meeting with the parent/s, the 

student, and a member of the Principal Team.   

Suspensions can range from 1 – 5 days.  A DE Suspension Form must be completed via Compass 

Chronicle and tagged with a Red Flag (viewable by staff only).  This form must be printed out, signed 

by the Principal, and 1 copy of the original made by the relevant Admin Support Officer.  The original 

copy must be placed in the student’s file, and the copy must be emailed/mailed home immediately 

to the parent along with a copy of DE’s Procedures for Suspension form.  

 

Transition to an Appropriate Educational Setting 

There is provision for a Principal to initiate a pre-expulsion process when there are sufficient 

grounds (i.e. after a number of suspensions have been implemented for a range of severe breaches 

of the Charter of Respect) and all other internal and external support strategies have been 

exhausted and found to be ineffective in modifying the student’s behaviour.  However, we regard 

expulsion as an extreme measure and a potentially damaging process for the student, their family, 

our school, and our school system.  

Where the Principal Team deems our school to lack the capacity to cater for the behavioural needs 

of a student, the Assistant Principal in charge of Student Support & Culture and the relevant Head of 

Sub-school will work with the student, their parents/carers, and any relevant internal and external 

support personnel to transition the student to a more appropriate educational setting.  The duration 

and conditions of this alternative enrolment will be decided on a case-by-case basis and in 

collaboration with the student and their parents.   
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Appendix - Student Conduct Processes 
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Approach to Mobile Phones & Headphones 

Mobile phone and headphone storage during school hours 

Mobile phones are expected to be switched off, and locked inside a students’ locker between school 

hours: 

● Years 7 - 9: 8:40am - 2:40pm 

● Years 10 - 12: 9:30am - 3:30pm 

All Richmond High School students are supplied with a combination lock upon enrolment. If a 

student loses their lock, or it breaks, a new lock can be supplied to the student and their family 

invoiced. It is a student’s responsibility to keep their lock, lock their locker, and notify sub-school 

staff if they require a new lock. 

If a student needs to contact their parents or family at any point during the school day, they will be 

allowed to use the school phones within their sub-school office at break times. If parents or families 

need to contact their child during a school day, they can call the main office and leave a message to 

be relayed to their child by Richmond High School staff. 

Consequences of phone or headphone use during school hours 

Mobile phones and headphones can distract from learning within the classroom and impact student 

wellbeing through misuse; this is why we have the expectation that all mobile phones and 

headphones will remain in lockers through the school day.  

If a student is found using their mobile phone or headphones during school hours, Richmond High 

School teaching staff will follow a confiscation protocol to ensure that the particular student can 

remain focused on their learning throughout the school day: 

 

1. The student will be asked to surrender their mobile phone or headphones to their classroom 

teacher. 

2. The staff member will collect the phone or headphones and place it in an envelope. They will 

label it with the student’s name, form group, current condition (e.g. screen cracked) and 

time of confiscation. 

3. The envelope will be placed in a pencil case where the staff member can store the device 

until they have the opportunity to deliver the phone to the front office. 

4. The classroom teacher will post a Compass chronicle to the student’s profile to indicate that 

their device has been confiscated. 

5. The front office will keep the device securely locked away for the remainder of the school 

day. 

6. The student will be able to collect the device from the front office at the end of the school 

day. 

7. If a student’s device is confiscated on two occasions, the student’s parent/guardian will be 

notified and the sub-school will follow up with an appropriate consequence which could 

involve the parents coming in to collect the phone from the office after school, or a 

before/after school detention. 
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Refusal to surrender mobile phone or headphones 

If there is a situation where a student refuses to surrender their device, Richmond High School staff 

will: 

● Remind the student that they are now refusing to follow teacher/staff instruction and that 

there will be further sub-school issued consequences to follow because of this. 

● Notify sub-school staff of the refusal to surrender the device and the ignoring of instruction 

so the relevant staff can follow up with the student. 

If sub-school staff are required to intervene, they will: 

● Catch up with the student and ask them once again to surrender the device due to using it 

within the school day. 

● If the student surrenders the device, contact with the students’ parent/carer to inform of 

the incident and an after school detention will be issued for ignoring teacher instruction. 

● If the student chooses not to surrender the device, the students’ parent/carer will be 

contacted and a suspension will be issued for the continued refusal of teacher instruction. 

Exemptions for mobile phone or headphone use 

Where a mobile phone or headphones may be required or useful for learning activities such as: 

filming, photography, voice memo recording, etc. there are exemptions to these procedures in place 

if: 

● The exemption is pre-arranged. (e.g. In Session 6 today, we will be filming, you will be 

allowed to use your mobile phone device to do this or e.g. On Tuesday next week we will be 

taking photos around the school, you will be allowed to bring your mobile phone device to 

class for this purpose.) 

● The exemption is actively supervised. 

● Students are using the device for the purpose of the exemption only. 

● The device is locked in the students’ locker before and after the exemption period. 

 

 

 

 

 

 

 

 

 

 



31 
 

Approach to Student Uniform 

Rationale 

 Wearing our uniform correctly fosters and communicates pride in our school community.  It also 

helps students feel that they are equal among peers and belong within our community, with no 

student feeling left out due to the clothes they choose or are able to wear.  Pride, equity, and 

belonging are important pre-conditions for optimal learning and wellbeing. 

Responsibility  

Students will . . . 

-          Wear correct and full school uniform each school day (including to and from school).  

-          Provide a signed note from a parent/carer to obtain a uniform pass from their Sub-

school before the start of their first session of the day if they are unable to wear correct 

uniform on that particular day.  

  

Parents/Carers will . . . 

-          Ensure that their child leaves for school in correct and full uniform each school day 

and notify their child’s Sub-school before the first session of the day if they are unable to 

wear correct uniform on that particular day. 

  

Teachers will . . . 

-          Implement the school’s policy and shared approach to student uniform with 

consistency and kindness. 

  

Year Level Coordinators will . . . 

-          Lead the implementation of the school’s policy and shared approach to student 

uniform with consistency and kindness. 

  

Leadership Team Members will  . . . 

-          Lead the implementation of the school’s policy and shared approach to student 

uniform with consistency and kindness. 

-          Support Year Level Coordinators in their leadership and lead the review of the 

Uniform Policy with School Council. 
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Process: Teaching Staff 

Teaching staff are to approach uniform conversations with students with kindness and compassion. 

These conversations should occur discretely.  The following interventions are expected of all 

teachers, in class and around the school grounds, at all times of the school day. 

  

If teaching staff notice a student with a uniform substitution, they must ask to see the student’s 

uniform pass.  

-          If a student does not have a uniform pass, the teacher is to notify sub-school that the 

student is out of uniform without a uniform pass via the Uniform Infringement 

Notification (Compass Chronicle Entry).  The teacher will inform the student that this 

notification will result in a same-day lunch-time detention (in Room 121) with 

parents/carers notified. 

  

If a student is wearing an additional non-uniform item (such as a non-RHS hat or jacket) in class, the 

teacher must ask them to take the item off and place under their desk immediately. 

  

If a student is wearing an additional non-uniform item (such as a non-RHS hat or jacket) before 

school, recess, or lunch-time, the teacher must ask them to place it in their locker immediately. 

-          The teacher is to notify sub-school that the student is out of uniform via the Uniform 

Infringement Notification (Compass Chronicle Entry).  The teacher will inform the 

student that this notification will result in a same-day lunch-time detention (in Room 

121) with parents/carers notified. 

OR  

-          If a student refuses your instruction to remove the additional non-uniform item, the 

teacher completes a Level 2 CoR Breach (Disrespectful Behaviour) on Compass.  The 

teacher will inform the student that this compass notification will result in a same-day 

after-school detention (in Room 121) with parents/carers notified. 
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Process: Sub-school Staff 

 

Sub-school Staff are to provide spare uniform item/s for the student to wear during the day of the 

uniform infringement.  If spare item/s are unavailable, Sub-school Staff will provide the student with 

a Uniform Pass for uniform substitutions. Uniform passes will not be issued for additions such as 

non-RHS jumpers, jackets or hats. 

These passes must: 

-          Be issued with a specific end date 

-          Be carried with students  

  

Students who are out of uniform without notice from a parent/carer (e.g. signed letter, phone call or 

email before the start of the school day) will receive a lunch-time detention that day and 

parents/carers will be contacted.  Missing this detention will result in an after-school detention.  

Missing this after-school detention may result in a suspension. 

  

Students will receive a lunch-time detention for each subsequent day they are out of uniform 

without a notice from a parent/carer. 

  

Students that are habitually out of uniform without a notice from a parent/carer (i.e. 3 or more 

uniform infringements in a term) may be suspended.  A Uniform Improvement Plan (with agreed-

upon goals and consequences) will be designed in the post-suspension meeting and implemented 

immediately. 

  

Sub-school staff will communicate with the Principal Class and Business Manager to facilitate 
support for students who require assistance to obtain the correct uniform. 
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Classroom Exit Pass 

At Richmond High School, we aim to create and maintain a calm, orderly, and focused learning 

environment. As such, it is our expectation that all students remain within classrooms throughout all 

classes. This is so that students have as much exposure to learning time as possible during the school 

day.  As such, we always encourage our students to visit the bathroom, fill up drink bottles, and do 

any other duties during their Recess and Lunch breaks so they are able to remain in class during class 

times. We also expect that all students will bring all equipment required for classes so that they do 

not need to exit class to gather equipment from their lockers during learning time. 

To support us to maintain a focused learning environment, Richmond High School will implement an 

Exit Pass Policy for students who wish to leave class for sickbay, bathroom, or sub-school purposes. 

How exit passes work 

1. If a student must attend sick bay, go to the bathroom, or visit sub-school for any reason during 

class time, they must request an exit pass from their classroom teacher. 

2. The classroom teacher will fill out an exit pass that details the student’s name, the time of 

departure, and reason for departure from class. 

3. The student must keep the exit pass on their person throughout the time they are absent from 

class. 

4. The student will return to the exit pass to the teacher upon returning to class. 

Whilst students are out of class 

● Staff members will ask students out of class to see their exit passes as permission to be out of 

class. 

● Students who present a valid exit pass will be permitted to conduct their activities. 

● If a student does not present a valid exit pass, that staff member will notify sub-school staff 

that the student is out of class without permission via a Compass Chronicle Entry. The student 

will be directed to return to class immediately. 

Consequences of being out of class without a valid exit pass 

● Students who are out of class without a valid exit pass will be instructed to return to class 

immediately. 

● Sub-school will be notified that the student has been out of class without permission. 

● If a student refuses to return to class, sub-school will be informed and consequences will 

follow for refusing staff instruction. 

● If a student is found to be out of class without permission two or more times in one week, a 

detention consequence will be issued. 

● If a student is consistently and habitually out of class without permission, further 

consequences will follow as discussed with sub-school. 

Exemptions from exit passes 

We know that sometimes, students must leave class for circumstances beyond the realms of the exit 
pass or may not have an exit pass with them in extenuating circumstances. Teacher discretion will be 
used on some occasions where a staff member will use their judgement to determine whether 
follow up is required for a student who is out of class without an exit pass in these circumstances. 
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Attendance 

Attendance Requirements 

Education is a continuous process.  Absences often mean students miss important stages in the 

development of key skills and knowledge, and the process of ‘catching-up’ is often difficult and 

ineffective.  Educational research has repeatedly shown a strong relationship between successful 

learning growth/performance and attendance at school.  Regular school attendance enables 

students to maximise their full educational potential, promotes active participation and engagement 

in learning, and is foundational to building and maintaining positive relationships. 

As per Department of Education policy, students at Richmond High School are expected to attend 

school every day.  A reasonable explanation must be supplied for all absences and is subject to 

approval by the Principal Team. 

All members of the Richmond High School community are responsible for student attendance: 

Students, Parents/Carers, Principal Team, Heads of Sub-school, Year Level Coordinators, Teachers, 

and Education Support Staff. 

 

Unapproved and Approved Absences 

An absence from any class is considered to be an “unapproved absence”, except for the following 

circumstances that allow for an “approved absence”: 

- Medical or dental appointments where out of school hours are not possible or appropriate; 

- Bereavement or attendance at the funeral of a relative or friend of the student, including a 

student required to attend Sorry Business; 

- School refusal if a plan is in place with the parent/carer to address causes and support the 

student’s return to school; 

- Cultural observance if the parent/carer notifies the school in advance; 

- Family holidays where the parent/carer notifies the school in advance; 

- School approved activities. 

 

If no explanation is provided by the parent/carer within 10 school days of an absence it will be 

recorded in the school’s data and on the student’s school file as an Unexplained Absence.  
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Staged Response to Student Absences 

According to the Department of Education, students must attend 100% of school days and will be 

exempt only under reasonable and valid grounds.  Students at Richmond High School with a 90% 

overall school attendance rate or less (i.e. 20+ days unexplained absent per year) will be considered 

a ‘High Risk Student’.  

Stage Actions Staff Responsible 

Stage One: An Unexplained 
Absence (1 Day) 

Rolls are marked accurately 
every session within the first 15 
minutes.  Any student not 
present in the classroom is 
marked absent.   

 

Automated Compass SMS will 
be sent 20 minutes into each 
session to the primary 
parents/carers requesting a 
reasonable explanation for the 
absence. 

 

Attendance Officer to resolve 
individual session and whole-
day absence anomalies by 
calling home daily and recording 
notes of these phone calls on 
Compass. 

 

Attendance Officer emails a 
Weekly Unexplained Absence 
report to Heads of Subschool 
and emails a Stage 1 Letter to 
relevant parents/carers 3pm 
Fridays.   

 

Heads of Subschool to update 
the Attendance Tracking 
Spreadsheet for their Year 
Levels.  This data will be 
reviewed by the Heads-of-
Subschool Team which includes 
the Student Wellbeing & 
Inclusion Leader and the 
Assistant Principal - Student 

Teacher 

 

 

 

 

 

Automated - Compass 

 

 

 

 

 

 

Attendance Officer 

 

 

 

 

 

 

 

Attendance Officer 
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Support. 

 

If no explanation is provided by 
the parent/carer within 5 school 
days of an absence the 
Attendance Officer will call 
parent/carer.  If no explanation 
is provided within 10 school 
days, the absence will be 
recorded in the school’s data 
and on the student’s school file 
as an Unexplained Absence.  

 

 

 

Head of Subschool 

 

 

 

 

 

 

 

 

 

 

Attendance Officer 

Stage Two: 2 - 5 days 
Unexplained Absence 

 

 

Attendance Officer to call 
parents in an attempt to 
ascertain explanation and 
amend attendance data, with 
phone call notes recorded on 
Compass. 

 

Attendance Officer to email a 
Weekly Unexplained Absence 
report to Heads of Subschool 
and email a Stage 2 Letter to 
relevant parents/carers 3pm 
Fridays 

 

Year Level Coordinator speak to 
the student and call 
parents/carers in order to 
provide support (e.g. reminder 
of the importance of attending 
school every day and our 
attendance guidelines and 
policy; recommend a Wellbeing 
Team referral; liaise with 
teachers to ensure student is 
supported to catch-up on 

Attendance Officer 

 

 

 

 

 

 

Attendance Officer 

 

 

 

 

 

 

Year Level Coordinator 
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missed learning; school-based 
consequences for truancy).  

 

Year Level Coordinator to 
document this conversation on 
Compass Chronicle and update 
the Attendance Tracking 
Spreadsheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Year Level Coordinator 

Stage Three: 6 - 10 days 
Unexplained Absence 

 

Attendance Officer to call 
parents in an attempt to 
ascertain explanation and 
amend attendance data, with 
phone call notes recorded on 
Compass. 

 

Attendance Officer to email a 
Weekly Unexplained Absence 
report to Heads of Subschool 
and email a Stage 3 Letter to 
relevant parents/carers 3pm 
Fridays 

 

Head of Subschool to meet with 
student and parent/carer in 
order to reiterate our 
Attendance Guidelines and 
Policy and collaboratively 
develop an Attendance 
Improvement Plan including a 
referral to the Wellbeing Team 
and/or external support services 
if appropriate. 

Attendance Officer 

 

 

 

 

 

 

Attendance Officer 

 

 

 

 

 

 

Head of Subschool 
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Head of Subschool to upload 
meeting minutes to Compass 
Chronicle and update the 
Attendance Tracking 
Spreadsheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Head of Subschool 

Stage Four: 11 - 20 days 
Unexplained Absence 

 

At this stage, the student will be 
regarded by the school as a High 
Risk Student. 

 

Attendance Officer to call 
parents in an attempt to 
ascertain explanation and 
amend attendance data, with 
phone call notes recorded on 

 

 

 

 

Attendance Officer 
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Compass. 

 

Attendance Officer to email a 
Weekly Unexplained Absence 
report to Heads of Subschool 
and email a Stage 4 Letter to 
relevant parents/carers 3pm 
Fridays 

 

Head of Subschool and Assistant 
Principal - Student Support to 
meet with the student, 
parent/carer, and relevant 
internal and/or external 
wellbeing support staff to 
collaboratively develop a 
Student Support Plan including 
referrals to the Wellbeing Team 
and external support services. 

 

Head of Subschool to upload 
meeting minutes to Compass 
Chronicle and update the 
Attendance Tracking 
Spreadsheet. 

 

In the event that the school is 
unable to get in contact with a 
parent/carer, the Head of 
Subschool will contact DFFH: 
Child Protection and Victoria 
Police for a welfare check home 
visit. 

 

 

 

 

 

 

Attendance Officer 

 

 

 

 

 

 

Head of Subschool 

 

Assistant Principal - Student 
Support 

 

Student Wellbeing and Inclusion 
Leader 

 

 

 

 

Stage Five: 20+ days 
Unexplained Absence 

 

and/or 

 

Prolonged school refusal 

At this stage, the student will be 
regarded by the school as a 
Complex Case Student. 

 

Attendance Officer to call 
parents in an attempt to 
ascertain explanation and 
amend attendance data, with 
phone call notes recorded on 

 

 

 

 

Attendance Officer 
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Compass. 

 

Attendance Officer to email a 
Weekly Unexplained Absence 
report to Heads of Subschool 
and email a Stage 5 Letter to 
relevant parents/carers 3pm 
Fridays 

 

Assistant Principal - Student 
Support to meet with the 
student, parent/carer, and 
relevant internal and/or 
external wellbeing support staff 
to collaboratively develop a 
Return to School Plan including 
referrals to the Wellbeing Team 
and external support services. 

 

Assistant Principal to upload 
meeting minutes to Compass 
Chronicle and update the 
Attendance Tracking 
Spreadsheet. 

 

In the event that the school is 
unable to get in contact with a 
parent/carer, the Assistant 
Principal will contact DFFH: 
Child Protection and Victoria 
Police for a welfare check home 
visit. 

 

In the event there is no 
improvement in the student’s 
attendance, the Assistant 
Principal - Student Support will 
contact the Department of 
Education’s Student Wellbeing 
and Engagement Officer for 
further advice and support. 

 

 

 

 

 

 

Attendance Officer 

 

 

 

 

 

 

Assistant Principal - Student 
Support 

 

Student Wellbeing and Inclusion 
Leader 

 

Principal 
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Approach to Student Punctuality 

Purpose 

To improve student ready-to-learn behaviours and punctuality to class, and improve teacher ready-
to-teach practices. 

Session Transition Times 

Music will play over the school’s PA system during the following times to notify teachers and 

students when it is time to pack-up their classroom and move to their next classroom (i.e. 2 minutes 

to pack-up, 2 minutes to get to class).  Efforts will be made to minimise the movement of Form 

Groups between sessions in the school’s timetable. 

-          8:36 – 8:40am (before-school – Session 1) 

-          9:28 – 9:32am (Session 1 – Session 2) 

-          10:37 – 10:40am (Recess – Session 3) 

-          11:28 – 11:32am (Session 3 – Session 4) 

-          12:55 – 1:00pm (Lunch – Session 5) 

-          1:48 – 1:52pm (Session 5 – Session 6) 

-          2:38 – 2:42pm (Session 6 – Session 7) 

Classroom Entry Expectations 

1. Teachers will be punctual to class and ensure that there is a Learning Intention and Success 

Criteria visible on the board. 

2. Students are not permitted to enter the classroom until directed by their teacher. 

3. All Students are to line-up quietly and calmly when waiting to enter their classroom.  

4. Before students enter the classroom, students must: discard chewing gum, food, and drinks 

other than water; remove headphones; and remove additional non-uniform items to be 

placed under their table (uniform infringement notification required). 

5. As students are engaged with a brief Do Now activity (e.g. writing down the Learning 

Intention), the teacher must complete their attendance roll. 

 Classroom Exit Expectations 

1. As soon as the music starts to play, teachers and students must pack-up their classroom (2 

minutes): whiteboard clear, projector off, learning materials collected, rubbish collected, 

tables reset, and chairs pushed in. 

2. Students are to stand behind their chair and wait quietly and calmly to be dismissed by their 

teacher. 
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Staff Follow-up on Lateness 

If a student arrives to class after the music has stopped, the Teacher is to mark the student as Late. 

If a student receives 3 or more lates within a week Subschool Staff will issue an after-school Learning 

Catch-up Session (50 minutes) and contact parents/carers.   

If a student receives more than one after-school Learning Catch-up within a term, Subschool Staff 

will have a meeting with the student and a parent/carer to co-design attendance goals and support 

strategies.   

If attendance does not improve an Attendance Improvement Plan will be co-designed with the 

student and a parent/carer and implemented. 
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Senior School Attendance Processes 

The following are relevant excerpts from the RHS Senior School Handbook. 

 

Rescheduling of School Assessed Coursework (SACs) 

If students are absent in the lead up to a SAC or on the day of a SAC, they will be given the opportunity 

to reschedule the SAC if, and only if, they: 

· Are ill on the day of a SAC or on the days leading up to a SAC and have a medical certificate from an 

independent health professional. 

· Have a significant non-medical reason (e.g. Bereavement or family crisis) on the day of a SAC or on 

the days leading up to a SAC – evidence will need to be provided. 

· Have a clash with a co-curricular activity (e.g. sport, excursion, music OR a VET study undertaken 

outside the school). 

 

Procedure for Rescheduling SACs 

Students will normally be required to complete the Supplementary SAC during private study sessions 

in Year 12, or by negotiation with the relevant Sub-school Leader and subject teacher in Year 10 and 

11.  Supplementary SACs will be completed in the Private Study Centre on Level 3 under the 

supervision of the Senior Sub-school Team. 

Supplementary SACs must be organised through the relevant Sub-school Leader. Students must follow 

the procedure outlined below and NOT negotiate alternative times to complete assessment tasks with 

their teachers. 

 In the case of illness and significant non-medical reason: 

· Parents/guardians to inform the relevant Sub-school Coordinator or Sub-school Leader of illness or 

non-medical reason prior to or on the day of the SAC. 

· The subject teacher will also inform the relevant Sub-school Coordinator/Leader and their Faculty 

Leader of all student SAC absences the day of the student’s absence. 

· Student to see relevant Sub-school Coordinator or Sub-school Leader within 24 hours of their return 

to school. 

· Student to submit a medical certificate in the case of illness or a signed note from a parent/guardian 

in the case of non-medical circumstances explaining the reason for the absence. 

· If approval for rescheduling a SAC is granted, the relevant Sub-school Leader will arrange a date for 

completion of the Supplementary SAC in consultation with the subject teacher or Faculty Leader. 
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In the case of a clash with a co-curricular activity or VET study: 

· Students must inform their subject teacher of the clash and speak to the relevant Sub-school 

Coordinator or Sub-school Leader to schedule the SAC at least one week prior to the event. 

 

 **IMPORTANT** 

If a student misses their Supplementary SAC without a medical or significant non-medical reason (i.e. 

an unapproved absence) they will receive a ‘0’ score for that SAC and run the risk of receiving an ‘N’ 

for that Outcome and Unit of Study. 

  

Granting of Extensions for Unit 3/4 School Assessed Tasks (SATs) 

Final products and folios MUST be submitted by the due dates. An extension will only be granted if a 

student’s ability to complete the final product (s) and submit the required folio has been hindered by: 

  

1. Illness and have a medical certificate from an independent health professional, or 

  

2. Significant non-medical reasons with evidence. 

 A co-curricular activity (e.g. excursion, sport), attendance at a VET study, or absence due to holidays 

on the date of submission WILL NOT be valid reasons for an extension where the student has had 

advance notice of the pending absence. In such an instance, it is expected that the student will manage 

their time so that work is submitted before the due date. 

 

Applying for an Extension to Complete a SAT 

Extensions must be organised through the relevant Sub-school Coordinator or Sub-school Leader in 

consultation with the subject teacher and Faculty Leader. Students must follow the procedure 

outlined below. Students should not negotiate an extension of time to submit final products or folios 

with their teachers. 

  

·  Parents/guardians to inform relevant Sub-school Coordinator or Sub-school Leader of the 

circumstance preventing the student submitting the work on time PRIOR TO THE DUE DATE. 

·  Student to provide the relevant Sub-school Coordinator or Sub-school Leader with a medical 

certificate or signed note from parent/guardian explaining the non-medical reason for inability to 

submit. 
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 **PLEASE NOTE** 

The medical certificate must be dated: 

· PRIOR TO THE SAT DUE DATE in the case of illness in the period prior to the due date, or 

· ON THE SAT DUE DATE in the case of illness on the day of the due date. Back-dated medical 

certificates will not be accepted. 

  

**IMPORTANT** 

If the final product or folio is handed in late with no valid reason or is handed in after an extension 

deadline date, the work will be assessed to determine whether it meets the criteria for satisfactory 

completion. If the work is deemed satisfactory, the student will receive an ‘S’ for the SAT, BUT the task 

will be given a zero score. This will impact adversely on the student’s subject study score and ATAR. 
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Private Study Attendance Process 

Times when students do not have timetabled classes are called Private Study Sessions. These sessions 

are not ‘free time’ nor a time for socialising. They are an extension of class time and can be used to: 

· complete homework 

· see teachers for assistance 

· revise class work 

· prepare for SACs 

· work on production tasks or folios in folio-based subjects. 

 

Designated Private Study Areas 

Senior School Students are permitted to use the Level 3 Study Centre (rooms 313, 314, 315) during 

Session 1’s and their Private Study Sessions.  Junior School Students with private study (e.g. to 

complete their distance education LOTE learning) are permitted to use the Library. 

For attendance and school emergency procedure reasons, students are required to sign-in at the 

relevant Compass Private Study terminal at the start of each private study session.  

Designated private study areas exist to promote a ‘deep learning’ culture and therefore students are 

expected to work quietly in these areas and respect the right of their peers to study in an environment 

free from noise and distraction. For health and safety reasons students are not permitted to bring 

their school bags into these areas (protective bags to carry BYODs only are permitted). 

Private Study areas are supervised every session. 
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Private Study Session Roll-marking Process 

Step 1: 

Students must tap on the Compass Private Study terminal with their Compass Card within the first 

10 minutes of their Private Study Session - not a second before or after. 

If a student has forgotten their Compass Card or missed the tap-on window of time, students must 

report to the Supervising Teacher, the Senior Subschool Office, or the Attendance Officer in the 

Library so that a member of staff can mark them present. 

  

Step 2: 

The Attendance Officer or the Supervising Teacher will save each Private Study Attendance Roll 10 

minutes into the private study session. 

  

Step 3: 

Parents/Carers are notified via automatic SMS if their child has been marked absent from any 

session in the day 20 minutes into the session.  This includes students that have not tapped-on 

correctly for their private study sessions. 

  

Important Reminders for Staff: 

If a private study roll is open on your computer/phone, student tap-ons will not register.  Please do 

not open the roll in the first 10 minutes of a private study session. 

Once a private study roll is saved, student tap-ons will not register.   

 
 
 


