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Preface
I remember my first job as a Principal. The Principal before me had suddenly gained
a position in a larger school and I was asked to take over from him. I had never been
in a senior leadership position before and I remember the multitude of feelings and
anxieties that raced through my mind during the few weeks before he left. Luckily, I
had a wonderful staff who gave me lots of encouragement and support, and I
steadily grew into the job.
No doubt I made many mistakes along the way. Although I took advantage of some
excellent one-off instances of training available to me over the years, there was no
single comprehensive package of training available for new Principals. So it was
through trial and error and with good counsel and intuition that I honed my skills and
knowledge, over many years, into a craft that finally has integrity and, satisfyingly,
quality.
Over my twenty years as a Principal of small and large schools in three different
countries, I have been fortunate enough to gain insights into some universal and
fundamental truths about leadership and management that apply across cultures and
systems. They are simple and few in theory but elusive and challenging in practice,
constantly being veiled, hijacked or diminished by the demands and needs of the
moment. As an experienced advisor to school Principals, I understand what makes a
good school and feel there is a need to communicate this to all who wish to create
one.
It occurred to me that newly appointed Principals, aspiring Principals and their often
inexperienced educational employers may appreciate practical advice from someone
who has been in the job for a substantial period of time and has gained knowledge of
what works well in most situations. With this in mind, I have put together this eclectic
gathering of theory and practice, which has been honed and, increasingly, distilled
over a long time by myself and many other Principals.
It is important to acknowledge that the frameworks, policies, procedures, approaches
and models that appear in this book are not all my original ideas and do not
necessarily belong to me. They have been gathered over the years from a wide
range of sources, including the generous training provided by my various employers
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and the collective wisdom of colleagues, as well as having arisen from the many
trials by fire that I experienced.
If you remain focused, persistent and consistent in using them, they will empower
you, as a new or aspiring Principal, to build thriving cultures of high performance and
development and to anticipate and minimise the consequences of common pitfalls
along the way. They will also lead employers to a greater understanding of the
challenges that Principals face in their everyday working life and the enormity of the
role. This will allow employers to have greater empathy with Principals.
Greg Flattley
_________________________________________________________________
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Introduction
Do you remember walking into a school during a holiday break? It might have
brought to mind your own childhood memories, but it looks a bit rundown. Perhaps
there were half-finished renovations, scraps of paper left lying around and slightly
disarrayed furniture left over from clean-outs and hastily abandoned rooms. The
garden might have been a little overgrown, and a layer of dust might have clung to
the buildings. You might even have had the impression of an unloved, sub-standard
institution in need of a good clean and a coat of paint. In the silence, you felt the
absence of students’ laughter, teachers’ commands and the usual babble of
playground banter. You may have felt like an intruder in the aftermath of a sudden
exodus.
Empty schools are rather desolate and a little sad. They have both a timeless, lonely
feeling and a sense of energetic expectation, as though they’re holding their breath
in readiness for an important event. They generate in you a heightened awareness
of the way you, as an adult, have moved on, while the physical school is caught in an
ever-recurring childhood, inhaling and exhaling generation after generation of
students – the students leaving their footprints on the ethos and the school imprinting
them with its stamp for the future.
When the break ends, the school comes to life, as students, teachers and parents
spill into the grounds and buildings, bringing their hopes, anxieties and expectations
with them. Joyous reunions abound. Shyness and exuberance fill the empty spaces
and lots of goodwill and trust is worn on brand-new sleeves. Students chatter about
relationships and adventures, as the subconscious shuffle of hierarchy begins to
transform the seeming chaos into consensual order. The business of school begins
and it’s time to get serious about managing this potpourri of personalities, abilities,
preferences, sensitivities and expectations.
A good school is a place of optimal learning. Its fundamental essence is not the
physical building, furniture and other physical resources, but rather the quality and
appropriateness of the relationship between the learners and the institution. The
physical surroundings can strongly influence this relationship but they are only one
aspect of many factors at play.
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The other aspects are far more important and work to create synergies from the
complex interplay of human resources in a quality school culture. This is facilitated
by the expertise of the adults responsible for the quality of learning; that is, the
families, teachers, support staff, administrators and community members actively
focusing on student learning outcomes.
In order to be useful in a range of situations, states and countries, this book does not
refer to any specific state or national curriculum. For the purposes of this book, the
school system is divided into junior years (ages 5 to 10), middle years (11 to 16), and
senior years (17 to 18). For more detail see Chapter 12. The term homeroom
teacher refers here to the teacher mostly responsible for a student’s education. In a
junior years school, it is the substantive classroom teacher and, in middle and senior
years’ schools, it is the teacher assigned by the Principal for that campus, usually the
teacher with the most contact with the students of any given class.
You, as the Principal, should be awestruck, humbled and proud to be the key
person, the chief facilitator, totally responsible for the breathtaking task of building
and maintaining a quality school culture. Do not be afraid. When things go wrong, it
almost always happens when one of the guidelines is breached, usually
inadvertently, and it is almost always to do with human relationships and, more
specifically, an unintended communication failure. Being a Principal is as much a
craft as it is an art. It can be studied and applied and has a solid framework of tried
and true guidelines, which you will be introduced to in this book.
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Chapter 1 A Good School
A good school feels as if it has something ‘magic’ about it. It feels good to walk into.
There is a hum of industrious fun, a sense of being welcome, and the school
community has an easy trust and excitement about learning and working there. Why
does one school feel more magic than another?
There are two possibilities. One is a charismatic personality – creating something
almost like a personality cult – and the other is institutional excellence. Sadly, both
tend to be transient and reliant on the Principal, but it is safe to say that institutional
excellence is more resilient than charisma and, more importantly, can be studied,
applied, refined and hopefully kept beyond the tenure of the Principal who introduced
or maintained that excellence.
A school that depends on a charismatic personality is fragile, since the staff
members tend to be polarised into those who love the personality and those who do
not. The school is reliant on the consistency and stamina of the person driving it.
Schools driven by strong personalities are not deliberate designs. While they can be
feel-good schools, they immediately crumble and suffer a great sense of loss when
the driving personality leaves.
Schools with a combination of charismatic leaders and institutional excellence are
fortunate indeed, but it is the institutional excellence that provides the strength and
backbone of the school. Charisma is a happy bonus.
Institutional excellence has five underpinning aspects, and these work in synergy
with one another. They are listed here in order of importance, but each is reliant on
the others and any one aspect is not enough on its own to create excellence.
1. Sound leadership and management
2. A focus on learning
3. A culture of:
– high performance and development
– social competence
– engagement and commitment
4. A framework of programs with policies and procedures based on agreed beliefs
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5. A quality assurance framework approach to continuous improvement
These five aspects of excellence form the main focus of this book, but several subtopics related to the practical aspects of management are also covered. Each of
these relates to one or more of the aspects of a good school. An example of this is
human resources, which relates to sound leadership and management.

The Role of Computers
Throughout this book, the use of modern computer technology has been deliberately
considered as one tool among many for achieving success. The book is written with
the assumption that people with the knowledge of and access to computer
technology will use it to properly support and enhance the strategies and approaches
presented and that those without the knowledge and access will succeed just as
well.
The approaches and strategies presented in the book transcend any need for
computers and are in no way reliant on them. They are by design low-cost, lowresource approaches and strategies that apply to all schools in all situations.
Hopefully, they reflect universal truths that focus on the understanding that schools
are people-based institutions that depend upon the efficiencies and synergies gained
from interpersonal and interdependent collaborations.
However, it needs to be said that, used appropriately, computers will take the job of
administering and leading a school community to a significantly higher level of effect
than otherwise. Used appropriately, computers are a wonderful tool for gaining
efficiencies in administration and for facilitating learning. All aspects of administration
can be greatly enhanced by computer software, and students and teachers alike love
the interactive aspect of computers and their ability to access and manipulate
information quickly and comprehensively.
There is no doubt that computer software and the internet have changed the world
forever and, in particular, the world of education. There is also no doubt that this is a
phenomenon that will develop exponentially and lead to ever more exciting
opportunities for learning and applying learning. Used appropriately, computers and
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the internet are engaging, liberating and empowering and they have allowed
teaching to adopt and develop a whole new approach that focuses on the facilitation
of student-centred learning.
There are words of caution inherent in this generalisation of the use of computers in
schools. As a Principal, you must never lose sight of the fact that a school is
fundamentally about improving the learning competencies of students and that it is
embedded in a people-saturated environment. Take away the people and there is no
school.
The prime focus is student learning and the prime vehicle is teacher proficiency.
Everything else that happens in a school, including the use of computers, must have
those two imperatives as their reason for existence and must enhance their ability to
thrive. Computer technology must therefore be seen as a tool for enhancing student
learning and teacher proficiency, not as a marketing tool to impress visitors or as a
cloak to disguise mediocrity.
Therefore, whenever you read about a strategy for leading a successful school,
please place your own layer of computer relevance on it whilst being careful not to
detract from the ability of people to engage with others on a physically interactive
basis. In a socially competent environment, you want people to be engaging each
other in real space and time rather than sitting alone before a computer screen. This
means creating opportunities for interaction by thinking about communication media
that bring people physically together to discuss and clarify issues.
This issue is relevant to the use of computers by administrators to communicate with
teachers. Good teachers are highly mobile. They move from student to student,
engaging, questioning and coaching them. They are constantly focused on their work
with students and their work with each other. It is therefore unreasonable and
distracting to expect them to be regularly checking emails or websites such as
podcasts, blogs and wikis for the latest communication updates.
For this reason, have a variety of communication techniques, including those that are
computer-based, that have the dual purpose of communicating information and
facilitating social interaction. The use of bulletin boards in the staff lounges and
15

reception area is one example that encourages staff members to gather around,
read and discuss the school news of the day. The use of a large whiteboard as a
permanent shared diary is another such example.
Schools are social environments and social competence is the oil that lubricates
opportunity and progress. Consequently, you will find that most of the approaches
and strategies in this book have a social focus, more reliant on the ability of the
Principal to build and maintain a socially competent culture that facilitates learning
than the use of computer technology. The extent of your access to and use of
computers to allow and support your social focus is a matter of circumstance rather
than a prerequisite for success. The book attempts to be universally applicable to all
Principals in all circumstances and therefore not reliant upon modern technologies,
other than those of the mind.
-----------------------------------------------------------------------------------------------If institutional excellence were enough in itself to make a good school, there would
be tens of thousands of formula-driven schools around the world, all of them good,
which is how governments understandably approach the design of their education
systems. However, many schools still struggle, despite the formulas. This is because
the ‘magic’ of a good school also requires the Principal to excel. You, as the
Principal of a school, must perform at your best.
This book takes a practical approach to the aspects of a good school, accompanied
by a smattering of theory, and it provides tools that help new and aspiring principals
to excel. Although the five underpinning aspects of excellence are listed previously in
order of importance, they will be addressed in order of context, so that understanding
flows logically from aspect to aspect. Consequently, the first aspect to be addressed
is the performance of the Principal.
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Chapter 2 Being Your Best
This chapter explores the main prerequisite to the five aspects of a good school:
your performance as a principal. It looks at how you can be empowered to be
personally successful in your position as Principal. It explores the personal
competencies required and the attitudes and perspectives that will accelerate your
success.
There is no such person as the perfect Principal and this book does not pretend that
there are superior beings out there who get it right every time. We all act with the
best of intentions and we all make mistakes. Sometimes we get it right and
sometimes we get it badly wrong. The basis of this section is a reflection on when
and why we get it right.
In Chapter 5, you will find a section on the impact of the behaviour of leaders on
school culture which stresses the importance of modelling. As the key representative
of the school, you need to study yourself as you never have before: examine your
values, beliefs, expectations, ambitions, strengths and personal and professional
challenges. You need to know who you are, and, especially, what you are good at
and what you are not good at.
Knowing what you are good at is affirming and empowering; it allows you to
confidently assert authority. Knowing what you are not good at empowers you to
compensate by either gaining those attributes or by using the superior skills and
knowledge of other people on your staff. Being able to clearly state a professional
shortcoming and request assistance is crucial to good leadership, as it builds
attachment from your staff members and empowers them.

Skills and Attributes
At a personal level, a Principal should project a positive, friendly and approachable
persona. You need to be able to connect and engage with a wide range of people
from diverse backgrounds and be an excellent active listener. You need to be fit for
the job in terms of energy levels and physical stamina and you need to be forever
calm, consistent and issue-based. To be the best possible Principal, you need
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conviction, courage, persistence, resilience, flexibility, adaptability, creativity,
restraint, humour, empathy, excellent manners and a strong sense of and
appreciation for the absurd.
At a professional level, a Principal needs exemplary leadership, administrative and
management skills, especially in the field of human resources, and you should be
reflective about your practice. You need to be able to articulate strong curriculum
knowledge, have deep insights into human behaviour and its causes and be able to
assert your authority in educational matters. You need to be inclusive, caring and
responsive.
Above all, you need to be determined, resilient and persistent. Building and
maintaining a quality school culture requires all three of these traits, and they will be
well tested in your career as a Principal.
If you consider the personal attributes to be tools of the job – skills, rather than
natural abilities that you either have or do not have – then you will realise that they
can be studied, applied and refined. Being aware of the need for these attributes
allows you to consciously develop them into habits and apply them to situations as
they arise.
If you recognise that you are not strong in a particular attribute, then you can actively
acquire it. If it is a requirement of the job that you be friendly and approachable then,
with practice, you can project such a demeanour even when your mind is actually
churning over a financial shortfall and you’re feeling infuriatingly frustrated.
It is worthwhile pursuing any training to do with building resilience.

Personal Fitness
If you do not care for yourself, you run the risk of failing yourself, your family and
your school. One of the greatest risks in being a Principal is that of work consuming
your life. You need to recognise that it is a job, not your life. Preserving your
physical, mental, social and spiritual fitness is essential to performing at your best.
Deliberately and systematically work at each of these aspects of fitness and dedicate
manageable time to develop and maintain each one. Consider your fitness as a
sacrosanct part of the job and put aside dedicated time periods for it. For instance,
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you could put aside 4.00 p.m. each Tuesday and Thursday to attend to your physical
fitness, Saturday evenings for social occasions, and negotiate other set time for
shared family time.
Being a Principal can become your whole life when you let the role define you. This
is fraught with health risks, especially if you lose your job or make a mistake, for
whatever reason. Being a Principal is not your life. It is a craft, with a defined skill set
and a daily starting time and finishing time. Almost every aspect of the job has skills
that can be consciously applied, including the projection of happiness and a positive
approach.
You will need strong self-esteem and high resilience in the job and cannot rely solely
on natural ability or intuition to see you through. If you are given the opportunity,
attend a personal leadership course. This will provide opportunities for selfexamination, giving you deep insights into your preferences, abilities, challenges,
behaviour under stress, creativity, problem-solving approaches, values and beliefs. It
will also provide you with a powerful set of skills to support you in the job.

A Life Apart
To some extent, you will need to present yourself as others expect you to be. While
maintaining your personal integrity, you will need to reflect the expectations of your
agreed school policies, both in personal presentation and in behaviour. In
conjunction with this, your professional relationship with staff members needs to be
friendly but separate. You should also separate your social life from your
professional life. This is often quite difficult and sometimes distressing for new
Principals, especially those who have risen through the ranks to take up the position
in the same school they taught in.
It is unavoidable that the Principal is and must be detached from the rest of the staff.
In order to be successful, you cannot be seen to be part of a clique, cannot be seen
to prefer the company of some staff members over that of others and cannot be in a
position that could compromise your ability to make good decisions based on sound
judgement. When in public, you are always on show, always on the job and, most
importantly, even though you are in relaxed company, always on guard. Your every
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word and action, even those that are trivial, flippant and humorous to you, will be
taken seriously and will potentially affect other people’s lives in some way.
This does not mean that you cannot be friendly, empathetic, warm, approachable,
compassionate and responsive. In fact, these attributes are central to your success.
You must be seen to be fair, just, even, strong and responsive to all, and this
requires overall detachment.
That said, you have two lives: that of Principal and that of an ordinary person. One is
professional and the other is personal. You can successfully separate these two lives
and maintain professional and personal integrity by knowing and protecting the
boundaries of each. By defining and living within these limits, you can successfully
have a friend on the staff. The secret is to have ‘switches’.

Switches
You need at least two switches. The most important one defines when you stop
working. The other distinguishes work from leisure in a given situation.
It can be helpful to have a routine that defines how you stop working for the day.
Such a routine may include simple things, such as:
•

changing your clothes

•

shedding your watch

•

taking a walk

•

reading a book

•

listening to music

•

playing sport

•

meeting a friend for coffee

•

putting your mobile phone into ‘Leave a Message’ mode, or, better still, switching
it off for an hour or two. Many Principals have two mobile phones, one for work
and the other for private use. They switch the work phone off as they leave the
workplace and turn it on again at a designated time each morning.

Whatever your routine, or ‘switch’, is, it needs to send the signal to your brain that
you have switched from work to leisure. You also need something to change over to,
some leisure activity such as a hobby or interest.
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You may need to agree to household rules that support the state of stopping work.
For example, if your partner also works in education, you may agree not to talk about
work at certain times or, conversely, to actively shed the day by deliberately talking
about work for a set period of time. As a rule, separate home from work by not taking
work home. You can do it!
The second switch you need relates to situations when you need to assert whether
or not you are working. Such situations invariably arise off campus, in public and
usually out of working hours. It may be in the local supermarket, at a restaurant, at a
sports field or in the form of a telephone call at home from a parent. There are no
strict rules about this, as there are times when it is most reasonable to discuss work
issues out of hours. However, for times when it is not appropriate have a few
phrases ready, such as, ‘I’m sorry, but this is not a good time for me. Here’s my
business card,’ or, ‘I’m not working at the moment. Could you please call me first
thing in the morning and we’ll talk it over then?’ This also buys you time to reflect on
the issue and do a little research into the background.
If you have a friend on the staff with whom you socialise out of hours, use a similar
switch with them and trust the friend to honour your need to maintain professional
integrity. With good friends you will find that you rarely need to assert the boundaries
between work and leisure. Beware of using your friend as a confidante. That is fair
neither to your friend nor to the rest of your staff, and can quickly create a
disgruntled and untrusting culture.

A People-centric Approach
A people-centric enterprise, such as a school, needs a people-centric approach. All
school policies and procedures should be driven by human needs as much as by the
need for efficiency and effectiveness and should be flexible enough to cater for
diverse and unexpected situations. A thriving school is an inclusive school that
caters for the diverse needs of students, staff members, families and the community.
Flexibility and adaptability are integral here.
Key skills and tools that help you with developing a people-centric approach are
described below. The first two are ‘The Power of Yes’ and ‘The Power of And’.
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The Power of Yes
The Power of Yes is wonderful for personal job satisfaction and building engagement
and commitment from others, especially when it is combined with care, compassion
and empathy. The central principle is: if you can accommodate a personal request
from a staff member or caregiver without it deeply affecting the smooth operation of
the school or breaking school policy then do so.
What you give out here will come back to you tenfold. Organising the cover of a
teacher’s class so that they can see their child compete in an interschool event is a
simple act of kindness that will reverberate through the whole school and be
remembered for a long time. As with most work-based actions, keep a diary of such
acts of support to ensure that you are being equitable and fair to all staff members
and not showing favouritism.

The Power of And
The Power of And solves problems by accommodating new ideas without them
displacing other plans or existing arrangements. It usually goes hand in hand with
The Power of Yes. For instance, using the example above, you may ask yourself,
‘How can we cover the teacher’s class and allow her to attend the interschool sports
session at the same time?’ Other examples are:
•

How can we install new library furniture and continue full access to library
resources?

•

How can we enrol students with disabilities and maintain our quality programs for
all students?

Empathy
Empathy is the ability to imagine yourself in another person’s context and
understand their needs by considering what feelings, thoughts or attitudes you would
have in that situation. Empathy, in conjunction with active listening, is paramount for
optimising the performance of staff members and ensuring good service to families.
It is an essential tool to hone and apply to situations requiring decisions about
individuals.
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Listen with your heart as much as with your brain. Many people have half-formed
concerns or stumble over words that don’t quite explain their real need. Sometimes,
despite your best intentions and efforts, people are intimidated by your position of
authority and do not feel empowered enough to be clear and assertive with their
message. The face value of what they say may often not be the real message they
are trying to convey and they need you to help explore and clarify what it is they
want.
You need to look beyond their words and gain a sense of how they are feeling and
why they are feeling that way and then help them articulate the real message. Your
heart should be saying, ‘How can I help this person?’ while your brain should be
saying, ‘What is the relationship of our policies and procedures to this need?’ When
this approach is used, people often solve their problems themselves. By articulating
their problem clearly, they often think of a solution.

The Hum of Consensus
The Hum of Consensus is a very useful tool to apply to many decisions, especially if
they are potentially contentious. After everything has been considered by the
leadership team or committee and a preferred decision has been identified, ask the
team if they can ‘hear’ the ‘Hum of Consensus’ from the school community about
that decision before implementing it. If they do not feel that hum, revisit the issue in a
more creative way by using ‘The Power of And’.

A Responsive and Caring Approach
This is of huge importance. The reputation of a school arises from observed
behaviours, symbols and systems and the perceived quality of these is spread by
word of mouth from each member of the school community to potentially new
members. Apparently, a satisfied person tells three to four others but an angry
person tells at least ten others, so pay a lot of attention to how you respond to
people and how you show that you care. Definitely undertake training about the
correct social protocols that should be used by staff members when meeting and
greeting visitors to the school.
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Be aware of who your school community members are – both internal and external –
their needs, their contexts, their potential to be actively engaged and their spheres of
influence. Make sure that you are inclusive of each representative group when you
seek opinions on schoolwide matters, and pay close attention to your communication
lines when you are communicating significant decisions.

A One Team Approach
Carolyn Taylor’s book Walking the Talk (Random House, 2005) provides excellent
insights into building effective organisational cultures and it is recommended reading.
In her book, she talks about creating a ‘one-team’ culture within an organisation and
the need to avoid what she calls ‘silos’. Silos are groups within an organisation that
develop their own subcultures and become exclusive, territorial and competitive in
their relationship with other groups.
A school which relies on perceived hierarchy to jostle order into chaos will end up
with silos. While socially-based cliques are inevitable and permissible as long as
they are not exclusive, silos of power should not exist. They are highly
counterproductive and a major hindrance to building a quality school culture. You
need to be in control of the school’s culture and be proactive in ensuring the ‘One
Team’ dimension.
One way of doing this is to establish a structure of representational teams that form
from and report to regular whole-staff meetings. Such teams should be organised
around needs and only exist until the needs are met. They support the current needs
of the school, including the School Improvement Plan, and take their brief from
agreed goals, therefore contributing to the greater good of the school in efficient and
effective ways. This approach supports transparency and helps maintain high morale
throughout the school.
Chapter 5 explores how to establish a culture of high performance and development.
As you read that chapter and think about what needs to be put in place, keep in mind
what William Arthur Ward once wrote:
Do more than belong; participate. Do more than care; help. Do
more than believe; practise. Do more than be fair; be kind. Do
more than forgive; forget. Do more than dream; work.
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Your main role as Principal is to ensure a systematic approach to quality assurance
across all aspects of the school, engaging relevant school community members in
representative teams to maintain continuous school improvement. This engagement
encourages positive attitudes in people by empowering them and giving
responsibility to those whom change most affects.

Managing Demands on Time
For a new Principal, the biggest frustration is the seemingly overwhelming demands
on time. There is an initial ‘honeymoon’ period, during which everyone grants you
good intentions and time to settle in. This usually lasts about two weeks and then the
pace quickens somewhat. When it does, you seem to be forever reacting to a sea of
unrelated and sometimes conflicting demands from many people.
This can be increasingly overwhelming if there is a lack of documented policies,
procedures and budgets to guide you. Without these lynchpins, you are rudderless in
a sea of many winds, and your desire to please can quickly lead to conflict or a
polarisation in your staff or school community. You can often reach the end of a
working day exhausted and without any sense of achievement. You need to move
through this state as quickly as you can to avoid a risk of burning out.
While you are in this survival period, slow everything down as much as you can and
gain as much understanding as you can of the dynamics of the workplace and
community. Your interpersonal skills will be very much in demand here and the need
to be calm, friendly and approachable is of paramount importance. People will be
forming their first and lasting impressions of you, and you definitely want them to
form an impression of you as calm, friendly and approachable.
There are two strategies that you can use to gain control over the initially chaotic
situation. One is to insist that people wanting to talk to you make an appointment for
a mutually convenient time. Use the buffer of your front office staff to manage this by
keeping two appointment diaries that are regularly synchronised. The second is to be
proactive in individually meeting key people from your staff and families and
interviewing them about their perceptions of the school, especially the needs of the
school.
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Do this during the honeymoon period and allow about half an hour of uninterrupted
time for each person. This gathering of perceptions, commonly called an audit, is
invaluable in providing you with a sense of direction and a sense of priorities. If a
school improvement plan is not already in place, then this will serve until you
establish one.
While on the subject of uninterrupted time, do not allow telephone calls to take
precedence over face-to-face interactions. Educate your front office staff to take
messages rather than put calls through to you if you are in a meeting, but make sure
that you return calls as soon as you possibly can. Remember to put your mobile
phone into meeting mode during meetings.

Setting Up Your Office
During the honeymoon period of the first couple of weeks in your new job, set up
your office so that it is comfortable, inviting, uncluttered and accommodating. If there
is room, have two two-seater couches and two casual armchairs around a low coffee
table. On the coffee table, place a couple of school publications, such as a publicity
brochure, year book or parent handbook.
Neutral but attractive curtains or blinds will provide privacy, and your office walls
should be a neutral, soft colour, such as a light cream or off-white. Have a small wall
clock strategically placed so that both you and your guests can readily keep track of
time at a glance.
As a rule, place your desk against a wall and, if you have a computer, place it so that
the computer screen cannot be easily read by others but also so that the screen
does not reflect any bright outside light. Tie up any unsightly loose cabling and tuck it
behind the desk. It is important not to place your desk between you and someone
you are talking to, as this puts up a barrier to good engagement and gives the subtle
message that you are authoritarian and not approachable.
Have an attractive bookcase, with books about education in it, and only keep one or
two small filing cabinets in the room. Some student artwork on walls and shelves is
also a good idea.
An example of an appropriate layout is:
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Chair
Coffee Table

Chair
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Chapter 3 Programs, Policies and Procedures
This chapter explores one of the five aspects of institutional excellence, as described
in Chapter 1: a framework of programs with policies and procedures based on
agreed beliefs. This chapter describes how to write effective policies and procedures
and emphasises the importance of gaining agreements on the collective beliefs of
the staff about education and the operation of the school. Several appendices are
introduced throughout the text for you to refer to as models of policies and
procedures.

Programs
A focus on learning is a fundamental part of what constitutes a good school, so a
school’s programs are to do with:
•

how we teach

•

what we teach

•

when we teach it

•

human resources

•

other resources, such as buildings, grounds and curriculum materials.

You can expect to have about one hundred programs operating in a school, and it is
more useful to define them than to ignore them, because they will operate anyway,
with or without your control.
They can be grouped into:
•

learning programs

•

human resources programs

•

environment programs

•

administrative programs

•

material resource programs: for example, mathematics, performance evaluation,
workplace safety, financial audits and assets replacement.

A program has four components: a policy, one or more procedures, a budget and
resources. Each of these need to be of a high standard, highly practical and
accessible, and well managed. It is a good idea to assign leaders to programs and
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clarify expectations of how they should be managed. A comprehensive checklist of
programs, policies, procedures, codes, lists and rosters is given in Appendix 3.1.

Policies
Policies are a fundamental component of programs. They reflect agreed beliefs and
define standards, agreed guidelines for implementation and any discretionary basis
that allows the Principal to vary the policy. Policies are approved by the governing
body of the school and are a fundamental part of the school’s foundations.
Upon employment, each new employee should be alerted to and given a copy of the
school’s programs, with their policies, procedures and budgets, and informed that
compliance with them is a condition of employment. At the same time, stress that the
programs are systematically reviewed, that staff members influence improvement
and that constructive criticism is welcomed and encouraged in the appropriate
forums.
So that they are succinct, relevant and easily accessible, try and keep each policy
document to one page. Several examples of school policies appear in the
appendices.

Beliefs
The beliefs of the school’s representative groups about education are the basis of
almost everything that happens in a school. They need to be articulated, agreed and
formalised into the policy documents, as they will be the main influence on the
school’s standards. Beliefs will subtly change over time and should be systematically
reviewed in the light of new advancements in educational theory and practice.
For example, the program on ‘how we teach’ may be underpinned by the agreed
beliefs that all students can learn, that they learn best through authentic, active and
joyful experiences, provided through a variety of supportive teaching approaches,
and that they will progress from the known to the unknown in a journey of facilitated
discovery. There are many books written about each of these beliefs, so we will not
unpack them here. However, these beliefs will drive everything that happens in the
‘How We Teach’ program and it is paramount that they are explored, clarified and
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written down. If they are not, everything that follows may not be a true representation
of actual practice in the school.
This is a good place to point out that programs should not be so prescriptive as to
frustrate and hinder the creative teacher exploring new techniques and approaches.
The beliefs should be broad enough to allow a diversity of teaching styles, yet
narrow enough to prevent unwanted strategies. An example of a list of beliefs that
fulfils these criteria is as follows:
We believe that teaching should:
•

allow active, joyful learning

•

be inclusive of all students

•

use a cycle of planning, implementation, student assessment and program
evaluation

•

engage each student, providing individual empowerment and support

•

deeply consider both students’ assessed academic needs and the needs of
the greater good

•

provide authentic, real-life challenges

•

develop synergies through a variety of co-operative team approaches.

Having established the beliefs, standards can be decided and applied.

Standards
Standards are the expectations for the quality of the programs. They, along with the
beliefs, are agreed to by the people working within the program by reaching
consensus that they are relevant, worthy and achievable standards.
Some examples of possible standards are:
Planning shall focus on ensuring that students gain welldefined understandings about a curriculum focus, which are
both challenging and achievable. These understandings shall
be clearly articulated in the planning document.
Student assessment shall be used for three purposes:
assessment for learning, assessment as learning and
assessment of learning.
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Teachers shall use student assessment and personal reflection
of their own practice to evaluate the effectiveness of their
teaching for each unit of work taught.
Standards can be designed using a rubric and there is an example of a rubric in the
section on the tools of leadership in Chapter 7.

Guidelines for Implementation
Guidelines are a list of the expectations of the leadership team about how each
program should be implemented. For example:
For significant periods of learning, students should pursue
personal and team research using an inquiry-based approach,
apply new skills and knowledge to solve authentic problems
and present their resulting understandings about a topic or
issue to an audience.

Bases of Discretion
There are some instances when a policy simply does not apply to a given situation.
For example, the school’s dress code may be inadequate to allow for the different
national costumes worn by students on a special day that celebrates
internationalism. So that policies can be flexible and able to be bypassed by the
Principal in extraordinary circumstances, the school’s governing body needs to give
conditional permission for this to happen. Usually, a simple sentence is enough. For
example:
In reasonable and extraordinary circumstances, the school Principal may vary this
policy if it is in the best interests of the school or families.

Procedures
Procedures generally flow from policy documents. However, not all procedures need
a policy and not all policies need a procedure. Policies tend to relate to aspects of
the school that are core business, such as learning and teaching, recruitment,
assets’ management and finances. They also tend to be created as a need arises:
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for example, how to provide proper supervision for students on rainy days and still
allow staff members to take a break.
For them to be useful, keep procedures simple and highly practical because they will
(and should) be referred to often, usually under pressure. For this reason, it can be
helpful to use flow charts. The following example is a procedure for refunding cash
that has been paid by a family for an event, such as a class excursion or
professional performance that has been cancelled. This procedure does not need a
policy statement but it is a good idea to have it approved by the governing body so
that it has authority.
Procedure for cash refund to parents
Under
$10

Over
$10

Cash to be
refunded

Call parents and ask
them to collect the
money from the office
Call parent and ask if
they want to collect
the money from the
office or have it sent
home with the student

Parent asks for money
to be sent home

Hand to class teacher and have
teacher sign for receipt of cash.
Support staff may not sign for
receipt of cash

OR

Call parents and arrange a
time and place for delivery
to them. Parent signs for
receipt of cash

Parent
chooses to
collect

Keep money in office and hand
to parent directly. Parent signs
for receipt of cash

Teacher puts
money in
student’s bag

End

Office telephones parent to
check that the money has been
received

Budgets and Resources
Each program has an assigned budget and resources to ensure its successful
implementation. Chapter 10 covers the topic of budgets and resources in depth,
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explaining how a team-based approach, using negotiated consensus, determines
allocations within a model called program budgeting.
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Chapter 4 Continuous Improvement
This chapter explores another of the aspects of institutional excellence: stressing the
importance of methodically applying the principles of high quality provision to all that
is done in the school. It describes those principles and sets out a framework for you
to use.
Quality assurance applies to everything that happens in a school. As mentioned in
the section on the ‘one-team’ approach in Chapter 2, your main role is to ensure a
systematic approach to quality assurance across all aspects of the school, engaging
relevant school members in representative teams to maintain continuous school
improvement.

School Improvement
There are two types of school improvement; radical reform and systematic quality
assurance. Each type requires a different approach. The radical reform approach is
global and initially fast, then tapering off to an adjustment phase. It is used when the
school or system needs to move from one ideology to another. The catch phrase for
radical reform is ‘Think big and act big’. The quality assurance approach is steady
and continuous, cycling through each particular aspect of the school. It is used to
systematically ensure that each program in the school continues to be relevant and
effective. The catch phrase for quality assurance is ‘Think big and act small’.

If you are not well versed and experienced in the ideology of a reform project or do
not have ready access to reputable people with considerable expertise in the
aspects of that ideology, then it is better to take the quality assurance path than the
radical reform path; that is, unless the reform is imposed on you or you are
presented with a compelling opportunity for radical change. For that reason, the
focus of this chapter is the quality assurance approach.

Quality Assurance
If you are launching a new school, many things need to happen before quality
assurance can be systematically applied, the main one being the creation of
programs. If you are inheriting an existing school, then you need to interweave your
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interpretation of the strategies in this book into the existing approach to how things
are done, taking care not to devalue the work that has gone before you. Either way,
quality assurance is applied across all aspects of a school, as shown below.
What is a school?
Governing body

Principal

Parent
association

Staff &
students

Agreements on
beliefs & vision
Programs

Quality
assurance
Material
resources

Learning &
teaching

Curriculum

People
management

Planning,
implementation & improvement

Teachers

•
•
•
•
•

Budgets

Resource
allocation

Students

Support

Recruitment
Team structures
Job descriptions
Performance
Development

The quality assurance framework has five components:
1. setting standards
2. self-review
3. improvement planning and implementation
4. performance reporting
5. intervention and support.
Each of these is a tool to improve the quality of the school’s programs and their
resources. An example of how the quality assurance framework works is given in
Appendix 4.0. Each of the components of the quality assurance framework is
described below.
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Setting Standards
Chapter 3 described how the standards of a program arise from agreed beliefs about
the program.

Self-Review
It would be impractical to review one hundred programs in depth each year.
Experience suggests that a manageable number is three major reviews per year,
one each from the areas of curriculum, environment and management. It depends on
the complexity of the program, but most programs only need a cursory audit and edit
and so can be grouped with similar programs to represent the equivalent of a major
review. Allow common sense to prevail here, along with the current needs of the
school, as revealed in opinion surveys and other data collection methods.

What to Review
The three sets of programs you decide to select for major review should be chosen
based on two major considerations.
The first is the performance of the school, as indicated in data collected throughout
the year. Both facts and perceptions should be considered and should be gathered
from such sources as student assessment, staff performance evaluations, student
and staff attendance records, enrolment trends and opinion surveys.
The second consideration is what has already been reviewed over time; check this
systematically. For example, if you have not reviewed an aspect of a core curriculum
program within the past five years, then it should be targeted for review in the near
future. Whether or not it warrants a major review on its own can be quickly
determined by a brief survey of any concerns staff and families may have.
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How to Review
An efficient and effective way to conduct major reviews of programs is to use
autonomous, representative teams. Autonomous teams are those that are given a
well-defined project – with guidelines, accountabilities and a negotiated budget – and
independently complete that project. The team leader reports progress and any need
for support to regularly convened meetings of team leaders led by you, the Principal.
Each team consists of between three and five members, each representing a key
school group; for example, a review of homework may be carried out by a team
made up of a head of department, a teacher and a parent.
The structure and process looks like this.
Process for team reviews
Principal
Team 1

Team 2

Team 3

Team
meetings

Team
meeting
s

Team
meeting
s

Team leader meetings
•
•
•
•
•
•

guidelines
timelines and action plans
progress reports
collegial feedback and support
draft improvement goals
final reports

Principal
intervention
and support

Approval by
governing
body
Team
reports

Team
reports

Team
reports

Celebration

Reviews would normally begin in about the fourth week of Semester 1 each school
year and finish by the end of that semester.
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Team Leader Meetings
At the first meeting with the team leaders, discuss and clarify the guidelines for
conducting the reviews. The guidelines would usually be determined at the
governance level on your expert advice. They would include such guidelines as:
•

All relevant school members shall be consulted in the conduct of this review.

•

Relevant data shall be gathered to inform the development of improvement goals
for the program.

•

Such data shall be collected using a variety of techniques and devices, including
opinion surveys, discussion forums, individual interviews and the collation of
existing statistics.

•

Each review will result in recommended improvement goals for the program.
These recommended goals will be presented to this governing body for
consideration and approval by [Date].

At this meeting, alert the team leaders to the need to begin thinking about the
composition of their teams. Discuss this at a staff meeting as well. During the next
team leader meeting, finalise decisions about the composition of each team, an
appropriate timeline for the completion of each review and the use of intersecting
action plans.
Keep action-based records of each meeting and issue them to each member of the
team. Also, make them publicly available. The action-based meeting records are
probably the most powerful and easiest way of ensuring the accountability of team
leaders, partly because everyone can track the team’s progress, but also, even more
powerfully, because the team leaders are required to report progress against the
action-based record of each meeting at the beginning of the subsequent meeting.
Peer expectation and a collegial approach play a major part here.
Progress reports on the action-based records also allow the collective team leaders
and the Principal to monitor whether or not a particular team leader needs support.
For example, a team leader may be struggling to finish the team’s final report
because of other, unexpected demands. The team leader’s colleagues can help by
amalgamating classes and freeing up time for the report to be finished.
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Timelines
At the second team leader meeting, map out the timeline for the completion of the
reviews. On your recommendation, the school’s governing body has already
determined an end date for the final reports to be presented and this usually allows
about fifteen weeks for implementation of the review.
The recommended steps in the timeline are:
•

forming the teams

•

briefing and training the teams

•

designing timelines and action plans

•

identifying sources of data

•

designing and conducting surveys, discussion forums and interviews

•

collating data

•

identifying strengths and weaknesses in the programs

•

reporting progress to staff meetings

•

publishing progress in school community newsletters

•

drafting recommended improvement goals

•

finalising recommended improvement goals through consultation and consensus

•

writing the final report

•

presenting the final report to public forums

•

celebrating the completion of the review.

Use a calendar to determine the date that each of these tasks needs to be
completed and publish the timeline in the staff lounge.

Intersecting Action Plans
Action plans identify what needs to be done, how it will be done, who will do it, when
it will be completed by, and what resources are needed. Each team leader should
create an action plan in collaboration with their team and present it at the third team
leader meeting.
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An example of an action plan is as follows:
What

How

Who

When

Design survey questions

Research previous
reviews for ideas

Whole team

20 Feb

Hold discussion forum
with staff

Present context,
break into small
groups, identify
strengths and
challenges, explore
solutions, report
back

Whole team,
led by team
leader

27 Feb

By 1 Feb

•

Book a venue for 27
Feb

Team leader

•

Record keeper for
meeting

Aysa

•

Organise
refreshments

Kim

Resources

Venue; whiteboard;
markers; paper and
pens; refreshments

Coffee, tea, sandwiches

At the third team leader meeting, compare the three action plans to ensure that there
are not any clashes of discussion forums and other meeting times and that the plans
are not compromised by other major events on the school’s calendar. Also, try and
stagger the impact of opinion surveys on the precious time of families and staff
members, so that they are not overwhelmed and resentful. With staff members, time
could be dedicated to completing the opinion surveys instead of having the regular
staff meeting.

Improvement Goals
The three main steps in managing programs are implementation, review and
improvement. The main outcome of a review is the goals that will drive the
improvement process, and these are called improvement goals. An example of an
improvement goal is, ‘To increase the number of problem-solving activities, which
use actual problems encountered in everyday life, for teaching Mathematics so that
they represent one third of the Mathematics syllabus.’
In order for them to be effective, improvement goals must be SMART goals. The
acronym SMART represents the five requirements of an effective goal. Those five
requirements are:
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S Specific
M Measurable
A Achievable
R Relevant
T Timely
Specific means that it is a narrow goal, focused as much as possible on a particular
aspect of a program.
Measurable means that you are able to quantify the degree of success in reaching
the goal.
Achievable means that the goal is able to be successfully achieved within the
constraints of available time and resources.
Relevant means that achieving the goal will significantly improve school
performance, especially student achievement.
Timely means that most of the school community perceives the improvement goal
as a priority need of the school that should be pursued as soon as possible.

Final Review Reports
Final reports for each review should be about three pages long. Each report should
include the title of the review, the process followed, the data gathered, the
interpretation of the data in terms of strengths and weaknesses of the program, and
the recommended improvement goals to pursue, in priority order. After the school’s
governing body has considered and approved the reports, they should be published
and presented by each team leader to a public meeting of staff members and
families.
A copy of the published reports should be kept on file and a few copies kept in the
reception area of the school so that parents and caregivers can readily access them.

Celebration
Schools with a quality school culture celebrate the successes of staff members and
students, especially the successes of teams. Because schools do not have a
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homogenous product that rolls off the end of an assembly line, it can be difficult for
staff members to gain a sense of achievement. For this reason, encourage teams to
celebrate their achievements by building into the budgets a small allocation of funds
to support celebration. Celebrations can be as simple as a team sharing an evening
of refreshments together or as formal as your acknowledgement and thanks in
newsletters and meetings. They are wonderful for building team morale by
supporting a sense of achievement.

Improvement Planning and Implementation
The process for improvement implementation is the same as that for program
review. The program review process has supplied the improvement goals and now
the identified programs need to be modified to satisfy the achievement of those
goals. As with the program review process, team leaders are appointed, teams are
formed, expectations are clarified, guidelines are provided, timelines and action
plans are created, the goals are achieved, the achievements are published and
reported, the program documentation is modified accordingly and the success is
celebrated.
Generally the program review is completed by the end of Semester 1. Realistically,
this leaves your teams about twelve weeks to put the improvements into place, so
map out the timelines accordingly.
The big difference between the program review process and implementing the
consequent improvement goals is that, at the beginning of the implementation
process, each team needs to define the evidence that will be used to indicate that
they have been successful in achieving their goals. There are two steps that help,
although many teams prefer to go straight to the second step.

Key Performance Indicators and Performance Measures
The two steps are the creation of key performance indicators (KPIs) and then the
refinement of these into performance measures. The first is general and the second
specific. The SMART goal example used earlier was ‘To increase the number of
problem-solving activities, which use actual problems encountered in everyday life,
for teaching Mathematics so that they represent one third of the Mathematics

42

syllabus.’ A key performance indicator of success in achieving this goal would be an
increased number of authentic and practical problem-solving activities. The
performance measure, which actually defines success, is that 33 per cent of the
Mathematics syllabus consists of authentic and practical problem-solving activities.
Less than 33 per cent indicates underachievement and more than 33 per cent
indicates overachievement, which is not necessarily a good thing.

Budgets
The implementation of improvement goals will need a budget, varying in size
depending on the requirements of success. Documentation will need to be modified
and republished, training may need to be provided during the subsequent six months
and extra resources may need to be created or bought in readiness for implementing
the improved programs. Ensure that you allow for this when creating and negotiating
the annual budget at the end of each school year.

Maintaining Momentum
Reviewing programs and acting on the consequent improvement goals is not enough
to ensure the effectiveness of the improvements. The implementation of the modified
programs needs to be kept high in the awareness of staff members and you need to
carefully monitor progress over the year following the review.
When presented with new and challenging ways of doing things, most people
naturally and unconsciously slip back into their comfort zone if given the opportunity,
so intervention and support will continue to be necessary throughout that year. Do
this by systematically requiring the relevant teams throughout the school to report
their progress with implementation, paying particular attention to ways in which you
can support and facilitate continued progress.
Use a lot of praise and encouragement and modelling of desired practice in order to
continue demonstrating that the new approach is highly valued. Weave the topic into
everyday conversations and free up time for key staff members to visit sites, both on
and off campus, where the expected practice is already happening.
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Performance Reporting
A major part of accountability is reporting the performance of the school to its various
membership groups. This includes the performance of the students and staff
members and the continued relevance and effectiveness of programs and their
resources.

Students and Staff
The performance of students is reported in overall statistical terms, not at the
individual student level, and includes strategies for improvement. The performance
of staff members is reported in the contexts of the effectiveness of the performance
evaluation program and the professional development or training program for the
year. Again, you do not report the performance of individual staff members publicly.

Programs and Resources
The relevance and effectiveness of programs and their resources is reported in the
contexts of the continuous school improvement process and performance of
students.

Finances
Financial reporting is a category of its own, in that the financial systems and
performance of the school should be externally audited by a qualified, independent
financial auditor each financial year. Financial reporting includes the monthly
financial reports to the governing body, where bank reconciliations and performance
against targets are reported, and the annual financial report, which consists of a
summary of the monthly reports, the auditor’s report and the proposed budget for the
following year.
Financial reporting is given in detail to the school’s governing body and in general
terms to the whole school community. Generally the auditor’s report, the current
year’s budget and the proposed budget for the following year should be public
documents that are easily accessed by any member of the school community.
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Other Reports
Other reports include the required reports of your governing body, in the form of
monthly reports and annual reports, and the expected reports to the school
community and staff members. The expected reports include reporting feedback on
opinion surveys, sporting results, staffing news, changes to policies and procedures,
social events, school calendar events, projected school calendar dates for the
following year, canteen updates and the outcomes of parent association meetings.
There are several effective ways of delivering the expected reports, including
focused presentations at dedicated meetings, staff meetings or student/family
assemblies, newsletters, year books, daily bulletins to staff, the use of noticeboards
and general notices that are sent home with students.

Annual Report
The overall annual report is a public document written to the governing body and for
the whole school community. It covers the state of every aspect of the school in
general terms, highlighting significant events and achievements. This includes
overall student performance, improvements to buildings and grounds, staffing
profiles, known staffing changes, review outcomes, program improvements, a copy
of the financial auditor’s report summation and planned improvements for the year to
come. Exemplary individual and team achievements by students and staff members
are also reported in the annual report.
The content of annual reports is more fully described in Chapter 17.

Intervention and Support
You will need to intervene in situations and support staff members and families in all
aspects of school life from time to time. The nature of that intervention and support
will vary according to the particular situation but, for the quality assurance of school
improvement, there are some straightforward strategies.
By definition, intervention is reactive and support can be either reactive or proactive.
In most situations, it is far better to be proactive than reactive, except in those
breathtaking, artful situations when you correctly decide to hold back and trust your
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staff members to get it right. The most proactive support actions that you can take
are to be very explicit about your expectations and to empower your staff members
through autonomy, training and resources.

Autonomy, Training and Resources
Autonomy needs expectations, guidelines, skills, knowledge and accountabilities. It
therefore requires the provision of training in those five areas. Training should also
be provided in the particular field that the autonomy applies to; for example, the role
of a receptionist.
If you commendably want the receptionist to be highly independent and highly
functioning in all aspects of the position without your micro-management, then the
receptionist needs training in the unique scope of the position, an understanding of
your expectations for the quality of each aspect of the position, expertise in each
aspect of the position and an understanding of the performance evaluation process.
The same applies to the team leaders of program reviews and every other position in
the school.
This does not mean that you run around all day trying to provide training to every
member of staff. It would consume your life and you do not have the expertise.
Training, or the professional development program, is a school program with a
policy, procedures and budget. It is systematic in its application and driven by the
agreed prioritised needs of the school. With the exception of communicating your
expectations, your role in the provision of training is specific to the needs of those
you work closely with and/or the limitations of your expertise.
The straightforward and useful support that you can provide includes clarifying
expectations of performance, organising time for people to undertake extra tasks,
being a reflective sounding board for ideas and clarifications, brokering resources,
finding creative solutions to difficult challenges, dealing with distractions, publicly
displaying approval and providing lots of affirmation and encouragement.
Intervention, as a reactive response, is applied when things go wrong. It needs to be
swift, clear and corrective. As much as you possibly can, separate the situation from
the person and do not blame the person if something goes wrong. Simply
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acknowledge that an error has happened, calmly and collaboratively find a solution,
apply it and move on with the future in mind.
There are not many people who deliberately make mistakes and an issue-based
approach to situations, which assumes that the person had the best of intentions, will
reap a great harvest in terms of the old saying, ‘What goes around, comes around’,
because you will make many mistakes yourself and will appreciate it when your staff
graciously accommodate them.
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Chapter 5 School Culture
One of the five aspects of what makes a good school, as listed in Chapter 1, is a
culture of
•

high performance and development

•

social competence

•

engagement and commitment.

Creating such a culture is one of your prime goals as a Principal. A culture is built on
shared beliefs and agreements which are expressed through everyday behaviours,
symbols and systems. It is permeated by what the community collectively values.
Your job in establishing and maintaining a quality school culture is to lead all staff
members and, through them, the students, to understand and accommodate
powerful beliefs about high performance. To achieve this, you should:
•

articulate the beliefs in agreed policies

•

institutionalise everyday behaviours that reinforce and demonstrate the beliefs in
practice

•

maintain a program of professional development or training that supports the
realisation of these beliefs and behaviours in daily practice.

The Behaviour of Leaders
The biggest influences on your ability to establish a quality school culture are your
own professional behaviour and the behaviour of other people in leadership positions
in the workplace. Principals who take the ‘Don’t do what I do, do what I say’
approach, will lead the school to a state of mediocrity at best, because it is what you
do that people notice and set as their benchmark for acceptable behaviour. The
policies and procedures that you set in place lose all credibility if you and other
leaders do not model those expectations and requirements.
This effect filters throughout the school, especially with teachers modelling school
culture to students, and is often called the hidden curriculum. The hidden curriculum
is what is taught to students unintentionally through the unstated expectations and
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modelled behaviours of adults. It is how people treat each other and relate to each
other in the whole school community that sets the tone of the school’s culture.

What People Feel
People tend to best remember significant leaders in their lives from the way they
made them feel. This association of effectiveness with feelings places great
responsibility on you, as a leader, to ensure that people within your sphere of
influence experience feelings that promote highly productive working relationships.
Such feelings include the sense of being included, valued, liked and treated fairly.

The Leadership Aspect of Each Role
It is important to stress to all staff members that they all act in leadership roles from
time to time and that their leadership styles have a significant impact on the culture
of the school. Explain to them explicitly the importance of good behaviour modelling
and high-level interpersonal skills so that they understand that this is a major
expectation of the school community.
For example, people with high-level interpersonal skills avoid situations that may
compromise or subvert the culture of high performance and development. Such
situations include over-exposure to the school community at a personal level,
especially through social networking sites on the internet, and careless use of email
or texting, both of which can be readily forwarded to the world at large.
If it is a stated expectation that staff members behave professionally, work
collaboratively, hone their craft and participate in school improvement, then you with
the leadership team need to model these expectations by doing the same and
developing and adhering to agreed policies and procedures that empower them to
do that. For example, you cannot expect staff members to work collaboratively if you
are a unilateral decision-maker who is intolerant of constructive criticism.

The Hierarchy of Leadership Styles
There is a hierarchy of leadership styles that progresses from the most effective to
the least effective style. While it is appropriate to use each of the styles from time to
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time, most of your time should be spent on the higher order styles and only a small
amount of your time on the lower order styles. They are as follows.
Visionary
The visionary style is expressed by leading the school improvement process in the
pursuit of agreed goals, as described in Chapter 4.
Participative
The participative style is expressed by leading the development of approaches that
expect and encourage staff members to collaborate and participate in decisionmaking and school improvement.
Mentoring
The mentoring style is expressed by advising and supporting staff members in their
quest to excel. It needs to move people from dependence through independence to
interdependence.
Directive
The directive style is expressed by telling someone what to do and using your
authority and power to ensure they do it. It is only to be used in rare times of
necessity where action is not negotiable.
Supportive
The supportive style is expressed when you allow others to depend on your
involvement for their success and rely on your approval for them to function well. It is
mostly used as an interim style for staff members who are either new to the school or
new to a position.
Task-driven
The task-driven style is being used when you spend much of your time completing
unrelated administrative tasks that do not lead the school towards improvement.
Occasionally it is necessary, just to catch up on unfinished business, but mostly it
can be delegated to office staff members.
Behaviour Reflects Values
Staff members, students and parents will make judgements about you and what you
value in education, leadership and management based on the way you behave. The

50

best way to demonstrate your values is to participate in the aspects of education,
leadership and management that you want institutionalised in the school.
One value that is particularly important to model in your behaviour is your
commitment to excellence in approaches to teaching and learning. This may seem
distracting to you because you probably do not have a teaching role and you have
many other pressing tasks to accomplish. However, it is the core business of the
school and you must be engaged with it.
There are two main strategies that you can use to do this. One is to visit classrooms
on a casual basis, dropping in briefly to say hello to teachers and students and to
cheerfully acknowledge the good work they are doing. A more formal and purposeful
use of this strategy is described in Chapter 14 under the heading of Teaching Well.
The other is to attend professional development or training sessions about teaching
and learning with your teaching staff, so they know that you value their learning and
that you are taking the journey with them. This also gives you a focus for educational
discussions, provides opportunities for engagement and primes you to be receptive
to innovation.
Although the desired culture may seem elusive and the task of establishing it
daunting, by using the quality assurance framework approach to school improvement
you are already a long way towards establishing it. The reason for this is the
Hawthorne Effect.

The Hawthorne Effect
The Hawthorne Effect is an interesting effect on culture: the mere act of focusing on
high quality creates high quality. The name came from the Hawthorne plant of the
Western Electric Company in Cicero, USA, where the management team trialled
various ways of improving productivity, including improvements to working
conditions.
They found that because they were focusing on the productivity of individuals,
expectations about job performance within the group of workers improved, leading to
an associated increase in productivity. Although the improvements to working
conditions helped, they were found to not be the prime reason for the productivity
increase.
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Because you are focusing on quality and structuring your staff into improvement
teams as much as into organisational teams, high quality and improvement will gain
a life of itself within the culture of the school. But that alone is not enough to sustain
high quality programs, procedures and performance. You still need to study, apply
and refine the craft of building a quality school culture.

Symbols and Systems
After the behaviour of leaders, the next two biggest influences on a school’s culture
are the symbols and systems of the workplace. Symbols are the language, dress,
decorum, social attitudes, behaviours and interpersonal skills of staff members and
students, as well as the presentation of the facilities and resources. Systems are
how things are done at the school.
In a quality school culture, all of these are addressed formally and, more often,
informally, by setting high expectations and by the leaders setting a good example.

Symbols
Symbols can be addressed in three effective ways. The first is by ensuring that the
school physically sparkles. This helps to ensure positive impression of the school by
all members of the school community. Clean and attractive schools project a strong
and reassuring message that everyone cares about the school and what happens in
it.
You can ensure the school physically sparkles by carefully writing, explaining and
even demonstrating your expectations to the cleaning staff, office staff and grounds
staff, especially ensuring that you include the reasons why you want the premises to
sparkle. Remember to give positive feedback to the people responsible for the
cleanliness and attractiveness of the school, commenting sincerely on the important
contribution they are making to the school.
The second way symbols can be addressed is by providing staff members with
professional training in how to be responsive and caring when interacting with
visitors and members of the school community. When you can afford it, train all staff
members who have first-level contact with visitors in the basics of good service.
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Include telephone protocols, greeting protocols, meeting protocols, email protocols
and a focus on meeting the needs of people.
The third way to address symbols is through the establishment of agreed codes of
practice, especially staff and student dress codes and codes of conduct. How the
students and staff members of the school look and behave sends strong messages
about how they value education and people. Examples of these codes are given in
Appendices 5.1 and 5.2 respectively.

Systems
Systems are enshrined in policies and procedures. They should be based on agreed
beliefs and be highly relevant, practical and useful. Painful though it may seem,
every system needs a clearly documented procedure that can be easily and quickly
referred to, especially when under pressure. As shown in Chapter 3, these can be in
the form of one-page flow charts. One of several examples appears in the industrial
issues section of Chapter 11.
The beauty of having documented policies and procedures in place is that they help
minimise the risk of confusion, miscommunication, conflict, resentment,
contradiction, duplication, time wasting and shoddy quality: all the things that bog
down an institution in mediocrity and cause an unhappy workplace. They also help to
minimise the time, especially your time, spent on clarifying how to perform
transactions. In this way, they maximise the opportunity for professional collegial
engagement and the business of getting along with each other.
Any act that saves time with organisational transactions means more valuable time
to focus on and share good practice and enhance high performance. The acts that
save time are to do with good management, and the acts that encourage collegial
engagement and support, which contribute to a quality school culture, are to do with
good leadership.

Development
Development means the systematic continuous improvement of the programs and
the competencies of staff members. It is the application of the improvement planning
and implementation process described in Chapter 4 and the professional
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development program described in Chapter 9. While the development of a quality
school culture applies to all programs in your school, the emphasis of performance
and development is on people: the professional competence of staff members and
the learning competence of students.
Staff development is covered more comprehensively in Chapter 9.
In a school context, while building a culture of high performance and development is
one of your prime tasks, it is not the ultimate goal. The diverse aspects of a school,
reflected in about one hundred programs, need a common focus in order to create
synergies in effort and output. That common focus is the core business of the school:
learning.
You need to continually keep the whole school focused on the business of learning.
The whole point of building a quality school culture through a process of continuous
improvement using a quality assurance framework is to optimise learning
opportunities for students.

Social Competence
A culture of social competence puts people first. The best way to establish this
aspect of a quality culture is to have as many agreed published policies and
procedures in place as possible. By eliminating confusion and the need to reinvent a
procedure every time it is encountered, you create the energy, will and time for
people to rise above a merely transactional state to one of grace, ease of
relationships and enjoyment.
The agreed policies and procedures that you particularly need to have in place for a
culture of social competence include:
•

a code of conduct

•

a code of ethics

•

dress codes

•

job descriptions

•

policies and procedures for workload equity

•

policies and procedures for managing unsatisfactory performance

•

policies and procedures for student behaviour management
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•

policies and procedures for resource allocation and assignment

•

policies and procedures for complaints’ resolution.

In a culture of social competence, there are three elements at play: standards,
inclusion and support.

Standards
Standards provide the expectations of behaviour, demeanour and performance and
are included in the policies and codes of the school. A code of conduct sets the
behavioural expectations of staff members and students. An example of a code of
conduct is given in Appendix 5.2.

Conflict Resolution
Effective conflict resolution focuses on issues that have been identified by observing
behaviour. It acknowledges the emotional impact of conflict on people, but also
separates the issues from the personalities and seeks to resolve the issues and
broker reconciliation. If all staff members share this common attitude and approach,
then potential conflict is often avoided and actual conflict quickly resolved.
In a culture of social competence, genuine complaints are encouraged. An example
of a complaints’ resolution procedure can be found in Chapter 11.

Assertiveness
For effective conflict resolution to occur staff members need to be assertive about
their authority, rights and responsibilities. Assertiveness training is useful
professional development to provide, as it empowers staff members to appropriately
challenge improper conduct towards them. The need to be assertive is often
triggered by an emotional response to an interaction. Emotions serve the useful
purpose of rewarding or warning us in any given situation, and those that warn us
are alerting us to possible threat.
Assertiveness assesses the reality of any threat, objectively describes the nature of
the threat, describes the reaction to the threat and states the preferred behaviour.
Language is critical to assertiveness and the training session will provide good
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examples of appropriate language. One example of the language to use when
assertively responding to improper conduct is as follows:
When you call me stupid, it makes me feel hurt and angry. Please do not call
me stupid but be more helpful in what you say.

Mediation
Some conflict resolution may require mediation from you or another senior staff
member. The role of a mediator is to meet with those in conflict, listen carefully to
each party so as to identify and clarify the issues and then collaboratively identify
actions that will resolve the conflict to the satisfaction of each party.

Inclusion
A culture of social competence is one of inclusion. It avoids competitiveness,
exclusive groups, exclusive language and exclusive information. It encourages
collaboration, team work, tolerance and collegial support. Exclusion is one of the
most destructive elements in a culture and you need to be vigilant and ready to
challenge it at the first opportunity.
Occasionally, staff members can be careless with their language when socialising
with colleagues after school hours. They say things that cause division or erode the
culture you are working hard to create and maintain. At the beginning of each year,
ask all staff members to be alert to such talk and to actively challenge it when it
happens. Encourage staff members to discuss issues of concern in the appropriate
forums rather than airing them where they cannot be resolved and cause ill feelings.
If you encounter deliberate exclusion or division or are wondering why a highlyfunctioning team is inexplicably struggling, it may be a warning sign that you have a
psychopath on the staff. Psychopaths typically marginalise their detractors and
groom influential colleagues to achieve progressively greater power, thus crippling a
team’s effectiveness. They are initially difficult to identify because of their ability to
charm you.
Once you are alert to their existence, most of the damage has usually been done
and you will need expert advice on how to remedy the situation. If you are
responsible for recruiting staff members, study the typical traits and behaviours of
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psychopaths and ensure that you always gain confidential professional references so
that you are better able to avoid psychopaths in your recruiting procedure.

Support
Chapter 4 describes how to institutionalise support systems in your school.

Engagement and Commitment
Without the engagement and commitment of your leadership team, the school’s
governing body, the majority of your staff members and key parents, the
implementation of the school’s vision and the effectiveness of your leadership are
doomed to mediocrity and probable failure. Engagement and commitment is to do
with involvement, communication and empowerment.
In this context, communication includes seeking opinions, stating intent, gaining
authority, providing and seeking feedback on progress and reporting outcomes.
Empowerment includes valuing, including, devolving, developing, trusting,
supporting, acknowledging and rewarding.
Developing engagement and commitment involves the relevant membership groups
in decision-making, leadership, responsibility, ownership and celebration. It is an
inclusive, sharing approach that ensures the power and effectiveness of the school’s
policies and procedures.
Actively fostering engagement and commitment strongly helps to build high morale in
the whole school community, especially amongst the staff members. According to
Yvonne Willich and Karen Stammers, staff morale is optimised by developing its
three main influences: a sense of achievement, a sense of affiliation and a sense of
influence. These are represented in the following Venn diagram.
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Influences on Morale

Achievement
A sense of
contribution and
being valued

Influence

Affiliation

A sense of
being able to
affect decisions

A sense of
belonging

Developed by Yve Willich and Karen Stammers

You can achieve high staff morale, and therefore a high level of engagement and
commitment, by institutionalising the following practices for each influence.

Achievement
A sense of achievement can be created through:
•

consultation, involvement and consensus

•

the use and acknowledgement of contributions

•

appreciation expressed by the principal

•

regular constructive feedback, both formal and informal, by people in leadership
positions.

This is a good place to offer words of caution about performance-based pay and
giving staff members achievement awards. Whilst such rewards may act as
incentives to strive for high individual performance, they are likely to severely
damage staff cohesiveness and have a negative impact on team effectiveness.

Affiliation
A sense of affiliation can be created through:
•

a culture of inclusion
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•

a culture of celebration

•

a devolved staffing structure of highly functioning, autonomous teams with
purposes, guidelines and accountabilities

•

agreed policies and processes.

Influence
A sense of influence can be created through:
•

consultation, involvement and consensus

•

representational membership of key decision-making groups

•

the availability and approachability of leaders.

Communication Plan
Another important practical strategy for developing engagement and commitment is
the use of a communication plan for each project. Appendix 5.3 is an example of a
communication plan proforma.

Engagement and Commitment Plan
If the school has never systematically followed a continuous school improvement
process or has only done so erratically, you will need to carefully plan how to gain
engagement and commitment from the various school membership groups for the
first few projects. Two of these projects would most likely be to formally define the
school’s programs and to gather the agreed beliefs about them. Appendix 5.4 is an
example of an engagement and commitment plan proforma.

Celebration
Schools with a quality school culture celebrate the successes of staff members and
students, especially the successes of teams. Because schools do not have a
homogenous product that rolls off the end of an assembly line, it can be difficult for
staff members to gain a sense of achievement.
There is never a point in time when a teacher can say, ‘That student is now a
complete student; I have finished that student,’ but there are points in time when
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closure can be made, as significant goals and accomplishments are reached along
the way. Whenever that happens, celebrate. You will celebrate the achievements of
staff members and they will celebrate the achievements of students. Together, you
will celebrate achievements of the school.
Find excuses for good fun whenever you can and be consistent in celebrating so that
it becomes embedded in the culture as a normal expectation of staff members,
students and families. It builds a sense of belonging, a sense of achievement and a
sense of being valued as well as acknowledging and rewarding success.
Celebration does not need to be grand and expensive. It can be a gathering of the
team one afternoon after classes, with everyone bringing a small contribution of
refreshments or maybe you inviting team leaders for refreshments at your home. It
can be a formal acknowledgement and short speech of congratulations or thanks in
the staff lounge during a break time. The important point is the sense of occasion,
dedicated to thanking and congratulating the people who made a difference in
improving the quality of the school.
It is a good idea to appoint a staff member to the role of social organiser so that
celebration is more likely to happen. It could be a member of the staff association
executive team or you could share the responsibility between heads of department,
each taking the role for a specified time.
Different cultures celebrate different occasions. To be an inclusive school, survey the
staff members about what they consider appropriate to celebrate but make sure that
you consider celebrating birthdays, engagements, weddings, births, retirements, new
staff members and promotions, as well as the successes of the staff and the school.

Educational Authority
You need to be authoritative about education so that you can readily accept or
challenge well-intentioned criticism and be able to protect your innovators from the
anxious reactions of conservative school members. You are the buffer between your
staff members and all of the conflicting outside pressures that come from the media,
parents and the governing body of the school.
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Schools have such a diversity of well-intentioned interests influencing them that this
can diffuse staff effectiveness and the current improvement foci. One of your jobs is
to be the filter that selects and harnesses the opinions and needs of the school
community in productive ways.
Your perspective of what the school should be will facilitate or hinder progress and
liberate or limit innovation. Your perspective needs to be founded on an open
attitude that accepts new ideas within a framework of what makes a good school. By
keeping yourself up to date with the latest developments in education, based on
proper research, you will be much more able to funnel the energy and enthusiasm of
your staff members into optimal school improvement.
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Chapter 6 A Focus on Learning
This chapter addresses the importance of staying focused on student learning. It
continues to explore the need to gather beliefs about education and how the school
should operate, as described in Chapter 3, and provides some tools to assist in
translating vision into practice. These tools are integral to leading improvements in
teaching, which is further pursued in Chapter 14.
The mission of a school is to optimise student learning, and the overall vision of a
school is to continue to do it better. How you do it better is embodied in the
continuous school improvement process, which systematically reviews and improves
the school’s programs. The school’s programs are, in turn, based on agreed beliefs
about education and its provision.

Forming Agreed Beliefs about Learning
You will have noticed that this book keeps coming back to the notion that agreed
beliefs are the glue of a good school. The reason for this is that, if different members
of the school community have unresolved differences in their beliefs about education
and the management of students, then progress towards school improvement will be
greatly hindered and be at risk of becoming bogged down in conflict about what
constitutes improvement. School improvement needs a consensus of belief
agreements so that the standards, guidelines and improvement goals for each
program can be created.
As much as possible, those agreements should be of the highest quality but it is
better to have a mediocre consensus than no consensus at all, especially at first.
From a mediocre consensus, a sense of direction for future improvement can be
gained and quality can be built over time. This is because improvement is informed
by proper research.
That said, it is most desirable that the initial collection of beliefs reflects highly
regarded research that defines the best of theory and practice. Your role as an
educational expert is pivotal to the quality of the agreed beliefs you form in the
school community. Through focused individual and group meetings with the different
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constituents of your school community, you and your leadership team will influence
the thinking and decisions made by the community. Aim for consensus so that the
platform for improvement is made and then develop the school from there.
Consensus is reached when discussion allows people to voice and debate opinions
at an issue-based level and eventually agree on central points. Good leadership by
you draws out these points of agreement from the discussion and uses those as the
bases of policies and codes of practice. Points of disagreement are acknowledged
but initially put aside. They will resolve later as people become more informed and
engaged in the educational debates encountered during later phases of the
improvement cycle.
Because your educational expertise is pivotal to school improvement, it is imperative
that you keep abreast of informed professional opinion about current trends in
education and the latest research on human development, learning theory and
approaches to teaching. The annual school budget should have a component that
requires and ensures that you access regular training in the latest developments in
learning theory, teaching practice, leadership and management. This does not
necessarily have to be a significant amount of money but enough to allow you to
attend targeted professional development activities and subscribe to reputable
publications.
You also need to communicate what you have learned from your personal
professional development to your staff members and, in a more abbreviated form, to
your governing body. This can be done using a variety of approaches, ranging from
individual conversations to focus groups to general meetings and newsletters.
If the school does not already have a collection of agreed beliefs about learning and
teaching, gain that collection and use it to drive the systematic review and
improvement of the school’s programs over time. If there is already an agreed
collection of beliefs, then make sure that they are included in the review and
improvement process and reflected faithfully in the resulting policy amendments.
Remember that it is you who will guide the articulation of agreed beliefs. It is you
who needs to ensure that the beliefs are compatible with recent learning theory and
that they are a cultural fit.
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Whether or not they are acknowledged, understood and clearly articulated, beliefs
about education and its provision will fundamentally determine the behaviour of
individual and collective staff members in the school. People often do not know or
think about why they behave the way they do and they are also often reluctant to
spend time considering the reasons, preferring to get on with the job rather than
consider the fundamentals of what the job is.
It can be difficult for a leader to lift this veil of reluctance and create an interest in a
local agreement and it is a good idea to begin with the leadership team. It is the
members of the leadership team who work more intimately with the practicalities of
daily school life than you do and negotiate the day with teachers and support staff
members from moment to moment. Not only are they able to gain a better sense of
the real limitations and capabilities of people at the school, but they also have the
influence, hopefully gained through their credibility, to more easily effect change.
Appendix 5.4 of this book is an engagement and commitment plan. It will be helpful if
you are introducing new ideas to the school for the first time.
Explain to the members of your leadership team that, as the basis for school
improvement, the school needs to design an umbrella of purposes and beliefs to
cover its programs. Because all staff members at a highly functioning school are
extremely busy people, the leadership team members will greatly appreciate it if you
provide them with a model of what you mean. They will be resistant to developing
the umbrella from scratch, because other, more pressing imperatives that they are
impatient to address will be gnawing at the back of their minds.
Begin with the purposes of education. Propose your model and use it as a basis for
discussion about what education is.
For example, the purposes of education are to empower students:
•

to make sense of their world

•

to influence the quality of their lives

•

to contribute positively to their predominant culture as interdependent, selfsustaining citizens.

From experience, it only takes about ten minutes to clarify and explore such a model,
but once done the team is focused and can begin to move on to belief statements.
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Begin with sets of beliefs about broad school categories. In the spirit of keeping the
focus on learning, helpful ones are:
•

what we teach (the curriculum)

•

when we teach it (the syllabi)

•

how students learn (the theory)

•

how we teach (the practice)

•

resource selection and management (the support).

Perhaps address one category per meeting. The category what we teach is a good
one to start with because it is readily answered by educational leaders and is
therefore the least demanding.
This is highly empowering for your leadership team as it helps members to articulate
why the school offers the programs it does in the manner it does. Families grant a lot
of credibility to a school whose leadership team can do that. It also provides solid
authority to decisions when fundamental reasons for them are clearly articulated in
terms of sound educational theory, and it empowers leaders to challenge fuzzy
thinking by others.
Having gathered the beliefs about learning from your leadership team, do a similar
exercise with the rest of the teaching staff over two staff meetings. Remember to
limit the agenda of each staff meeting so that it accommodates this process without
going over time. One efficient way to gather the collective beliefs is to use the
following process.
As part of the first staff meeting, explain the purpose of the activity and divide the
teaching staff into groups, with up to seven people in each group. Give each group
the draft of the purposes of education, as refined by the leadership team, and ask
them to discuss the purposes for no more than ten minutes and then present a twominute verbal report back to the meeting about what the purposes mean. Either
during or immediately after the presentations, invite teachers to make improvements
to the statement of purposes and collate these for further refinement and publishing.
At the second meeting, explain that the purpose of the meeting is to collect belief
statements about broad aspects of learning and divide the teachers into four groups.
Provide each group with one of the following categories: what we teach, when we
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teach it, how children learn and how we teach. Each group will need a scribe to
record their belief statements on a large piece of paper.
Post the large pieces of paper around the room and invite everyone to walk around
to read the various contributions and add to them. Re-form the groups and invite
each group to quickly present its collection of beliefs, including the added
contributions. Later, refine these with the leadership team, without compromising the
intent of the groups, and publish them, giving a set period of time for further
contributions or refinements.
When everyone is happy enough about the collection of beliefs, report them to a
regular meeting of your parents’ group, discuss them and further refine them, taking
care to accept or reject contributions in the light of sound educational theory and
practice. Remember, you are the expert authority – and you also represent the
authority of the school’s staff – on educational theory and practice.
That said, don’t be too quick with challenging the opinions of parents when
discussing and refining them with the parents’ group, as sometimes parents cannot
clearly articulate their meaning to the same depth as a trained educator and need
you to help explore and clarify their intent. Take the contributions from the parent
meeting back to your teaching staff and gain agreement about what should be
included in the final collection.
You will need the approval of the governing body of the school before the collection
of belief statements can be enshrined in the school’s programs, so make sure that
the governing body is fully informed of your intentions and the full process before you
embark on this journey and that you have its blessing to proceed.
You now have a collection of agreed belief statements that focus on learning. From
these, it is not difficult to move on to agreed beliefs about the selection and
management of human and other resources, and you will find that many of the
beliefs about learning will apply equally to resources. In fact, to maintain your focus
on learning, each program requires at least one belief statement that connects it
directly to student learning.
You can safely draft the beliefs about human and other resources with the leadership
team, taking the drafts to area or department meetings through the heads of
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department and gaining input and refinement from those meetings. Publish these
refined drafts, allowing a set time for further individual input and then firming up the
final agreement through the leadership team for presentation to the school’s
governing body.

Translating Vision into Practice
If the agreed beliefs are truly the basis for setting the school’s standards for each
program and if the improvement goals arising from the self-review process are
SMART goals, then that set of goals is the vision for the school. Vision must be
something that can be accomplished. Otherwise, it will be meaningless and
impractical.
With this definition in mind, vision becomes a transient thing, changing from review
period to review period. It is fine to have long-term visions, especially when large
sums of money are needed to achieve them, but they still need to be able to be
achieved and evidence needs to be able to be provided to quantify success.
The secret of translating vision to practice is to think big but act small. You are going
from high-level beliefs to standards to improvement goals to action at the grassroots
level. Have each review team articulate their SMART goals into practices expected
of relevant people and the physical resources they would expect to see if those goals
were achieved. These practices and resources can also be converted into
performance measures that help to indicate the extent to which the goals were
achieved.
Two thinking tools that can help teams break SMART goals down into practices and
physical resources are mind mapping and the use of a Y-chart.

Y-chart
A Y-chart requires you to think in terms of what you would expect to see, hear and
feel in a given situation. A Y-chart proforma is given in Appendix 6.1. Here is an
example of a Y-chart for a SMART goal given previously.
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Improvement goal: To increase the number of problem-solving activities, which use
actual problems encountered in everyday life, for teaching Mathematics so that they
represent one third of the Mathematics syllabus.

Looks
•
•
•
•
•

Students engaged with
manipulative materials
Like
Individuals or groups working on focused tasks
Teacher moving from situation to situation,
ensuring students are on task, encouraging
cooperation & posing key questions
Lots of support tools available, such as calculators,
trundle wheels, scrap paper & pattern and order
charts
Presentations of findings

Feels
Like•
•
•
•
•
•

Sounds
•
•
•
•
•

A safe and supportive working
environment
An exciting place to be
Engaging and productive
Creative minds at work
Welcoming and inclusive
Relevant

•
•
•

Task-based talk, a productive hum
A connection with out-of-school life
Consultation of expertise
Expert teacher talk
Work associated laughter, joyful
learning
Issue based discussion
Serious presentation & listening
A celebration of achievement

Like

Mind mapping
Mind mapping is a free-form thinking tool, popularised by Tony Buzan in The Mind
Map Book, (BBC Active, 2006) written by him and his brother, Barry. Mind mapping
is used to accommodate all ideas for addressing an issue. The central issue is
written in the centre of the page and a circle is drawn around it. The main ideas or
solutions radiate from the centre, with related ideas radiating again from each of
them.
Here is an example of a mind map for the SMART goal given previously.
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Mind Map
Recruitment
Selection
criteria

Assessment and
reporting

Resources

Job
Description
Head of
Department?

Texts

Manipulatives

Celebration
Internal

Reflection
Parent
nights

Professional
development

Research
Format
Ability

Groups

Mixed
ability

Ideas
Math:
authentic,
practical
activities

External

Budget
Costing
Management

Room
set-up

Teams
Format
Research
models

Delivery

Submission and
approval
Teams

Timetables
Timetables

Planning

Sub-goals
The Y-chart and mind mapping tools produce ideas for sub-goals. Examples from
the specific Y-chart and mind map above are as follows:
•

to determine the extent of existing expertise amongst staff members

•

to identify neighbouring schools with a similar program

•

to research relevant learning and teaching strategies and approaches

•

to identify the training needs of existing teachers

•

to research and find more activities

•

to audit the existing materials and determine their suitability and quality
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•

to research, list and cost the extra resources necessary to support the
implementation of an improved program

•

to determine the availability and cost of external trainers

•

to edit the existing syllabus to incorporate the new activities, learning and
teaching strategies

•

to submit a budget for the following year

•

to create or purchase additional resources as identified

•

to provide training to relevant staff members.

You can break these down even further if you wish. The sub-goals are now
incorporated into the implementation team’s action plan and can be methodically
achieved.
This combination of the self-review and the implementation of the resulting goals
focuses all staff members on learning and gives real meaning to the vision of the
school, along with a great sense of achievement and job satisfaction. It contributes
strongly to the need to focus on learning when creating a quality school.
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Chapter 7 Leadership and Management
This chapter describes the similarities and differences between leadership and
management and how they intersect. It also provides you with a set of tools to help
you to excel in your roles of leader and manager.

Similarities
Leadership and management are so interrelated that it is often difficult to distinguish
which is in action at any given time. The fundamental commonality is that they are
both to do with influencing people and gaining intrinsic compliance. High-level
interpersonal skills, respect for the integrity of another person’s values and beliefs
and your professional credibility all need to be in play before you can successfully
influence that person to fully accommodate and support the school’s programs,
culture and improvement plans.
Good leaders and managers are highly receptive to the needs of each person in the
workplace. Such needs include their day-to-day functional needs and their need to
be valued and acknowledged, both as an individual person and as a contributor to
the organisation.
As a good leader and manager, you will also be highly receptive to and aware of the
long-term and short-term needs of the organisation. Fundamental to being receptive
and aware is listening attentively, with mind and heart, to both the level of energy
and enthusiasm in the workplace and what each staff member and client is actually
saying to you during interactions.
Such an approach enhances engagement and commitment by staff members, and
this is your focus as you lead the school to ever higher performance and as you
manage the efficient and effective delivery of programs.

Differences
Management is about properly implementing existing programs. It’s about efficiency
and effectiveness. Leadership is about identifying and making improvements in
programs in line with the school’s vision. It’s about change.
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Change management is the intersection of leadership and management, and it is a
high-order role with skills, knowledge and approaches that you will need to
continuously develop and practise. How you manage change through the systematic
school improvement process will largely determine the productivity of the school. The
following pages will guide you through many tools that will support your success with
change management.

Sound Leadership
Leadership is all about taking people out of their comfort zone into a state of
disequilibrium, where they will reinvent daily practice for the better good and
accommodate it as their new comfort zone. It should be a familiar situation for
teachers because they do it every day with their students. That’s what learning is all
about, moving from the known to the unknown and making sense of it. Good
teachers do this in supportive and safe environments, free from threats to the
personal worth and integrity of students. So do good leaders.
Good leaders know that well-managed change is safe. They have experienced the
anxieties and fears, found resolution many times, and enjoyed the growth in
understanding and quality. They also know that well-managed change happens at a
pace that does not cause unhealthy stress levels to staff members in terms of
workload or in terms of their ability to accommodate discomfort.
Too much, too fast is a recipe for poor performance and losing good people to other
schools. So is too little, too late. Unfortunately, finding the balance comes with
experience, but you can get it right most of the time if you keep your finger on the
pulse of energy and enthusiasm in the workplace.
Be mindful of the school’s calendar of events when planning timelines for action
plans. Try and avoid the busy weeks when teachers are writing reports, planning in
teams for the coming semester, preparing for external examinations, producing and
rehearsing a major school production or organising and conducting a major overnight
excursion.
Another good rule to use is: if the school is humming along nicely with its
improvement process and everyday business and an unexpected and unavoidable
new demand is placed on the school, then postpone one or more of the existing
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projects to accommodate the new one. At saturation point, the golden rule is: one in,
one out.
You will need to communicate this to whoever imposed the new initiative on you so
that they receive the clear message that the school is a busy and highly productive
workplace and cannot be expected to accommodate new initiatives on short notice.
‘The Power of And’, described in Chapter 1, has its limitations.

The Tools of Leadership
Leadership is as much a craft as it is an art and it can be studied, applied and
refined. As you would expect of a craft, it has tools that can be applied for different
situations, along with ways of doing things.
The routine ways of doing things can be comfortably covered by the formal
procedures that you and your leadership team draft and finalise through consultation
with the school members affected by them. The non-routine ways of doing things can
be defined using your most important tool, the leadership team.

The Leadership Team
The leadership team is your sieve, your testing ground, your harness, your oil and
brakes, and your main means of monitoring staff morale and getting things done. If
you did not inherit a leadership team, then create one.
As a general guideline, once the number of classes at the school reaches six, you
will need a Curriculum Co-ordinator to ensure integrity and quality in both the design
and delivery of the curriculum and its resources. Once the number of staff members
in the school reaches about fifteen, you will probably need another formal leader to
assist you, as well as the curriculum co-ordinator. For the purposes of this book, the
title of that leader is Assistant Principal.
The Assistant Principal will need time away from regular duties to take responsibility
for the leadership and management of an aspect of the school’s operation. The
Curriculum Co-ordinator will also need some time from regular duties to dedicate to
the maintenance and development of what is taught, how it is taught and how it is
supported by resources. The amount of time you are able to provide for their
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leadership and management duties is negotiated according to the ability of the other
staff members to accommodate their regular duties.
As the number of students at the school grows, so will the need for more leadership
positions. These are usually heads of departments or area leaders. If you are
Principal of a multi-campus school, your leadership team would consist of the
campus heads of schools. Take care to define the roles of the formal leaders and
publish them to all staff members. In those job descriptions, include leadership
responsibilities as well as management aspects. Job descriptions for an Assistant
Principal for middle years, and a Curriculum Co-ordinator for junior years are shown
in Appendices 7.1 and 7.2 respectively.
The leadership team should meet about once each week to check the pulse of
energy and enthusiasm in the workplace and to discuss any issues or proposals that
have developed during the week. Major roles of the team are to identify issues in
their infancy so that they can be resolved before they become major issues, to share
information and perceptions and to take a corporate approach to communication.

Privileged Information
At your first leadership meeting, celebrate the formation of the team and establish as
informal an atmosphere as possible within the formal structure of the meeting. Use
the same meeting procedures as you would for a full staff meeting, with an open
agenda and action-based records, and share the responsibility for writing and
publishing the record of meetings between members of the leadership team,
including yourself.
To establish and nurture the informal structure, you will need to stress that the
information shared at the meetings is often confidential and always of a highly
privileged nature. Neither confidential information nor privileged information should
be publicly discussed beyond the walls of the meeting room.
This rule for the leadership team, within the bounds of good ethics, allows members
to take risks with their opinions, advice and observations that they otherwise would
not take. Under the protection of that rule, they can explore half-formed ideas and
develop them collaboratively and creatively into proposals. It also helps develop a
collegial atmosphere through shared humour in a culture of trust.

74

Thinking Tools
Scattered throughout this book is a range of thinking tools to assist with problem
solving. For example, a Y-chart and a mind map were used in Chapter 6. Other
useful tools include a lotus planner, spider web, bone diagram and starburst.
A lotus planner is good for expanding on an issue or topic; a spider web is good for
identifying priorities; a bone diagram is good for focusing on how to move from the
existing state to the desired state of a specific goal and a starburst is good for
identifying actions to address an undesirable situation.

Lotus Planner
A lotus planner is used to explore progressively deeper aspects of a topic or issue. It
is similar to a mind map but more structured and, therefore, more limited. Being
more limited is useful when you need to be methodical and highly focused. It begins
by you writing the main idea, topic or issue in the centre, and then unfolding a
hierarchy of components as subsets. These subsets can be further unfolded by
using a lotus planner for each one. The model keeps flowering outwards, resembling
a lotus flower.
Appendix 7.3 provides a blank template of a lotus planner, and a completed example
is shown below.
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Effects of the parent profile on education provision
Ability to support
school

Ability to
contribute

Ability to support
student

Ethnicity and
languages

Ability to
influence

Cultural
expectations

Commitment

Ability to
communicate
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Engagement

Ability to support
school
Engagement with
community
Parent–teacher
relations

Availability

Ability to
contribute

Expertise and
talents

School status in
community

Single parent

Foster parent

Ability to
support school

Categories

Short-term
care

Adopted
children

Relative as
main caregiver

Child
protection
issues

Informed
perspective

Ethnicity and
languages

Categories

Education level

Disabilities

Engagement

Parents

Extended family

Family profile

Accessibility

Reconstituted

Expertise and
talents

Ability to
support
student

Education level

Functionality
Occupation

Expectations of
achievement

Quality of
dialogue

Aspirations of
students
Economic
status

Functionality

Attitude to
schools

Ability to support
student

Ability to
support school

Depth of
curriculum
provision

Community
interface

Access to quality
learning

Quality of
decisions

Proximity

Expectations of
achievement

Occupation

Resource
Provision

Ability to
support
student
Network links
Aspirations of
students

The spiderweb tool shows at a glance where you need to focus on improvement.
You label the segments of the web using the aspects of a topic or issue around the
centre, and then map the perceptions of school members about each on the web,
with low opinions placed near the centre of the web and high opinions near the outer
edges of the web.
The idea is to reach a situation where, if you join the opinion spots with lines, you
have a well-shaped wheel, so that your school has a smooth ride. It does not matter
if the wheel is small at first as long as it is round, because, eventually, as you fix
each dent in the wheel, you will end up with a large round wheel.
Appendix 7.4 provides a blank template of a spiderweb, and a completed example is
shown below.
Principles of an effective school
Continuously improve

Focus on learning

Think systematically
Target resources

Show leadership

Set direction

Attend to culture
Use data
Listen and
respond

Bone Diagram
A bone diagram shows the steps that you are planning to take to achieve a goal,
moving from left to right. At the left-hand end of the bone, you write the existing state
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of the issue that you have targeted for improvement. At the right-hand end of the
bone, you write the desired state of the issue that you have targeted for
improvement. Then, above the bone, you write those things that will help you to
achieve your goal and, below the bone, you write those things that may hinder your
progress. While considering these, you write inside the bone the steps that you will
take to achieve your goal.
Appendix 7.5 provides a blank template of a bone diagram, and a completed
example is shown in below.

Starburst
The starburst tool requires you to list possible reasons why an unwanted situation
exists and to describe two actions that can be taken to positively address each
reason.
Appendix 7.6 provides a blank template of a starburst, and it is also shown below.
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Action

Action

Action

Action

Action

Reason

Action

Reason

Reason

Action

Action

Why?

Reason

Reason
Action

Action

Reason

Reason
Action

Action

Reason

Action

Action
Action

Action

You could use the starburst tool to explore a challenge that your workplace faces.
For example:
Why don’t women access as many leadership positions as
men?
Write your opinion of the reasons why this challenge exists. For instance, your first
reason might be:
Because the selection criteria may favour men
For each reason, write what you will personally do in your workplace to positively
change the situation. For the reason above, you might write the following:
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1.

I will lead a review of the selection criteria for leadership
positions to examine if they favour men.

2.

I will collect examples of gender inclusive selection
criteria.

Data
As much as possible, all decisions that you or the leadership team make should be
based on evidence of need in the form of facts and data. Data is the springboard for
school improvement and informs the directions your leadership should take.
The broader your gathering of data is, the more informed and capable you will be to
plan and effect improvement. There are four main sources of data that you need to
consider. They are: procedures, student achievement, demography and perceptions.

Procedures
Keep records of data from procedures that reveal such information as the extent of
staff and student attendance, the reasons for absences, the causes and locations of
accidents, details about incidents of concern, why students enrol and leave, the
results of finance and resource audits, the recommendations of program reviews and
staff performance outcomes. They will help to indicate the quality of your school
systems and culture.

Student Achievement
Keep annual statistics about how well the students are achieving academically
against national and international benchmarks. Your annual use of diagnostic
national and international normed tests, along with your school-based assessment
program, will help to indicate priorities for improvement in approaches to teaching
and learning.

Demography
It is very useful to understand how the profile of your school community affects what
happens in classrooms. Use your leadership team to identify and analyse the
demographic aspects by using a lotus planner or mind map. An example of
exploring a demographic profile using a lotus planner is given earlier in this chapter.
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Perceptions
To guide school improvement, it is most important to understand the opinions of your
parents, staff and students about the school? Your comprehensive and confidential
opinion surveys will reveal these. Examples of a parent and staff opinion survey are
Appendices 17.7 and 17.8 respectively.

Powerful Questions
The four data categories become more powerful when used in combination with
each other to guide questions about the effectiveness of the school. For example,
the question, ‘Is there a concern that student absences are affecting how well our
five- and six-year-old boys learn to read?’ seeks data from perception (a concern), a
procedure (student absences), student achievement (reading performance) and
demography (five- and six-year-old boys).

Gossip and Innuendo
Concerning the performance of staff members or students, be very wary of gossip,
hearsay and innuendo. They may alert you to possible issues but always
substantiate the existence and especially the influence of an issue with evidence
before acting on it. Always rely on observed behaviours and data from your feedback
systems to detect and correct unsatisfactory performance, rather than being driven
by personal whims.

Rubrics
Rubrics are used for measuring aspects of performance that are difficult to measure
in terms of numbers and when a greater depth is needed than numbers can provide.
The performance of a cherry picker can be measured by the number of cherries
picked each day, but the measure of how well a school is performing is difficult to
measure by only using numbers.
Instead of using numbers, a rubric provides descriptors of performance. The
descriptors are observations about policies, procedures, resources and behaviours
and are grouped into categories of increasing quality. Data is then collected and
used to make a judgement about which category of descriptors best reflects the
performance.
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To design descriptors for a rubric, staff members should use the standards for a
program that arose from agreed beliefs, as described in Chapter 3. A well-designed
rubric will then also indicate the school’s current performance in terms of how well it
reflects the agreed beliefs of the program.
The following is an example of a simple rubric for judging the extent to which
learning is authentic and activity-based.
Undeveloped

In operation

Performing well

There is no co-ordinated
approach to planning. There is
little or no deliberate activitybased learning provided in
classes.

Curriculum planning documents
require the provision of activitybased learning.

Approaches to teaching are
systematically reviewed as part
of the school improvement
cycle.

Student interests are considered
in planning documents.

What is learnt has little
Student developmental
relevance to the everyday needs readiness is considered in
of students.
planning documents.
What is learnt is not applied to
Teachers explain the relevance
situations encountered in the
of what is taught.
world beyond school.
Students are engaged in some
What is taught is not
practical application of the
demonstrated to students in
knowledge and skills learnt.
useful ways.
There is some reference to the
Manipulative materials are not
world beyond the school in the
used by students to demonstrate teaching of knowledge and
solutions to real problems.
skills.
There are few practical
Some manipulative materials
resources available to students. are used by students to
demonstrate solutions to real
problems.

There are some practical
resources available to students.

Teachers plan in teams to share
expertise and gain efficiencies.
An inquiry-based approach is
used by students to identify
authentic problems.
What is taught is demonstrated
to have practical use in the
world beyond school.
Students work in teams to plan,
implement, evaluate and
demonstrate the effectiveness of
solutions to identified
challenges.
Students use manipulative
materials to demonstrate their
solutions to authentic problems.
Practical resources are
appropriate, sufficient, well
managed and of high quality.

You, the leadership team and the teaching staff can design rubrics for many
situations. As can be readily seen, a rubric is very useful for setting goals. Appendix
7.7 provides a rubric proforma.
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Personal Tools
Emotional Intelligence
Emotional intelligence is the capacity to recognise emotions, interpret their meaning
in a given situation and then use that information to help solve problems. It includes
the ability to consider the emotions of another person so that you can relate to and
better understand their viewpoint; that is, to empathise. It also includes the ability to
regulate your own emotions. Feelings either reward us or warn us. Happiness with
personal success and a fear of wild tigers are examples of rewards and warnings.
With this understanding of the role of emotions, you are better able to consider your
reactions to situations and stimulate and contribute to rational thought.
Emotional intelligence is important for your social effectiveness. Being the key leader
in a people-based organisation, you need insights into what motivates people, what
their needs are, and how to find the pathways to consensus in decision-making. If
you are not strong in these abilities, make sure that you recruit someone to your
leadership team who is and take good notice of them when they offer an opinion or
advice.
You also need emotional intelligence to be able to reflect and act on your own
feelings. This is important for two main reasons. The first is so that you can
recognise when you are being irrational, stubborn or overbearing. The second is so
you can monitor your stress levels and be proactive before stress becomes distress.

Availability and Approachability
Being available and approachable creates a sense of connection and gives families,
staff members and students a sense that they have influence. It also gives you a
heightened awareness of any issues that are developing. Some guidelines for being
available are:
•

Make interaction with people a high priority. Delegate as many of the
administrative tasks of your job as possible by using well-defined procedures and
accountability systems.

•

Keep a diary with you and regularly synchronise it with your receptionist.
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•

Make sure you are present during key access times. The beginning and end of
each school day and the snack times and lunch breaks are the obvious times
when parents and staff members appreciate you being available to them.

•

There is a difference between being available and being visible. Walking around
the grounds being visible during peak times actually makes you unavailable. To
be available, you need to be easily found, be able to provide privacy and be able
to control noise levels and other distractions.

•

Be early for meetings and late leaving them. It is at these times that you will have
casual encounters with families and staff members and engage and connect,
formally and informally. When you enter meeting times in your diary, such as staff
meetings and general parent meetings, add five minutes to the beginning and
fifteen minutes to the end to allow for this.

•

Use your office door as a clear signal of availability. Communicate clearly and
consistently that when your office door is closed you are unavailable and that
when it is open visitors are most welcome.

•

If you have internet access, clear your email each day. It is a good idea to
allocate the first hour of the day to this. Also, keep your email well organised by
using folders and alert markers.

You can deliberately project an image of being approachable by publicly using good
rules of engagement. These are:
•

If it is culturally appropriate, maintain good eye contact during conversation. Your
body language communicates at least fifty per cent of your message and it is
important to practise using it well.

•

Smile and use the person’s name to maintain connection. Both of these
techniques convey the intention of a peaceful and mutually beneficial outcome.

•

Use reflective listening during conversation to demonstrate your connection and
to gain understanding. Reflective listening is the use of paraphrasing to clarify
and further explore what a person is saying to you.

•

Use disclosure to allow disclosure and create a supportive and relaxed
relationship. Revealing similar personal experiences to others, within the context
of the conversation, shows empathy, builds engagement and encourages
honesty.
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•

Use acknowledgement and affirmation in your language to reinforce a person’s
sense of authority. Your understanding will help people to feel empowered and
hopeful of an active outcome.

•

Be helpful. Communicate the clear message that you are there to help resolve
situations and identify solutions that are mutually beneficial. Your reputation as a
responsive and active Principal will soon spread and encourage further
engagement.

•

Do not allow distractions to interfere with engagement. Maintain connection at all
times with the person you are talking with. Allowing distractions to interfere
demonstrates that you no longer value what the other person is saying.

•

Disengage politely. If you run out of time, explain this to the person with a smile
and offer to make an appointment with them to follow up the conversation.

Kindness
When teamed with emotional intelligence, kindness is the one response that will be
highly valued by all people you interact with. Kindness assumes that all people act
with good intentions, even if they get it completely wrong, and affirms that
assumption by continuing to grant inclusion and acceptance.
If you are not happy with the behaviour of a person, kindness can be mistaken for
approval. Kindness and approval can be successfully separated by simply stating
your disapproval of an inappropriate behaviour and your expectations for future
behaviour in an issue-based and understanding way. One way of doing this is by
using the sandwich approach, which is covered in Chapter 9.

Manners
These vary from culture to culture and depending on the degree of formality
required. The golden rule is to be conservative and consistent with manners while
remaining true to yourself. Be careful not to drop your guard. Even in the most
informal situations, you are very much on show and being consciously and
unconsciously studied.
This is a good place to mention moderation with alcohol. If you enjoy alcoholic
drinks, be careful of your intake in public or formal situations. Limit yourself to one
slow drink and keep up your intake of water. Alcohol lowers inhibition and the more
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you drink the more likely you are to make an error of judgement or a social error.
You also run the risk of betraying the dignity of your position as a Principal.
Study the predominant culture in which you are immersed and learn the expectations
of that culture in terms of polite society. Try to identify a respected role model in
unfamiliar situations and follow their lead, especially with greetings, farewells, table
manners and the etiquette of respect. Be alert to taboos and your own prejudices,
and avoid situations where they may surface. It is especially important to tactfully
skirt issues to do with politics or religion.

Dress
The way you dress sends powerful messages to people. At the beginning of each
day, think about the colours and style of the clothes you will wear in the context of
the situations and challenges that you will face that day.
If you expect to be carefully managing contentious and emotionally charged
situations, wear passive, neutral combinations. If you need to be assertive and
authoritative, wear strong, businesslike combinations. Subtle work is helped by
subtle dress, formal situations by formal dress, and so on.
Choices as simple as the colour of your shirt or tie can influence your effectiveness
at work. They also enhance your mental preparation for planned situations, being
part of the ritual of gearing up for success.

Grooming
Impressions you give others about yourself indicate your feelings of self-worth, your
beliefs about status, your connection with cultural norms and your respect for your
position. They also indicate your approachability, temperament, integrity and
preferences. Both dress and grooming are integral to your body language. Research
indicates that body language delivers at least fifty per cent of the message that you
are conveying to people.
Take care to present yourself as part of the message that you want to give people
about who you are, your position as Principal and your credibility as an educational
expert. Other than dress, your physical presentation includes your cleanliness, your
hair style, your fitness level, your jewellery and cosmetics. These all need to be
considered as an integral part of you.
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Being Highly Effective
Stephen Covey’s famous book The 7 Habits of Highly Effective People (Simon &
Schuster, 1989) outlines habits that can help you to be highly effective in life. This
book is recommended reading. The habits are as follows
1. Be proactive. Take responsibility for planning actions arising from a situation and
aim for improvement and success.
2. Begin with the end in mind. Develop a vision, both personal and institutional,
that can be systematically fulfilled by staying focused on goals.
3. Put first things first. Prioritise the small tasks that need to be done to reach a
goal and use teams and delegation to achieve them.
4. Think win–win. Use a non-adversarial approach and seek solutions that provide
satisfaction to as many parties as possible.
5. Seek first to understand, then to be understood. Empathise with a person and
their situation before giving input to solutions or a point of view.
6. Synergise. Use team approaches to gain better results than if the team members
worked independently.
7 Sharpen the saw. Keep a well-balanced personal life and gain a sense of
personal satisfaction through selected recreational activities.

The Tools of Management
Ethics
Ethics are the moral principles associated with a vocation and the professional rules
of conduct that arise from them. A code of ethics is a hallmark of a well-respected
profession and a good manager. It means that you, as a manager, will be honest,
fair, reasonable and generous in spirit. Three example codes of ethics are given in
the appendices: a code of ethics for education leaders (Appendix 7.8), a code of
ethics for administrators (Appendix 7.9) and a code of ethics and professional
standards for teachers (Appendix 7.10).

Procedures
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Well defined procedures are the mainstay of your program management, as we
explored in Chapter 3. Three important things to remember when you design
procedures are to do so in consultation with the people who will use them, to test
and refine them in real situations and to periodically review them for continuing
relevance and effectiveness. The review would only involve one or two meetings with
the relevant program leaders or, in the case of administrative procedures, the office
staff.
Collaboratively design as many procedures as you can and publish them in a
policies and procedures handbook, with copies being readily accessible to all staff
members. The more procedures you publish, the more staff members can be
independent and the more you are liberated to engage with people at a socioeducational level rather than acting as a point of reference for how to conduct
transactions. Remember, although procedures generally arise from policy, not all
need a dedicated policy, and they can be grouped under their relevant programs
instead.

Personal Tools
The personal tools of leadership described in Chapter 9 apply equally to
management. The one extra personal tool that management requires is consistency.

Consistency
With well-tested policies and procedures in place, it is important to apply them
consistently. Your management style should be obvious, predictable and accessible.
To create these attributes, it needs to be consistent. It is therefore important not to
allow convenience to permit short cuts or a sloppy attitude to negate proper process.
Almost always, when a management glitch happens, it is because the relevant
documented procedure was not correctly followed. The pressures of time and the
temptation to please influential people are your two biggest threats to consistency
and it is important to be alert to them as you wade through your working day. When
management glitches do happen, take time to track where the procedure failed.

Your Diary
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Your diary is the linchpin of your effectiveness and efficiency, and you should always
carry it with you. Use your diary for four purposes:
1. appointment times
2. lists of ‘to do’ items and reminders
3. transactions monitored over time
4. key records and actions arising from meetings.

Appointment Times
At the beginning of each month, write in the regular meetings and appointment times
that you have. This will help to avoid any double bookings. Also, remember to be
punctual with meetings but have some work with you in case others are not so
punctual. Be flexible with cancellations by others. Cancellations are often
unavoidable and it is helpful and accommodating to simply reschedule.

‘To Do’ Items and Reminders
As you think of tasks that you need to do, write them in your diary and check them
off as you complete each one. Remember to always look back a few pages to catch
uncompleted tasks and bring them forward to the current day.
Reminders include key bits of information about people you are meeting. For
example, the names of students that parents have scheduled a meeting about or the
favourite sporting team of the president of the governing body.

Monitored Transactions
Monitored transactions help you to be fair and consistent with any windfall benefits
that you are able to bestow on staff members from time to time. For example, if you
are able to release a teacher from classes so that they can catch up with writing
academic reports, enter that into your diary. You can then ensure that you are
equitable in granting similar benefits to other teachers over time.
Monitored transactions also include records of ongoing conversations you have
regarding delicate situations that require careful treatment, for example, the
agreements made between you and parents about the management of their
student’s unsatisfactory behaviour.

Key Meeting Records and Actions
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These are similar to the ‘to do’ lists that you keep in your diary. As a meeting
progresses, make brief notes about any actions that you need to follow up with and
briefly record any significant decisions that are made in case the notes from the
meeting do not accurately reflect what was decided.

Communal Diary
As well as keeping a personal diary, have a communal diary in the staff lounge. An
extremely useful version is to have a very large whiteboard permanently attached to
one wall. With permanent markers, mark out a calendar grid that accommodates
enough days for any one term of the year, a term usually being about ten weeks.
Then with non-permanent markers, write in the names of the months and the dates
for each day of the current term.
Having established the outline of the diary, use non-permanent markers to write in all
known meetings and events for that term, including excursions and evening and
weekend events, and keep the diary updated on a daily basis. Also include staff
absences, daily organisational arrangements, known visitors and deadlines for such
things as academic reports and program budget submissions. This allows everyone
to plan more effectively and helps to optimise efficiencies and productivity.
If you have access to computer technology, an electronic shared diary can also be
useful. However, these can be difficult for teachers to readily access during class
times and may not enhance your social focus as described earlier in Chapter 1.

Autonomous Teams
The existence of autonomous teams strongly supports the three influences on staff
morale – a sense of achievement, a sense of affiliation and a sense of influence –
especially in schools of more than fifteen staff members. An autonomous team is
one that operates under expectations and guidelines and has formal accountability
requirements to meet.
Within that framework, the team sets its own course, forming and working as a
distinct personality, reporting progress to regular gatherings of team leaders, and
communicating with relevant stakeholders. The stakeholders of a school are the
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various groups who stand to benefit from how well the school performs and therefore
feel a need to influence decisions. They can be represented as follows.
Community
Governors
Parents
Staff
Students

Each autonomous team develops action plans and timelines to achieve its goals and
actively consults and involves members of other teams to gain efficiencies and more
effective outcomes. This cross-fertilisation generates excitement, a collegial
atmosphere and a deep sense of purpose.
There are basically two types of autonomous teams: those that are formed for shortterm purposes, such as pursuing an aspect of school improvement, and those that
are part of the school’s formal structure, such as a faculty team or year level team.

Interdependence
There is a hierarchy of dependence, beginning with dependence (least productive),
progressing to independence (very productive) and culminating in interdependence
(highly productive and synergetic). Synergy exists when a group’s output is more
than the sum of the output of its individual members acting alone. It is important that
autonomous teams have synergy and are interdependent, as this is the level where
cross-fertilisation generates exciting ideas that mature, flourish and are realised in a
highly supportive culture of acceptance and ownership.
As Principal, you should build into each team’s expectations and guidelines the
requirement to consult and involve other teams in the achievement of goals. While
autonomous teams develop their own personality as they focus on their goals, they
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must not be allowed to become insular, introspective and exclusive or develop a
sense that their mission is superior to those of other teams. Autonomous teams are
not in competition with each other but work in co-operation and consultation with
each other to each other’s mutual benefit.
For example, it makes no sense for a particular teaching team to operate in isolation
from a teaching team that taught the students the previous year or the teaching team
who will teach them the following year. Each team should have an understanding of
what happens before and after students are in its care. It also makes sense for an
English faculty team to co-operate with a History faculty team in order to gain
efficiencies in planning and resources and to create greater depths of understanding
in students.
It is important to the integrity of the school that you make sure staff members are
highly aware of the overall school priorities and interests, including the needs of their
colleagues.
An effective way to ensure this cross-communication is to make it a deliberate step
in the curriculum planning policy and procedure and a required heading in the
resulting planning documentation that outlines what is to be learned.

Transparency
Transparency in a school means, broadly, the ability of stakeholders to readily
access information about how the school operates and how well it is performing. In
general, all stakeholders should be able to access the following systems, records
and documents:
•

all policies, procedures and budgets

•

all curriculum scope and sequence charts

•

all fee structures and student admission requirements

•

finalised class organisation and staff organisation charts

•

all generic contract conditions and benefits, staffing structures, job descriptions
and salary scales

•

all official records of meetings, other than closed meetings

•

plans of buildings and grounds
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•

the annual, externally and independently audited financial report to the governing
body

•

all other official reports to the governing body

•

all communication publications, such as handbooks, newsletters, brochures and
magazines.

This does not mean that all records and documents are available for all stakeholders
to see. Some are private and confidential, especially many staff records and family
records, and some have corporate sensitivity, especially the minutes or notes of
closed meetings held by the governing body or closed executive meetings.

Closed Meetings
Closed meetings are those at which confidential or speculative issues are discussed
by either members of the governing body or the executive team. Closed means that
only the defined members of the group may attend the meetings and only those
defined members receive copies of the notes or minutes of the meetings.
The kind of issues which might be discussed at closed meetings include staff
contract renewals, staff selection panel recommendations, instances of
unsatisfactory staff performance, draft organisational or financial proposals for the
coming year and the viability of facility upgrades or innovations.
It is important to stress to members attending confidential meetings that the issues
on the agenda are confidential, as members may not always realise the sensitivity of
the issues. Some schools also require individual confidentiality statements to be
signed by people who attend a closed meeting.

Privileged Information
Privileged information is information that is not necessarily confidential but that has
been accessed by professional privilege; for example, most staff members have
ready access to the private contact telephone numbers of other colleagues. Even
though privileged information may not be confidential, it should be treated as being
confidential to protect the privacy of the people it concerns.
Another example of privileged information is that information gained at meetings with
colleagues, such as staff meetings. As a general rule, what is discussed at meetings
with colleagues should not be repeated beyond those meetings. Discussion
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preceding a decision is often exploratory and semi-formed and can be easily
misinterpreted or misused if communicated out of the context in which it occurred.
It is not appropriate to allow access to the following information without the express
permission of the relevant individuals:
•

any data about families or students, including academic progress reports

•

personal information about individual staff members, including residential
addresses, dates of birth, telephone numbers, email addresses, vehicle
registration details, family status, religion, political leanings, health status, sexual
preferences or recreation pursuits

•

performance data about individual staff members

•

salary and benefit details of individual staff members.
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Chapter 8 Meetings
People love it when you keep the number of meetings to a minimum and conduct
them with purpose, skill and economy of time. This chapter explores how to do that
and provides the tools for ensuring efficiency and effectiveness.
Regular meetings are essential to the proper conduct of a school and there are a
variety of purposes, compositions, structures and formats. The following regular
meetings are recommended as a minimum: staff meetings, industrial meetings,
leadership meetings, curriculum meetings, ad hoc purpose meetings (for example,
school improvement or sports), parent meetings, governance meetings, department
(middle and senior years) or unit (junior years) meetings and student program
meetings (for example, special needs). You would also have regularly scheduled
individual meetings with the various program leaders.
Not all people attend all meetings and, as a rule, try and restrict attendance to
meetings by any staff member to three each week: for example, a staff meeting, a
department or area meeting and a school improvement sub-committee meeting. The
varying make-up of different schools also influences the number and type of
meetings held. For example, the number of enrolments and whether the school is an
international, government or private school has an effect.
The use of daily bulletins to communicate professional and administrative news,
along with a large wall calendar to list events and reminders, dramatically reduces
the length of formal meetings. Your probable schedule of monthly meetings would be
similar to that in Appendix 8.1.

Individual Meetings
One of the main influences on a successful meeting is preparation, so prepare as
well as you possibly can. Before meeting a person in your office, review the reason
for the meeting, the context of need, the likely outcome and any relevant research
you have gathered. Have all relevant documentation ready and in order.
Assume that the person you are meeting has limited time, has probably given up
their lunch break, is preoccupied with the happenings of the previous hour or so and
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is nervous about meeting you. It is most frustrating and annoying for them if you are
unprepared and show low interest.
If the meeting is with a parent about a student, always talk to relevant staff members
before the meeting to gain further information. Make sure that any private documents
concerning other people are not publicly displayed.
Be on time for the meeting, personally greet your guest with a smile and a
handshake and ensure that they are seated comfortably on a seat beside your coffee
table. Sit almost straight across from them to ensure good eye contact. Ask if they
would like a cup of tea or coffee or a drink of water and either organise for this to
happen or prepare it yourself.
If you are restricted in the amount of time that you are able to dedicate to the
meeting, tell your guest before you start discussing the issues at hand. If you do not
know what the topic of the meeting is, open the conversation with the phrase ‘How
can I help you?’ and then listen carefully and reflectively, showing appropriate body
language with a calm and attentive posture.
Do not answer your telephone or anxiously look at your watch during the meeting,
unless you need to urgently attend to another matter or leave the room, and
remember to put your mobile phone into silent or meeting mode. It can be handy to
have a small wall clock in your office so that a casual glance by either you or your
guest will remind you of time constraints.
As much as possible, keep the conversation light and easy, showing your interest
and engagement. Always work towards an active outcome, no matter how small, and
make a commitment to follow up with either a telephone call or another meeting.
Either during or immediately after the meeting, make notes in your diary about any
follow-up action.
At the end of the meeting, stand, smile and shake the person’s hand, thanking them
for attending the meeting, and personally accompany them to the building’s exit,
chatting about something unrelated and light. It often pays to keep a record of the
meeting and its outcomes in a notebook. You can then refer back to your notes if a
subsequent decision is challenged.
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Dealing with Anger
Occasionally, a person you are meeting with may arrive in an angry and
unreasonable state. They quickly enter your office, remain standing and begin loudly
accusing you and the school of a perceived injustice. When this happens, wait for a
pause in what they are saying and then calmly say, ‘You are obviously very angry
about this.’ Usually, this alerts the person to their emotional state and they become
more rational.
Then, ask them to sit in one of the chairs around your coffee table, opposite you, and
calmly listen to what they have to say without any responses or interjections. If they
sit, it is a gesture that they are prepared to enter into more reasonable dialogue, and
they will become calmer as they realise that you are interested and listening.
When they have calmed down and you arrive at a resolution of the issue, describe
their initial behaviour to them in a matter of fact way, pointing out that it was not in
keeping with the agreed code of conduct, and request that they be more reasonable
next time they have an issue.
If they do not sit, it means that they intend to continue being angry and unreasonable
with you and the school. If this happens, say to them, ‘I’m sorry, but I cannot
continue with this conversation while you are so angry. Please leave and come back
when you are calmer and we’ll talk about it then.’ If they refuse to leave, then leave
immediately yourself.
Later, telephone or personally visit the person and ask them if they would like to
meet again. Explain in what way their behaviour was unreasonable and describe the
effect it had on you and ask for an apology. Usually, the person will apologise for
their behaviour and partially justify their anger because of personal circumstances.
Thank them for the apology and calmly insist that they must be more reasonable and
calm if you are to meet again. Then, ask them what the issue is and make a time to
meet.

Using Interpreters and Translators
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The job of an interpreter is to convey the spoken message of a person from one
language to another, including any emotional context and body language that it is
embedded in. The job of a translator is to convey the written message of a person
from one language to another, paying attention to genre, innuendo and intent.
Interpreting and translating are very high-level skills and, as much as possible, you
should use accredited, professional interpreters and translators at school. Accredited
interpreters and translators have a code of ethics and conduct, which protects the
privacy and confidentiality of clients, and they are certified at various levels of
expertise.
Unless you are very familiar with the situation or it is purely a non-confidential and
non-contentious transactional situation, never use a student or a member of the
same family as an interpreter or translator. Unless it is defined in their job description
on employment, only use a staff member if it is not a sensitive situation and the staff
member agrees to it; and then do so sparingly.
It is more than reasonable for a staff member to decline a request to interpret or
translate, as it can be embarrassing for both the staff member and the client. It can
also be an anxious situation if the staff member is concerned about misinterpreting
or mistranslating the message.
It is also professional etiquette to give the opportunity to work to a more appropriate
professional. If you cannot gain the services of a professional interpreter in person,
then investigate whether there is a telephone interpreting service available.
When using a professional interpreter, book their starting time for about fifteen
minutes before the meeting. This gives them time to relax and have some
refreshments before starting. Interpreters often rush from one job to another and you
do not want them to be stressed or preoccupied. At the end of a meeting, publicly
farewell the client and the interpreter at the same time, thanking them both for their
attendance.
Some interpreters appreciate a quick briefing about the meeting before it starts, but
only provide the purpose and take care not to prejudice their attitude to the meeting.
Interpreters act as a neutral medium between you and the person you are meeting.
They do not represent either’s interests and must not be seen to support either you
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or the person you are meeting. They are non-judgmental, do not offer opinions or
advice and do not sanitise the messages.
The seating arrangement is very important when using an interpreter. This is
because you need to maintain eye contact with the person you are meeting at all
times. You do not talk to the interpreter; you talk to the person you are meeting.
However, that person will probably not be aware of this important protocol and will
tend to talk to the interpreter. For this reason, sit opposite the person you are
meeting with the interpreter a little to your side. This facilitates good eye contact
between you and the person you are meeting and allows their eyes to easily flit
between you and the interpreter. When the interpreter is talking, maintain your eye
contact with the person you are meeting, not the interpreter, and continue to show
engagement by nodding and smiling at appropriate times.
For meetings where an interpreter is present, remember to allocate at least twice as
much time as you would for a meeting that does not require an interpreter. This is
because everything that is said is actually said twice and often needs further
clarification.

Staff Meetings
For most schools, regular meetings with the whole staff should happen every two
weeks on average. The staff of larger schools with one thousand students or more
would meet as a whole team about once every ten weeks to clarify global issues,
more regularly as campuses or mini-schools. Small schools of less than one hundred
and fifty students may prefer to meet each week but have a wide agenda that
negates the need for other meetings.
There are five golden rules for conducting staff meetings: having a shared agenda,
having an agreed finishing time, starting on time, keeping an action-based meeting
record and ensuring the timely publication of that meeting record.

A Shared Agenda
Have an open agenda displayed in the staff lounge, to which any staff member can
add an item. Keep about a dozen agenda sheets on a clipboard hanging on a hook
in the staff lounge and, after each meeting, place the agenda you have just used at
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the back of the collection so that a new clean sheet is at the front. This way, you
keep a public record of what has been addressed at staff meetings. Appendix 8.2 is
an example of a meeting agenda.
Have an agreed protocol for defining and prioritising acceptable agenda items and
maybe use headings on the agenda sheet. Take the sheet down about four hours
before the meeting and prioritise the agenda items with a small team formed for that
purpose.
For the first six months, you will need to be the chairperson for meetings until you
stamp your personal style and authority on the school culture. When you are
confident that this has been achieved, encourage others to chair meetings as a way
of encouraging leadership.
Make sure that you keep to the agenda items and be alert to discussion that strays
from the main issues. Only accept new agenda items from the meeting if it is agreed
upon by the people at the meeting.

An Agreed Finishing Time
Have an agreed finishing time for each meeting, knowing that there will be days
when meetings go beyond that time. An hour and a half is usually achievable. If the
meeting has not finished by the agreed time, quickly ask for a show of hands to
extend the time, schedule another meeting to finish the agenda or carry the
remaining items over to the next regular meeting.

Starting on Time
Consistently start on time, even if people have not yet arrived. Accept that most
latecomers have a good reason for being late, but challenge any chronic latecomers
individually and in private after the meeting.

Action-based Meeting Record
Keep an action-based record (minutes) of the meeting, which is followed up as the
first agenda item at the next meeting. A blank template is given in Appendix 8.3 and
an example is shown below.
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Staff Meeting
Record of Action
June 21st, 2007
Present:
Apologies:
Recorder:

Issue
Professional
development focus

Action
Priority given to student centred learning. Organise by July

By whom
Leadership team

st

21 .

An action-based record should be kept of every meeting held in the school.

Timely Publication
Publish the action-based record of the meeting within two days of the meeting. Post
one hard copy on the notice board in the staff lounge; keep one copy in your files
and another copy in a cumulative folder in the staff lounge. If you have a computer
network, email a copy to each staff member.

Venue
As a part of your mission to acknowledge and value each staff member, propose to
your staff that staff meetings be held in different classrooms or homerooms each
time and that the homeroom teacher of that class be the host. The role of the host is
to welcome the meeting to the room and give a five-minute overview of an aspect of
learning that is currently happening. Then move on to the regular agenda. As you
carry out this practice, you will be delighted with how much it is increasingly
appreciated and valued.
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The First Two Days
Begin each academic year with at least two days without students. On the morning
of the first day, hold a joint meeting of all staff members and joyfully welcome them
to the new working year. Introduce new staff members and describe any changes in
roles or placements and clearly state your understanding and expectations for the
improvement goals of the year.
Also, reiterate the code of conduct and the dress code, include a special morning
snack and a combined lunch and, if there is time, deliver a professional development
session on social competencies. On the afternoon of that day, allow teachers
personal time to establish their classrooms, re-establish relationships and reorientate themselves with organisational issues and resources.
On the morning of the second day, arrange for all teaching teams to meet and plan
the units of work and approaches to teaching for at least the first term of the year.
The teams may need time for this in the afternoon as well. If not, allow more
personal planning time and networking time for all staff members.
As opportunities arise during the first two days, hold leadership meetings to begin
mapping out the responsibilities and refining the timelines for the various action
plans associated with school improvement and delegated authority. Also plan how
new students will be greeted and escorted to their classes and how existing students
will be reminded of their homeroom locations.
Especially meet with the new president of the staff association to plan a welcoming
function for new staff members and a general social function for all staff members.
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Chapter 9 Human Resources
This chapter provides strategies for effectively managing people in a variety of
contexts. It aims to take the stress out of implementing systems throughout the
school by ensuring that the systems are of a high quality in the first place and
provides you with the attitudes, knowledge and skills to help you excel as a manager
of people.
Because schools are all about people, the staff members are the most valuable and
important resource you will have. One of the smartest things you can do is to
surround yourself with good people and facilitate their optimal performance.
As their leader and manager, you are responsible for maximising their ability to
perform. This includes having programs with high-quality policies, procedures and
budgets in place, minimising distractions from their core business and maximising
their sense of security, safety and well-being. You want the best possible people
performing at their highest possible level.
You should ensure that the following aspects of human resource management are
established and implemented competently:
•

staffing profile and structure

•

the conditions of employment

•

salary scales

•

staff recruitment

•

staff retention
– the communication of programs, policies and procedures
– embedding and mentoring
– managing diversity

•

resignations

•

staff performance management
– the performance and development program
– managing unsatisfactory performance

•

professional development

•

payroll administration

•

staff handbooks
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•

record keeping and security.

Staffing Profile and Structure
This includes the positions, team structures and hierarchy within the school. The
staffing profile, simply represented in an organisation chart, is created by a team
consisting of a representative of the governing body, the principal and the business
manager, or finance manager in smaller schools. This is then presented to the
governing body for approval.
All employment is confined to what is included in the staffing profile and, if a new
position is proposed, it must be justified to and approved by the governing body in
educational and financial terms.
An example of an organisation chart for a multi-campus school of over one thousand
students is given in Appendix 9.1. Please note that it is not prescriptive and may vary
a lot from school to school.
Because the staffing profile is largely driven by what the school can afford, small
schools tend to allocate more responsibilities to senior staff members than larger
schools do. However, for a small school the scope of those responsibilities is
reduced. For example, in a small school the Assistant Principal would usually also be
the Curriculum Co-ordinator, whereas in a larger school the two roles would each
have an assigned person.

Conditions of Employment
The conditions of employment include employment contracts, job descriptions, hours
of work, holidays and leave entitlements, benefits (such as health insurance or travel
allowance), opportunities for advancement and codes of practice.

Employment Contracts
The existence of employment contracts in your school will depend on the system in
which the school exists. If it is a government system, there may be ongoing
employment for most staff members and contracts for casual and short-term staff
members. If it is a private school, there may be a series of employment contracts for
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all staff members up until a certain period, followed by ongoing employment, and this
will vary according to the laws of your country.
There are two aspects of employment contracts that are fundamental to staff morale.
The first is consistency: it is not wise to offer different pay and conditions to different
people with the same job description. That is a certain recipe for discontent, passive
resistance and non-compliance. The second is transparency: make sure that each
staff member has a copy of their contract, along with their salary scale and benefits.
This will negate uncertainty, suspicion and a lack of trust.
The governing body will design the employment contracts within the guidelines of the
national labour laws. As chief advisor to the governing body of the school, it is your
role to emphasise the need for consistency and transparency in employment
contracts.

Job Descriptions
Written job descriptions give clarity to all staff members about who is responsible for
what within the school. This makes sure that all aspects of running a school are
carried out and minimises any power conflicts or responsibility conflicts. It also helps
to define the limits of each position. For example, they clarify that teaching
responsibilities are not included in the job description for a financial manager and
building maintenance responsibilities are not included in the job description for a
teacher.
Four job descriptions are given in the appendices to this book: those of Assistant
Principal (Appendix 7.1), Curriculum Co-ordinator (Appendix 7.2), Senior Teacher
(Appendix 9.2) and Teacher (Appendix 9.3). Use these as models as you
collaboratively develop job descriptions with relevant staff members and recommend
them to the governing body of the school.

Hours of Work
The hours of work will be limited by the national labour award but there are
conventions that seem to be generally accepted internationally.
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Teachers
For teachers, it is generally accepted that they can reasonably deliver about five and
a half hours of formal classes each day for five days a week. This is mostly defined
by the demands of intensively managing and individually catering for students within
groups, as well as the need to plan, prepare and evaluate programs, undertake
administrative tasks and participate in school improvement and extra-curricular
events. Within this framework, most teachers work approximately forty-eight hours
each week, including planning and preparation that is done at home.
Another indicator of how many classes teachers can deliver over a week is the ability
of students to work effectively. For students over five years of age, it is generally
accepted that they can receive up to six hours of formal classes each day for five
days each week and up to three hours of recreational activities over a week. This
takes into consideration their ability to concentrate for extended periods of time, as
well as their need for physical activity and play. The total class hours per week
amount to thirty hours plus up to three hours of recreation.
It is also common practice for teachers and teaching assistants to have a duty-free
daily lunch break of thirty minutes and a duty-free daily refreshment break of ten
minutes during the time when students are at school. To be able to provide a roster
of proper supervision of the students during those times, it generally means that a
lunch break of forty minutes and a refreshment break of twenty minutes need to be
provided for the students. Examples of everyday timetables of classes for a junior
years school and a middle and senior years school are given in Appendices 9.4 and
9.5 respectively.
The starting and finishing times for teachers are usually half an hour before classes
begin and one hour after classes finish for the day. This ensures that teachers are
available for personal contact during the day. However, because teachers are
professionals who traditionally complete a lot of planning and preparation at home, it
is reasonable to negotiate, both collectively and individually, the finishing times. This
would mostly be guided by the time demands of meetings during the week, such as
staff meetings, planning meetings and school improvement meetings. It is generally
the case that teachers attend up to three meetings each week.
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Support Staff
Depending on the limitations of the national labour award, support staff generally
work up to eight hours each day for five days per week. They also receive a paid
twenty-minute refreshment break and an unpaid half hour lunch break each day.
Usually, the refreshment time allowance is taken over two periods of ten minutes
each, one in the morning and the other in the afternoon, but staff members may elect
to take the complete twenty minutes at one time if the class and supervision
timetables allow for it.
The starting and finishing times depend on the nature of the work each support staff
member does. For example, a teaching assistant would normally begin each day at
the same time as a teacher does, so that they can communicate about the day’s
work. Administrative staff members may need to begin work up to an hour before
classes start, so that parents can access their services. Cleaners may need to work
split shifts of four hours before classes start and four hours after classes finish, so
that their work does not disrupt classes.

Holidays
Teachers
National or state holidays are usually mandated and hopefully you will have enough
notice about them from the government before each new school year to be able to
create and publish the school calendar for your families and staff members before
that year starts. Other than the national and state holidays, the governing body of the
school determines the number of teaching days and non-teaching days staff
members will work for each year.
One of your jobs is to create the school calendar using that knowledge. An example
of a school calendar is given in Appendix 9.6. It displays 200 teaching days and 11
professional development and planning days, requiring teachers to be at school for
at least 211 days each year. Internationally, the number of teaching days each year
tends to range between 175 and 200, depending on whether they are government or
private schools.
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Support Staff
The holidays for support staff in schools are often difficult for governing bodies to
determine, given that classes do not operate for ten or more weeks of the year. For
teaching assistants, it makes sense that their holidays are the same as teachers,
within a day or two, as their work requirements arise substantially from discussion
with the relevant teachers.
For administrative staff members, such as receptionists, secretaries and financial
officers, national labour laws usually mandate the allowance. Four weeks each year,
as well as national and state and regional holidays, is a common allocation.
Whatever the holiday allocation for support staff, it is obviously important that
employment contracts state that those holidays be taken during times when students
are not at school, such as the summer break.
Private schools often operate a roster system over the extended periods of time that
students are not at school and a skeleton staff fields telephone calls, emails and
visits. This requires specific and very important training in how to provide good
service, conducting school tours and providing enrolment information and a package
of pre-prepared documents for prospective families. Such a package may include
how to contact staff members who have the expertise to provide specialised
information. Please note that it is most important not to give private contact details of
staff members to existing or potential families.

Leave Entitlements
Within the constraints of national labour laws, it is strongly recommended that the
governing body of the school grants the same leave entitlements to all staff
members. This will help negate any feelings of discrimination or ill-will amongst staff
members.
The usual categories of leave, other than holidays, are sick leave, maternity leave,
paternity leave, personal leave, sabbatical leave and compassionate leave.

Sick Leave
The usual annual allocation for sick leave is up to three paid days without a medical
certificate and up to fifteen paid days with a medical certificate, within an annual total
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of fifteen sick leave days. Sick leave for medical illnesses that needs to be taken
beyond these periods is usually still granted but either on an unpaid or modified pay
basis.
An exception to this is leave that is certified as a result of a work-based injury. A
separate policy is needed to cover this possibility. National labour laws usually
mandate the leave provisions for work-based injuries but, in some countries, it may
not be clear and the governing body may need to take a moral stance in allocating a
humane paid leave provision on a case-by-case basis.

Maternity and Paternity Leave
This varies greatly from country to country and is up to the compassionate discretion
of the governing body within the defines of national labour law.

Personal Leave
In recognition that, from time to time, staff members need to access business
providers and services during school hours for personal domestic reasons, schools
often grant up to three days paid personal leave each year.

Sabbatical Leave
Because of financial constraints, it is very rare for schools to offer paid sabbatical
leave to employees. However, some systems offer a variation in salary that pays four
years of work over a five-year period, allowing the employee to take the fifth year as
paid leave to pursue further professional qualifications. Also, it can be mutually
beneficial for schools to offer unpaid sabbatical leave to employees.

Compassionate Leave
This is commonly available for such occasions as a serious illness or death in the
immediate family, including the immediate family of an employee’s spouse or life
partner. Immediate family usually extends to the grandparents, parents, siblings,
siblings-in-law, children and grandchildren of both the employee and the employee’s
partner. Often, this is extended to include other family members on a case-by-case
basis.
The usual allocation is three days of paid leave each year plus a negotiated
extension of unpaid leave. In international schools with expatriate teachers, the

109

allocation is increased to allow for reasonable travel times to and from the nominated
country of hire.

Benefits
These vary widely from country to country but consideration should be particularly
given to travel needs, health insurance and hospital cover. If your school has
employed expatriate teachers, the governing body should also consider
accommodation, airfares, visas, work permits, transport and relocation costs.
Remember to take tax considerations into the provision of benefits.

Opportunities for Advancement and Codes of Practice
These aspects of human resource management are covered in Chapter 11 and
Chapter 5 respectively.

Salary Scales
As with employment contracts, and for the same reasons, salary scales within the
same category of employment should be applied consistently and be published to all
staff members employed within that category. A fictitious salary scale, without a
defined national currency, is provided in Appendix 9.7 so that you can see how it is
structured.
The governing body of the school will determine the salary scales within the
requirements of national labour laws. In order to remain competitive with schools
similar to yours, it is a good idea to research what is offered in those schools and at
least match it.
However, it is not salary or benefits alone that will attract good staff members to the
school. The biggest attraction will be the school’s reputation as a good employer and
its performance as a provider of first-class education. This reputation is mainly
spread by word of mouth and a big influence on that is how well you and the
governing body care for your staff members.
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Staff Recruitment
The smartest thing that you can do as a Principal is to recruit well. Your goal to
create and maintain a quality school culture relies heavily on the capacity of your
individual staff members and their commitment to quality assurance and continuous
school improvement. Your goal will be made so much more achievable if you are
exacting and vigilant about the quality of your recruitment procedure. A mediocre
recruiting procedure means you are at risk of appointing mediocre staff members to
the school.
Your goal with recruitment is to surround yourself with excellence by gathering good
people and empowering them. The staffing profile, as approved by the governing
body, determines the categories and number of positions that you may recruit for.
There are three main types of vacancies that may occur: newly created positions,
planned vacancies and unexpected vacancies.
Planned vacancies are those within the existing staffing profile that are known to you
well in advance. They may be a result of retirement, resignation, end of contract,
promotion or transfer to another school or campus. In the Conditions of Employment
document and the Contract of Employment document, include the requirement of
staff members to inform you of their coming retirement, resignation, or transfer to
another school, in plenty of time for you to recruit another staff member.
Staff recruitment consists of seven stages:
•

policy and procedure development

•

forming a selection panel

•

advertising

•

shortlisting for interview

•

interviewing

•

selecting and appointing

•

staff retention.

Each of these stages is crucial to gaining and keeping the best possible people.
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Policy and Procedure Development
As with all important aspects of school management, the recruitment program needs
a policy, procedures and budget that have been formally approved by the governing
body of the school. Examples of a recruitment policy and recruitment selection
procedure are Appendices 9.8 and 9.9 respectively.

Forming a Selection Panel
Different people have different perspectives and abilities when it comes to judging
the suitability of an applicant for a vacancy and it is wise to use a team approach so
that you have the best chance of making the right decision. A panel of at least three
people is recommended, consisting of you, a relevant parent or caregiver and an
experienced staff member working in a similar position.
The choice of relevant parent or caregiver would depend on the type of vacancy. If,
for example, the position was that of Finance Manager, it would be perfect if you had
a parent or caregiver with professional experience in that field, such as an
accountant. If the position was that of a Year 6 classroom teacher, a parent of a
senior student in a junior years school would be a good choice.
How you select the members of the selection panel is also important and many
schools use a voting process to select the staff member to the panel. With this
approach, describe the vacancy and the selection process at a staff meeting. Ask all
staff members to let you know privately if they are interested in being a panel
member, then use an independent secret ballot process to elect the representative
for the panel, ensuring that everyone understands that the representative should be
in a similar position to the vacancy. This will negate any potential feelings of neglect
or favouritism on your part and will certainly help to ensure that the process is fair
and transparent.
To select a relevant parent or caregiver, describe the task and call for expressions of
interest in your weekly newsletter to families. If you receive many expressions of
interest, you may need to conduct an election process. If you only receive a few
expressions of interest, then you can safely negotiate the selection depending on the
availability, level of expertise, experience and degree of interest of those parents.
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Your governing body may also insist on having a representative on the selection
panel and, if this is also a relevant parent or caregiver, then that person would be
your choice.
At a preliminary meeting of the selection panel, explain that the panel will probably
need to meet on at least six occasions and plan when those meetings will be. A
meeting will be needed for each of the following tasks:
•

to communicate a confidentiality statement and create, modify or clarify selection
criteria

•

to receive, note and copy all applications and declare and note any existing
knowledge of applicants by panel members

•

to shortlist applicants for interview

•

to check academic qualifications, police records and professional references

•

to interview shortlisted applicants

•

to prioritise interviewed applicants and recommend to the school’s governing
body an applicant for appointment.

Confidentiality Statements
Before beginning the selection process, have each member of the selection panel
sign a statement that they will keep all information and decisions confidential and not
disclose any aspect of the entire process to anyone, except through the official report
to the governing body. This is very important for ensuring that the process is fair and
equitable. While this applies to all aspects of the process, stress that the names of
applicants, the source and nature of references and the final recommendations of
the panel in particular must not be discussed in any way beyond the closed meetings
of the panel.

Developing Selection Criteria
Selection criteria are created from the job description of a position and are the core
professional abilities, skills, knowledge and experience that a person working in the
job would need to have to be successful. An example of selection criteria for an
Administrative Assistant is given in Appendix 9.10.
The basis of merit-based selection is that past performance indicates future
performance so it is essential that the word ‘demonstrated’ is used in each criterion.
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Developing selection criteria is one of the most important aspects of recruitment, as
all selection decisions will be based on them.

Advertising
Locally
Your initial advertisement needs to be brief but clear. The length of the
advertisement depends upon the type of publication that you place it in and the cost
of that placement. Usually, it is enough to include the name of the position, the
department it is in and the name of the school, how long the employment is for, the
closing date for applications and contact details for more information. For example,
for a teaching position and a receptionist position, the advertisements may read:
Teacher of English and History

Receptionist, Main Office

Senior School Humanities Department

Administration Department

Sunny Hills Senior Years School

Sunny Hills Middle Years School

Full-time permanent position

Part-time (0.6) permanent position

For details, telephone 025 126 or email
sunnyhills@email.com

For details, telephone 025 126 or email
sunnyhills@email.com

Applications close 21 April 2010.

Applications close 21 April 2010.

It also pays to give each member of staff a copy of the position details so that they
can let their friends and colleagues in other schools know of the vacancy.

Internationally
There are basically four ways to recruit internationally: through professional
networks, through publications, through internet brokers and through recruiting
agencies.
Professional networks include organisations such as the East Asia Regional Council
of Overseas Schools (EARCOS) and the Mekong River International Schools
Association (MRISA). While these types of networks do not offer recruiting services,
membership allows informal access to other Principals, and the accompanying
dialogue may identify recruiting opportunities.
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International publications that accept recruiting advertisements and which are widely
read by qualified people seeking international employment include such publications
as the Times Education Supplement (TES) in the United Kingdom. Other
publications can be found by searching on the internet. The major newspapers in
most countries will also place advertisements for international positions and you will
need an internationally accepted credit card to be able to place your vacancies.
There are many internet brokers for education positions. Some offer a worldwide
service and others are dedicated to specific countries or regions. One of the most
comprehensive, reputable and reasonably priced brokers is Teaching Jobs
Overseas, often referred to as JoyJobs. For a small registration fee, brokers will
allow online access to their databases of teachers seeking international employment.
Again, you will need an internationally accepted credit card to be able to access their
services.
Recruiting agencies are also numerous but there are at least four very reputable and
reliable organisations that offer highly professional services: the Council of
International Schools (CIS), which is also known as ECIS (with the E standing for
European), International Schools Services (ISS), Search Associates and Teacher
Recruitment International (TRI).
These agencies conduct recruitment fairs at major cities around the world, where
they bring together reputable recruiters and applicants whom they have already
interviewed and whose qualifications, professional references and police records
have been checked. They also work as brokers and can refer interested applicants
to you for consideration. Their charges are considerably higher than the other
services but the quality of recruits they put forward is very high.
If your school wishes to use the services of international staff but is unable to afford
the costs of advertising, brokers or agencies, then you may wish to access volunteer
organisations. These include the major international government aid organisations,
such as AusAID in Australia, ODA in Japan and USAID in the US. Non-government
organisations (NGOs), such as CARE, Oxfam and UNESCO, also offer volunteer
programs.
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The Applicant Package
When an interested person contacts the school for details of the position, you need
to have a package of documents ready to give or send them. The package should
include the same information that was in the advertisement, as well as:
•

a job description

•

a copy of the selection criteria

•

a list of the documents that an applicant needs to include in their application
(such as a cover letter and a curriculum vitae or résumé)

•

the conditions of employment

•

a generic copy of the terms and conditions of the contract

•

the relevant salary scale and any benefits that may be included.

Make it a requirement that each application includes the contact details of three
confidential professional referees and certified copies of relevant formal academic
qualifications and formal police records check.
Remember, it is the symbols and systems of the school that largely communicate the
school’s culture to an applicant, so if you plan to impress applicants with the high
quality of the school, you need to present the package in a high-quality way. This
may include personally meeting interested applicants, providing refreshments and
taking them on a tour of the school, introducing them to staff members and students
as you go.

Receiving Applications
Applications should be received by the deadline if they are to be considered for the
position. However, the selection panel may agree to accept a late application if it is
obviously worth considering. Once the deadline is passed, the selection panel meets
and the applications are copied and distributed to each member.
It is at this stage that each panel member needs to declare if he or she already
knows an applicant, and any existing professional knowledge that they have about
that applicant. This knowledge is briefly included in the notes of the meeting so that
the process remains transparent.
A brief letter or email is then sent to each applicant, informing them that their
application has been received and is being considered by the selection panel.
116

Shortlisting for Interview
Using the selection criteria as the main guide, the members of the selection panel
take a copy of each application home and make a judgement about the suitability of
each applicant for the position. The panel then meets a day or two later and reaches
consensus about which applicants should be taken to the next step, that of being
interviewed.
All applicants are then sent a brief letter or email informing them that they have
either been shortlisted for interview or are no longer being considered for the
position. Remember to keep these notifications polite and to include a note of
gratitude for the time and effort each applicant has contributed. Encourage those
applicants who are not being interviewed to apply again for future positions so that
you keep an invaluable base of possible candidates to refer to when an unexpected
vacancy arises.
With your selection panel, identify dates and times when the panel is able to conduct
interviews. Then, telephone or email each shortlisted applicant and negotiate the
dates and times that best suit them. There usually needs to be some compromise in
this process.
Forty-five minutes is enough time for an interview. Allow at least ten minutes
between each interview for panel members to make personal notes and generally reenergise.

Checking References, Qualifications and Police Records
References
The three main indicators of the suitability of a professionally qualified applicant for
your vacancy are their curriculum vitae (CV) or résumé, their performance at the
interview and the quality of their professional references. Confidential professional
references are equally as important as the other two indicators and are the strongest
indicator of what you are fundamentally looking for: the quality of past performance.
There are two types of professional reference: the open reference and the closed or
confidential, reference. The open reference is a letter of recommendation that an
applicant may include with their original application. It is invariably a good reference
and, because it is open, it is only an indication that the person may be worth
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considering. A confidential or closed reference is usually far more revealing, as the
referee is more likely to be comprehensive, clear and direct. For this reason, only
rely on confidential references.
The best way to gain a confidential reference for an applicant is to either meet with
or pre-arrange a private telephone conversation with each of three significant people
at their current workplace. Ask the applicants to provide the contact details of the
three people and ensure that they are significant. For instance, three significant
people may be their employer, their immediate supervisor and a colleague they work
with. Have a copy of the selection criteria next to you and some prepared questions.
As the referee answers your questions, take notes.
The next best way to gain a confidential reference is by requesting a written letter or
email from each referee that is for the exclusive use of the selection panel. Because
referees are very busy people, just as you are, they will greatly appreciate having
guidance that makes their task easy and fast. It is too vague to simply request a
reference. An example of a completed reference proforma for a junior years teacher
is given in Appendix 9.11.
Qualifications
Try to always employ people with qualifications that match the position you are
advertising. If this is not possible, then employ the most experienced person who
satisfies the remainder of the selection criteria. Pay particular attention to how
flexible and adaptable the person is and their enthusiasm for growing as a
professional and make sure that you are satisfied that the person is a good cultural
fit. Look for applicants who are positive, solution-based people with a high degree of
self-reliance.
For applicants who have qualifications, sight the original certificates, make copies
and certify them with your signature. If you have access to the internet, check the
status of the institution that issued the qualification by entering its name into a search
engine such as Google or Yahoo.
One of the best safeguards for the authenticity of teaching qualifications is
certification, especially government certification. In many countries, the government
requires teachers to register with their certifying body, which checks their
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qualifications and possible criminal records, authenticates their experience and
requires them to stay abreast of developments in theory and practice. Where
possible, request a teacher registration certificate from applicants.
Police Records
In the quest to have staff members of the most reputable character in schools, it is
desirable to obtain formal police records checks from applicants, identifying whether
or not they have past or pending criminal charges and the relevance of those
charges to a responsibility with children. The emphasis here is on higher-order
character traits. A criminal record does not necessarily exclude a person from
working in a school.
For example, if the charges are to do with issues of conscience, it does not
necessarily mean that the person is unfit to work with children. In a case such as
this, discuss the issue with the applicant and gain an assurance that the moral
issues in their private life do not negatively affect the quality of education that they
provide.

Interviewing
Preparation
The selection panel members need to think about what kind of person they want for
the position. Asking questions based on the selection criteria will indicate the
professional abilities, skills, knowledge and experience that each applicant has which
is fundamental to good interview technique.
However, other attributes are also extremely important and they are mainly to do
with personality and work ethics. Usually, the list of selection criteria will include
high-level interpersonal skills as a requirement. It is a good idea to unpack what this
means with the selection panel members so that you all have a clear and common
understanding.
High-level interpersonal skills include such attributes as warmth, engagement,
inclusiveness, a sense of care, a sense of fun, personal presentation, resilience,
persistence and stamina. Well-conducted interviews allow applicants to demonstrate
these attributes as well as their professional prowess and, in the back of their minds,
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it is useful for panel members to consider the question ‘Could I work with this
person?’ as the interview progresses.
However, be aware of the need to have diversity in the workplace, including diversity
in personalities, cultures and skill sets. This encourages a wide range of
perspectives and approaches to be brought to bear on the daily challenges of the
school and therefore provides a greater chance of successful problem solving.
Given that the selection criteria are well met, the one basic thing that you want from
your preferred applicant is a good fit of their values and beliefs with those of the
whole school community because it is the values and beliefs that give credibility to
the school’s policies and procedures and ensure compliance with them.
The way to explore interpersonal skills, values and beliefs in an interview is to
engage the applicant in an earnest conversation about school issues while still
covering the selection criteria. This allows the applicant to show their passion about
their work and their sense of authority with their expertise and knowledge.
Good interviews are interactive conversations with opinions being offered and
explored by all involved. Conducting interviews in this way improves with practice
and is one of the crafts to hone.
Remember that the basis of merit-based selection is that past performance indicates
future performance. This means that it is essential that the requests or questions
asked by a selection panel seek actual examples of past challenges and successes
that an applicant has experienced. This requires them to demonstrate their
professional abilities, skills and knowledge in the context of real situations.
An example of a good request for a teacher applicant is: ‘Please tell us about how
you engage families in the education of their children.’
Before the interviews, the selection panel needs to design the requests and
questions that they will embed into the conversation with each applicant and also list
the kind of responses that they want to hear.

Non-Discrimination
The recruitment policy in Appendix 9.8 states, ‘The staff selection process shall not
discriminate against any applicant on the basis of nationality, culture, gender,
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religion, sexual preference, disability, age, place of abode or political beliefs.’ This
clause exists in the belief that good staff members are truly professional and do not
allow their personal preferences or limitations to negatively affect their work
performance or their influence over others.
The selection criteria guide recruitment and they are job-specific and performancebased. Professional merit and cultural fit determine whether or not one person is
more suitable for a position than another.
We all have our limitations, which is why it is so important to define what it is that you
are seeking in the most suitable person for an advertised vacancy. Once the
selection panel has carefully and honestly identified those attributes, it can basically
ignore any others that a person may bring to the position.

Briefing Applicants
In the letter or email that you send to shortlisted applicants, informing them that they
have been shortlisted for interview, describe the format of the interview and indicate
anything that you would like them to bring along. For example:
Dear Kim,
RE:

Job application

I am writing to congratulate you on being shortlisted for interview for the temporary
Administrative Assistant position we have at our school and to confirm your
attendance at an interview. As discussed, your interview is scheduled for:
Tuesday, 17 September at 4.15 p.m. at Sunny Hills Middle Years College
The format of the interview will be interactive and we expect it to last for about fortyfive minutes. We will simply ask you to tell us about your everyday working day in the
light of the selection criteria and we will engage with you to clarify and explore your
experience and expertise.
We encourage you to bring along to the interview any documents that may help to
demonstrate the quality of your work in your current or recent position.
Regards
Greg Flattley
Principal
Sunny Hills Middle Years College
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About ten minutes before an interview, some schools give applicants a copy of the
requests and questions that will be asked. This allows applicants to think about and
begin to design their responses thus ensuring the interview will be far more effective
than it otherwise may be.

Reception
Remember to give your reception staff members the names of the applicants and the
dates and times that they will be interviewed. Have a quiet and comfortable place for
applicants to sit, with a few magazines available to read in case the interviews are
behind schedule. If the interviews are running behind schedule, ask your reception
staff to provide light refreshments for a waiting applicant.

Interview Room Set-Up
An applicant who is not very experienced with selection interviews will greatly
appreciate it if you follow these pointers on how to physically set up the room where
the interviews are held in such a way as to allow them to perform the best they can.
Your job as a selection panel is to identify the best possible person for the job by
helping each applicant explore and clarify their beliefs, attitudes, talents, skills and
knowledge to the best of their ability. You are not there to trick applicants with
daunting questions that intimidate them
With that understanding, you need to establish an interview atmosphere that is
welcoming, inclusive and engaging. One of your biggest tasks in this situation is to
make each applicant feel at ease as much as you possibly can.
For this reason, use a round table with comfortable reception chairs. Alternatively, a
setting of lounge chairs around a low coffee table is also a good choice. It can be
very daunting for an inexperienced applicant to sit at one side of an austere
rectangular table with the selection panel members sitting along the opposite side.
Not only does that create a very formal, authoritarian feel to the interview but it also
isolates the candidate and makes them feel as though they are under suspicion. For
those reasons, the rectangular-panel approach should be avoided.
The round-table approach not only encourages equal engagement by all present but
it also allows each person at the interview to have good eye contact with each of the
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others. Remember, body language communicates at least fifty per cent of a
message and should be able to be accessed by all.
Set up the room so that it is welcoming, pleasant and inviting. This means using
such decorative objects as fabrics, flowers and paintings or prints on the walls. Have
a glass, half-filled with water, for each person present and a jug of water available.
Many applicants suffer from a dry mouth because of nerves and because they are
talking a lot more than usual. The reason for only half filling the glasses is that
applicants are often quite nervous and may worry about spilling water because of a
trembling hand.
Seat the applicant so that they are not facing a window or a door and be careful that
direct sunlight is not in their eyes. The room should be well lit, neither too bright nor
too soft. Have a wall clock within easy view of the applicant so that they can pace
their responses and comments over the time available.
Make sure that all mobile phones are set to silent or meeting mode and inform your
reception staff that the meeting is not to be disturbed by telephone calls or visitors. If
you have a computer in the room, make sure that it is either switched off or that any
desktop documents are minimised. Keep the door closed throughout the interview.

The Interview
Personally meet and greet each applicant with a handshake and smile and escort
them to the interview room, making small talk about such things as traffic or weather
conditions. Formally introduce the applicant to each member of the selection panel,
including their role in the school, and show them to their allocated seat. Point out that
the glass of water is there for them.
Begin the interview by thanking the applicant for their attendance and congratulating
them on being shortlisted. Give a brief overview of the position and the school and
explain that the interview will be interactive, with people commenting and asking
questions as the discussion flows. Stress that the panel members are there to
support the applicant by helping them to explore and clarify their meaning and intent
and that guidance will be given if the discussion loses focus.
Remind the applicant that the interview will last for about forty-five minutes and that,
while they are free to ask questions along the way, there will also be a dedicated
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opportunity for questions at the end of the interview. Encourage the applicant to
share any documentation that they may have at any time.
Make sure that you stress to the applicant that you will be seeking actual situations
where their participation has made a significant positive difference and, throughout
the interview, keep the applicant focused on examples of their good work.
For example, if an applicant uses belief statements as an answer, such as, ‘I believe
that it is important to make visitors feel welcome,’ lead them to a more concrete
answer by asking such questions as, ‘Can you give us an example of how you have
done this with a visitor? How have you made them feel welcome?’
The use of gentle humour in an interview will help relax an applicant. If you feel that
an applicant is struggling and needs a little time to gather their thoughts, take over
the conversation by providing a personal anecdote that shows the human side of you
in a similar situation or ask another panel member to relate a similar personal
experience and use that opportunity to inject light humour into the conversation.
After the introduction, a useful way to begin discussion is to ask the applicant to tell
the panel about the everyday tasks that they undertake in a normal working day and
how they deal with them. As the talk progresses, begin to guide the conversation so
that it remains focused on meeting the selection criteria.
The other important tools to use during an interview are to do with keeping everyone
engaged. An experienced interviewee will talk directly to each panel member, giving
each equal time with their eye contact and modulating their voice to maintain
interest.
If the applicant is talking directly to you, keep good eye contact with them, smile and
show through your body language that you are interested in what they are saying.
Nod occasionally and shift from sitting back in your chair to leaning forward. When
the applicant is talking to another panel member, use that opportunity to take a few
notes.
If you see another panel member lose interest, ask that panel member if they have
another question or would like the applicant to expand on an aspect of the interview.
Warning signals are when a person looks at their watch, is obviously daydreaming or
stifles a yawn.
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Remember not to stray from the selection criteria and not to ask questions that are
personal or may indicate some prejudice on the part of the selection panel. For
example, it is not appropriate to ask an applicant if they are married or where they
live. Questions such as these are not relevant to the requirements of the job unless
they are relevant to the laws of the country in which the school is operating.
Towards the end of the interview, give the applicant the opportunity to reflect and
add anything they may have missed and to ask further questions. Also, check with
each panel member whether there are any more questions that they would like to
ask.
At the end of the interview, tell the applicant that the panel is interviewing several
people for the position and that they can expect to know the outcome by the end of a
certain period, whenever that may be. Thank them for their attendance and, with a
smile, shake their hand and escort them back to the reception area.

Selecting and Appointing
After Each Interview
After each applicant has left the interview room, allow the panel members a quiet ten
minutes to make personal notes about the performance of each applicant. It can be
useful for each panel member to have a pre-prepared interview checklist on which to
make these notes. An example of an interview checklist for a teacher is given in
Appendix 9.12.

After All Interviews
When the interview stage of selection has been completed, meet with the panel
members to make a prioritised list of preferred applicants, in order of preference,
from those who were interviewed. This is a list of interviewed applicants who the
panel agrees are suitable for the position.
Telephone the preferred applicant at the top of the list and make a verbal offer of
employment, stressing that it is subject to the formal approval of the governing body.
If the preferred applicant accepts the verbal offer, follow up with a written offer as
soon as possible.

125

If the preferred applicant does not accept the offer, then work your way down the
priority list until a conditional acceptance is gained.
Then, write a report to the school’s governing body on the process that was followed,
including the accepted conditional appointment to the position, and make sure that it
is signed by all members of the selection panel. The role of the governing body in
this instance is simply to check that proper process was followed. It is not to check if
the preferred applicant is suitable, as that responsibility has been delegated to you.
The governing body should hold a dedicated meeting with you to consider the report
as soon as possible to ensure that proper process was followed and then formally
approve the appointment.
If the governing body does not believe that the proper process was followed, it will
need to satisfy itself that the appointed applicant is indeed suitable and may
undertake a further interview before approving the appointment. Once an
appointment has been secured, inform all other shortlisted applicants of the outcome
in writing. An example of an appropriate letter is given in Appendix 9.13.
Examples of an offer of employment and a selection report to the governing body are
Appendices 9.14 and 9.15 respectively.

Staff Retention
A good school invests heavily in the well-being of its staff members to maximise job
effectiveness and minimise staff turnover. High staff turnover is expensive,
disruptive, unsettling and inefficient. It can also be an indicator of an unhealthy
school. Because the school invests heavily in professional development and, to an
important extent, relies on institutional memory to model the way things are done, it
cannot afford to lose many of its experienced staff members.
The section on celebration in Chapter 5 stressed the importance of planning for fun.
The aim is to make your workplace a desirable place to be so that staff members
want to come to work and want to stay employed by the school. Planning for fun is
just one aspect of ensuring good staff retention and is to do with engagement. The
other aspects are to do with empowerment.
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Communicating Programs, Policies and Procedures
This is the first aspect of ensuring empowerment and is to do with transparency and
access to knowledge. The other aspects of ensuring empowerment are described in
the section on engagement and commitment in Chapter 5.
If you haven’t already done so through the selection process, ensure that the
successful applicant has a copy of the conditions of employment, pay arrangements,
staff handbook, program policies and procedures handbook and any other
documents relevant to the position.

Embedding and Supporting
New staff members to the school need to know how and where they fit in the
hierarchy of influence, what the taboos and norms of interaction are and how things
are done. To assist with this, there are five main things to consider.
The first is simple physical orientation with the school facilities. Conduct a tour of the
buildings and grounds, pointing out where the various resources are, who is
responsible for them and introducing the new employee to staff members as you go.
Provide a staff list and a map of the buildings and grounds. If you have not already
done so, make sure that you introduce the person’s immediate supervisor or team
leader.
The second is to ensure that the documents you provided the person with when they
accepted your offer of employment were complete and up to date.
The third is for you to keep close, formal contact with the employee while they settle
in. It is important that you meet formally at least once a week and informally often
during the first month. This is so that you can explore and clarify any
misunderstandings that the employee may have and be aware of any gaps in
information that may have been missed initially. It is also an opportunity to reassure
them that they are performing to expectation, to give guidance and direction and to
ensure that they are feeling increasingly more comfortable in the workplace.
The fourth is to officially celebrate their appointment through a special occasion. This
may be a staff dinner or a special afternoon get together with refreshments. At this
occasion, formally introduce and congratulate the new employee on their
appointment, giving a brief overview of their background, and allow them to respond
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so that staff members gain a sense of them as a person. As part of the official
process of acceptance to the school, make sure that you publish their appointment
and professional background to the families of the school, so that parents can
introduce themselves and welcome the employee to the school.
The fifth is to establish a program that gives direction to the relevant team about how
to support their new member during the settling in period. This includes a list of what
the new employee needs to know about, especially protocols for accessing
resources, and a schedule of regular question and answer meetings with the team
leader. You will be unable to maintain regular contact with the employee on an
intensive level and it is important that they have a significant person whom they
know they can refer to for advice and information.

Managing Diversity
There is no such thing as an homogenous staff, with similar personalities, cultural
backgrounds, religious beliefs, political beliefs, family backgrounds, abilities and
preferences. Diversity is the norm in any staffing profile, with some being more
diverse than others. Diversity is good, as it brings many perspectives to issues that
need addressing and models the realities of the adult world to students. It
encourages tolerance and acceptance and obliges the school community to consider
and use strategies necessary for an harmonious and productive workplace.
Having a variety of personalities is particularly valuable in an organisation such as a
school. It is worth studying the Myer-Briggs framework of personality types to gain an
understanding of the different preferences people have that guide how they perceive
the world, arrive at decisions and react to stress. The Herrmann Brain Dominance
Theory is also worth studying for the same reasons. Understanding different
personality types and their accompanying perspectives allows you to harness the
strengths they bring and empathise with the challenges they face.
In Chapter 5 we described the hidden curriculum: the unintentional teaching of
expectations and behaviours through the modelling of the behaviour of leaders. By
modelling to staff members and students that diversity is highly valued and
celebrated, you are stating that this is the norm and that it is expected of them.
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The key to managing a diverse workforce is to be flexible and adaptable to needs
and to focus on meeting the improvement goals of the core business: that is, student
learning. Acknowledging differences and celebrating what is common are also key to
maintaining an harmonious workplace. This is where clear and simple policies,
codes and procedures based on agreed beliefs become paramount. Baselines of
expectations and requirements, with approved bases for discretion, establish a
common understanding of what is acceptable and what is not.
Aspects of diversity that you need to consider include:
•

family status, demands and commitments

•

religious commitments and rituals

•

cultural norms and taboos

•

language backgrounds

•

health issues

•

talents and interests

•

professional qualifications, abilities, experience and preferences.

For example, if you have a teacher on staff who is a single parent with teenage
children, you may need to be sensitive to their need for flexibility in working hours. A
teacher with a mobility problem may need to be located on the ground floor or have
an access ramp installed. You may need a prayer room for Muslim staff members or
a flexible dress code for Sikh staff members. A temporary modification in working
hours may be needed for a staff member with a sick child. You may consider staffing
arrangements that allow teachers with special expertise – for example, a talented
musician or athlete – to be most effective. For example, if you have an English
teacher with musical expertise, you could free them up to take some music lessons
as well as English.
Given the need for flexibility, baselines for employment and instruction are important.
For example, all staff members should have an agreed basic qualification for their
position. The language of instruction during classes should be mandated. Starting
and finishing times for classes should be consistent. Working hours should be
equally and fairly assigned. Workloads should be equitable according to levels of
paid responsibility and there should be no other privileges or rewards other than the
contracted conditions and benefits.
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Celebration of cultural diversity is a wonderful way to further establish harmony and
goodwill in the workplace. While taking care to be culturally sensitive, hold special
occasions, such as morning or afternoon refreshments, to celebrate various rites of
passage or events: for example, the birth of a staff member’s baby. Consider having
an international day each year, when the whole school acknowledges and celebrates
its cultural diversity by sharing such things as food, games, national costumes, music
and dance.
You may consider having a bilingual program in the school or after-class activities
that allow access to different cultural activities, such as Korean drumming or
Mexican cooking. Having an unbiased comparative religion program in the
curriculum also allows understanding, tolerance and respect to flourish.
Above all, a well written, agreed code of conduct is essential for an harmonious
workplace and, as covered in the section on the tools of leadership in Chapter 7, it is
also essential that courtesy, dignity and respect underpin all interactions.

Resignations
Despite your best efforts to retain staff members, some will leave. They will leave to
gain a promotion, to work closer to home, to accompany their spouse to a new work
location or simply to refresh their professional life. All of these reasons are legitimate
and reasonable.
The period between deciding to leave and actually leaving is a difficult time for a staff
member and they will need your support and the support of their colleagues. They
will have mixed feelings about leaving: a combination of guilt about causing work for
you, sadness about leaving their friends and students, and excitement and
nervousness about the changes ahead.
As much as possible, the leaving process should be smooth and stress-free. You
can help by maintaining a good flow of open communication. You will also need to
be more receptive than usual to the need of the staff member to talk about issues as
they arise. Keep in mind the following points to help you manage such a situation.
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Notice Requirements
To keep any turnover in staff at a manageable level, it is advisable to have a
requirement in the conditions of employment that staff members need to give at least
one month’s notice of their intention to leave the employment of the school. Similarly,
one month’s notice or the equivalent in pay should also be provided by the school if
the employment of a staff member needs to be terminated, paying heed to the
requirements of national labour laws.
As well as the official requirement of one month’s notice, many schools send a notice
around the staff during the ninth month of the school year, requesting a courtesy
indication of their employment intentions for the coming year. Without this being
binding in any way, it gives an idea of the recruiting needs of the school and the
associated proportion of the annual budget that needs to be conserved to
accommodate those possible needs.

Your Reaction
How you react to a staff member telling you that they are leaving will have a large
influence on how smooth and stress-free the process is. Above all, remain calm and
even about the news and take time to help the staff member explain their situation in
a supportive way. Occasionally, you can actually change the situation so that the
staff member stays. This is usually when family pressures or other personal
pressures are affecting their capacity to work and short-term flexible working
arrangements can help them through a difficult period.
Reassure the staff member that it is normal for some staff members to leave from
time to time and that the process of recruiting another person for the position is a
normal expectation of the workload of a Principal and not an added chore. Even
though you may be feeling anxious about how you are going to find another person,
it is not fair on the staff member to transfer your anxiety to them and make them feel
guilty.
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Writing References
Every staff member who leaves the school will need a written reference from you,
even if they do not specifically request it. The minimum you can provide is a
separation letter, which simply states the fact that they were employed by the school
and what that period of employment was. This is so that a new employer can see the
degree to which the staff member has had continuous employment and that they
were actually employed in a similar position to the one they are applying for or have
gained.
With an open written reference, always focus on the positive contributions that a staff
member has made to the school. Remember, although they are often a requirement,
open references bear little weight for prospective employers and merely affirm that
the employee was employed and the extent of their contribution. It is closed,
confidential references that have most weight for employers.
For this reason, there is little point in including negative aspects of an employee’s
work performance in an open reference, as it only leaves the staff member feeling
negative about the school and their worth as an employee. The open reference
mainly serves as an affirmation to the staff member that their contributions to the
school are acknowledged and valued. It is a kind of certificate of recognition for their
services rendered.
Always provide three or four personally signed copies of an open reference to the
staff member, as new employers usually require an original document.

The Invisible Syndrome
Once a staff member has told you and their colleagues that they are leaving the
school, they will find that they become increasingly marginalised by the staff in
general. This is unintentional and arises because they are no longer investing in the
future of the school through daily planning, school improvement participation and
arrangements for the time beyond their departure. They gradually become more
invisible as time progresses and may not be included in everyday conversations.
This can be a little distressing for them.
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It helps if you explain the possibility of this happening to them and advise them to
actively maintain engagement and connection with their colleagues. Creating a
general awareness throughout the staff will also help to minimise this reaction.

Resource Implications
A staff member who is leaving will want to take the tools of their trade with them.
This will involve personal access to photocopying, the use of school paper and other
resources. It may also involve the taking home of the many professional resources
they have developed over time. It is advisable for you to have a well-communicated
informal policy about what is acceptable so that staff members understand the extent
to which the school is prepared to help a staff member with this need.
In general, it pays to be generous. The new staff member you recruit will also bring
resources with them, and the overall turnover of resources tends to have a zero
effect on the school. Also, if you are generous, your reputation as a good, supportive
employer will help attract good-quality people to the school when positions are
advertised.
Remember, a school’s reputation is mostly spread by word of mouth by the school
community. How staff members feel when they leave will largely determine what they
say to others.

Acknowledgement and Celebration
Leaving the employment of the school is a significant benchmark in a person’s
career. During their time with you, they will have made professional and personal
contributions to the school and invested emotionally in the culture. This needs to be
formally acknowledged and celebrated at a farewell celebration in their honour. As a
part of the school’s annual budget program, include an allowance for the provision of
refreshments at celebrations such as this.
It is important that you or a significant staff member makes a warm and well-crafted
speech that signifies how much the school values the contribution the leaving staff
member has made, and that a gift is given to represent the thanks of the school
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community. Other colleagues may also wish to speak, and it is usual for the staff
member who is leaving to make a speech in return.

The Gift Policy
Also, as part of the annual budget Program, include a provision for buying small gifts
for various purposes, including for staff members who leave during the year. Often,
the school’s gift is a memento of some sort, a token of thanks rather than an
expensive item.
This may be supplemented by a more personal gift through a collection of donated
money by colleagues. The important aspect of this is to keep it consistent for each
staff member so that you are not giving the wrong message to others about the
relative value of each staff member.

Keeping in Touch
Leaving a workplace has an aspect of grieving to it, especially for staff members who
have invested heavily, both professionally and emotionally, in the school. Many staff
members will keep in touch with their friends and colleagues at the school, even if it
is for a transitional period, and may also return for short social visits or to finalise
unfinished business.
When this happens, make them feel welcome and take a little time to chat about
their new situation and show that you still care about them. Lifelong friends are often
made at the workplace and maintaining connection is an important part of personal
and professional networking.
Sometimes, a relationship may develop between the staff member’s new school and
yours, facilitating the sharing of expertise, knowledge and resources. It is the
network links that allow this to happen and it pays to keep an open and accepting
attitude to this possible occurrence.

Re-acceptance
If you manage the leaving process well and help to maintain contact with a staff
member who has left, you will leave the door open for their possible return. Not only
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is this a nice thing to do on a personal level but also a wise action professionally,
especially if it was a highly valued staff member. Eventually, a certain percentage of
employees who have left will find themselves with an option to return and, if you
maintain at least a loose connection, they will often choose that option.

Staff Performance Management
The Staff Performance and Development Program
The quality assurance framework applies as much to a staff performance and
development program as it does to all other programs. The four components –
setting standards, self-review, improvement planning and implementation and
performance reporting – all underpinned by agreed beliefs and strengthened by
intervention and support, are applied systematically to the program itself and to the
quality of performance of individuals in the workplace and their plans for professional
improvement.
Performance and development plans are needed for each staff member, including
you. The performance aspect of the plan provides insights to each staff member by
collaboratively exploring their strengths and challenges in the job, and the
development aspect supports their professional growth in response to those insights.
A plan is a sequential list of co-ordinated strategies to achieve a projected future. It
identifies what a staff member’s priority needs for development are and maps out
how they will be achieved.
Each staff member identifies up to three professional improvement goals, designs an
action plan to achieve them and identifies relevant and practical resources to support
successful goal achievement. There are, therefore, three interrelated and
contributing aspects to a performance and development plan: the professional
improvement goals, an action plan and a professional development resource plan.
A feature of this approach to performance management is that the individual staff
members are largely in control of the process. They are responsible for seeking
feedback, drafting improvement goals, identifying support resources and
implementing their plans. This degree of control gives ownership and relevance to
the process and it is therefore likely to be valued and properly used.
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In a school with many staff members, it is impractical for you to approve, supervise
and sign off each performance and development plan in the school. You would
manage those of your leadership team and the remainder would be delegated
progressively through the hierarchy.
However, it is most important that you are personally involved with the plans of any
staff members whose performance you are concerned about, especially those with
unsatisfactory performance. An example of a performance management delegation
chart is Appendix 9.16.
As well as approving, supervising and evaluating the performance and development
plans of the members of the leadership team, you will also check and countersign
every other plan in the school. This is to help you to ensure that correct process is
being followed, monitor the effectiveness of the school and gain a sense of overall
professional development needs.
At your regular meetings with the leadership team, place performance management
on the agenda at significant times during the year so that the team members can
share the features and challenges of their respective teams and use this information
as one indicator of school improvement needs.
Remember to share your own (Principal’s) performance and development plan with
the staff so that they understand your goals and are confident in the rigour and fair
application of the system. This also supports transparency and accountability.

Policy and Procedure
Performance management is a program that needs a policy and procedures. Draft
these in close consultation with the Staff Association President and gain consensus
from the staff on the final version of the documents to be presented to the governing
body for formal approval.
This can be achieved through discussion groups or question and answer sessions,
by using trial periods and by being receptive to concerns and suggestions for
improvement. An example of a performance and development policy is given in
Appendix 9.17.
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Timeline
The staff performance and development program is active for about nine months of
each year. It usually begins by the second month of the school year and finishes
towards the end of the tenth month. This is so the busy beginning and end periods of
the school year are not overloaded, and it protects the process from being arduous
and intrusive on other demands.
The steps in the timeline for implementing the performance and development plan
for each staff member include:
•

identifying personal professional improvement goals

•

developing an action plan to achieve the improvement goals

•

developing a personal professional development resource plan to support the
achievement of the goals

•

gaining approval for the appropriateness of the performance and development
plan

•

a mid-process review

•

an end-of-process review.

With your leadership team, you will need to negotiate the deadlines for each of these
steps to be completed. Draft these bearing in mind the school’s calendar of events
for the year so that the process is manageable and achievable. Then, fine tune the
draft at a staff meeting to ensure that everyone is well aware of the requirements and
has had some influence over the planning.
An example of a performance and development plan timeline is given in Appendix
9.18. It assumes that the school year operates from January until December.

Job Descriptions and Selection Criteria
It is the job description and selection criteria for each position that provides the basis
for each performance and development plan. For the professional improvement
goals to be highly effective and the professional development plans to be efficiently
implemented, the job descriptions and selection criteria for each category of
employment need to be specific, practical and relevant.
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This means that it is most important to include in each job description those aspects
that have the most impact on effectiveness. For example, if the quality of the
relationship between the teacher and student has a significant impact on learning,
then that aspect of teaching needs to be included in the job description for teachers.
If teacher effectiveness is significantly improved by the Principal’s regular presence
in classrooms, then that aspect of leadership needs to be included in the job
description for the Principal.
It is also important to write each aspect of a job description and selection criteria in
such a way that evidence can be gathered about it and it can therefore be a basis for
developing professional improvement goals. For example, if an aspect for a teaching
position is that significant family adults will be involved in student learning, then this
would be evident in planning documents, student homework diaries, assessment
rubrics and records of student presentations, such as photographs and checklists.

Professional Improvement Goals
The professional improvement goals are developed from the relevant job description.
They should be to do with effectiveness and the quality of relationships. For
example, for a teacher, three appropriate goals may be:
•

to plan for student engagement with family adults in homework assignments

•

to increase the inclusion of student team-based planning, research, interpretation
and presentation of units of work

•

to develop more problem-solving activities, which use actual problems
encountered in everyday life, for teaching Mathematics.

The improvement goals should be SMART goals: that is, Specific, Measurable,
Achievable, Relevant and Timely (see the self-review section of Chapter 4).
Use mind mapping to help ensure that goals are specific. Mind mapping helps to
ensure that an issue is more thoroughly explored and clarified so that specific
aspects of it are identified. The achievement of one of those specific aspects is then
chosen as the improvement goal. An example of a mind map can be found in
Chapter 6. It may also be useful to have a colleague help with brainstorming for the
mind map.
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Other ways to identify improvement goals are to use a counsellor, to gather feedback
via a questionnaire to other staff members or to use a critical friend to provide
feedback on performance.

Counsellor
For the purposes of performance and development plans, a counsellor is a colleague
whose role is to assist a staff member with clearly identifying their goals, identifying
available professional development opportunities, selecting the most appropriate
professional development activities, discussing progress and any problem solving
that may need to happen along the way. It is not the role of a counsellor to make any
judgements about the professional performance of their colleague or to suggest
improvement goals.
A counsellor simply helps their colleague explore and clarify what they desire and
helps them to distill that into SMART goals and manageable action plans. The
counsellor is a good listener who restates what their colleague is saying until the
colleague has a clear understanding of their needs and how they will meet them.
Being a good counsellor is a craft that improves with practice and it is a good idea to
provide training to interested staff members on how to be an active and reflective
listener who asks questions that help to explore and clarify issues. Because of the
demands on time, a counsellor should be limited to helping no more than two
colleagues in any year.

Feedback Questionnaire
Staff members who are serious about their performance can seek anonymous
feedback from their colleagues within their sphere of influence about the quality and
relevance of their work. From this feedback, professional improvement goals can be
readily identified and set.
The feedback process needs to be convenient for other staff members and free from
any anxieties about repercussions for being truly honest and critical. With this in
mind, the following written format has been found to be highly successful in relieving
those anxieties and is easy to use. It asks two simple questions and provides room
for further comment. An example of this questionnaire, for you to use as a Principal,
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is given in Appendix 9.19. It can be easily modified to suit any staff member seeking
feedback.
After a brief introduction to provide context for staff members, ask two questions:
‘What would you like me to do more of?’ and ‘What would you like me to do less of?’
Then provide space for any further comments. The two questions are very powerful
and allow staff members to couch their responses in positive ways.

Critical Friend
A critical friend is a trusted colleague whom you have invited to observe your
performance in an aspect of your job and give you a report of their observations.
From this report, one or more of the improvement goals are identified. It is important
to brief the critical friend well and communicate your expectations and interpretation
of the aspect. You need to be open to receiving unexpectedly stark and confronting
data and honest, constructive criticism for this strategy to work well.
For example, a teacher may think that an equal amount of time is provided to each
student during the delivery of classroom programs; that the responses to questions,
the explanations of detail, the refocusing to task and the reactions to casual
comment from students are equally apportioned. With a hunch that this may be
worth quantifying, the teacher may invite a trusted colleague to observe some
teaching sessions and keep a record of how many interactions occur with each
student and how many minutes are spent with each student.
This simple exercise will provide clear data, with no judgements from the critical
friend, about the reality of the situation. From this exercise, the teacher may either be
reassured about their allocation of time to each student or be prompted to adjust
their approaches to teaching to ensure each student is challenged and there is a
more equitable allocation of time.

Formal Performance Feedback
Each staff member needs to make a formal meeting time with the senior person
responsible for their performance management, such as you or the Business
Manager, to discuss their perception of their work performance. To provide structure
and a focus for the meeting, the staff member presents the professional
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improvement goals they have already drafted and discusses how and why they were
arrived at. Within this discussion, the senior person has the opportunity to provide
their feedback to the staff member so that the goals can be refined or even replaced
to address any further challenges in performance identified during discussion.
Remember, there is usually no need to refine or replace an improvement goal and it
is important to keep the control of the process as much as possible with the staff
member. This gives the process a highly positive and productive feel to it and
empowers the staff member rather than creates negative and resistant feelings. It is
therefore much more likely to be successful and rewarding.
One of the best ways to provide feedback on performance so that it is least
distressing is to use the sandwich approach.

The Sandwich Approach to Feedback
With a sandwich, you have a piece of bread, the filling and another piece of bread.
With performance feedback, your two pieces of ‘bread’ are compliments about what
you appreciate in their performance. The ‘filling’ consists of what you see as their
main performance challenge, what your expectations of performance are and what
you would like to see happening that would evidence improvement.
Avoid using transition words such as ‘but’ or ‘however’ when moving from the bread
to the filling. Words like ‘but’ and ‘however’ detract from the compliments and
devalue your sincerity.
Two things are of the utmost importance when describing performance challenges to
a staff member. One is to be specific and accurate and the other is to be issuebased, focusing on actually observed behaviours that demonstrate the need for
improvement. It is of no use to the staff member if you say that you would like to see
their teaching improve or their responsiveness to parents improve. All that does is
cause distress because it gives no guidance.
Only present a performance challenge if you are not satisfied with the improvement
goals and then limit it to only one. Otherwise, it all becomes too overwhelming for the
staff member and too negative. If you have more than one performance challenge
that really concerns you, then you may need to enter into a procedure for managing
unsatisfactory performance, which is discussed later in this chapter.
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An example of the sandwich approach for a teacher is as follows.
The Bread
I really appreciate the way you always put in extra time with
your students to make sure they understand the tasks they
need to do. It helps so much with their sense of purpose and
I’m sure it improves the standard of their work.
The Filling
One thing that I have noticed is that the boys tend to take up a
lot of your time and there is a risk that some of the girls are not
receiving the attention they need. I know that this is a challenge
for many teachers and it would be good if at least equal time
were dedicated to both boys and girls.
The Bread
I really appreciate your use of inclusive language and activities
for both boys and girls, which allows them to participate equally
in your programs and I know that parents also appreciate this.
Then ask the teacher what they think of this observation, explore and clarify it further
and include how you can support them to address it.

Action Plans
With all action plans, you need to identify the issues, expectations, goals, actions,
persons responsible for the actions and the deadlines for achievement. For
performance and development action plans, success measures also need to be
included so that the degree of successful accomplishment can be identified. A typical
action plan for a teacher may look like this.
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Standard

Professional

Improvement Actions Persons

competencies goals

Anticipated Success

responsible deadlines

measures

The quality of
teaching
The quality of
relationships
between the
teacher and
their students
The inclusion
of a family
connection
with each
student’s
learning
A positive
contribution to
the school
improvement
plan

Professional Competencies
These are a list of the school’s expectations about how each standard in the job
description is fulfilled. It is important to develop these for each job description so that
staff members have a clear understanding and clear guidance about what is
expected of them.
An example for a teacher may be:
Standard

Professional competencies

The inclusion of a
family connection with
each student’s
learning

•

The active involvement of a class or program parent

•

The participation of significant family adults in curriculum programs

•

The provision of family inclusive student presentations and celebrations at
the completion of major units of work

•

The provision of homework designed to engage family members
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Notice that professional competencies are behaviours that you would expect to see
evidenced in an effective classroom. Appendix 14.6 provides a useful means for
groups to collaboratively identify competencies from standards.
For the purpose of developing improvement goals, the staff member selects three
competencies, one each from three standards, and relates an improvement goal to
each competency. Over the years, staff members need to ensure that all standards
and competencies have been covered.
Remember, it is advisable to limit the number of improvement goals to no more than
three so that the staff members are not overloaded and so that depth of
improvement is supported, rather than a broad, shallow coverage.

Professional Development Plans
Professional development is accessing and using training or information to improve
professional practice. It can be in the form of a professional library, multimedia
resources, informal observation, mentoring, collegial discussion, qualification
upgrades, formal training or attending workshops and seminars of professional
interest.
The professional development resource plan identifies what is available, selects the
most appropriate aspects of what is available, itemises the costs involved and the
impact on time and resources at the workplace and plans to allow the development
to happen efficiently and effectively.
You can gain school-wide efficiencies by compiling the individual professional
development needs of staff members and finding ways to meet common needs. This
is also useful information for your school improvement plan.
A professional development allocation is a wise inclusion in your annual budgeting. It
demonstrates that the school values its staff members and is serious about building
a culture of high performance and development. A minimum of about one per cent of
the total annual budget is suggested and this would vary according to the needs and
circumstances of the school.
It is usually not possible for the school to fund all of the professional development
needs identified in professional development resource plans. Each staff member
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needs to decide to what extent they are able to self-fund components of their
identified needs.
Providing individual funding for needs arising from professional development plans
should be done as equitably as possible, using a representative professional
development committee, which would meet about four times each year. The role of
the professional development committee is outlined later as part of the section on
professional development.
A typical individual professional development (PD) resource plan may look like this.
PD focus

Proposed action

When

Resources and

Outcomes

costs

achieved

1.

2.

3.

Be alert to staff members who submit the pursuit of further qualifications – for
example, a Master’s degree in human resources management – as part of their
professional development resource plan. Such a qualification is only worthy of
inclusion if it clearly and specifically supports an approved SMART improvement
goal, identified by a need to improve everyday performance in the current job. The
performance and development program is not meant to support the advancement of
career paths. It is meant to improve the daily competence of the staff at this point in
time.
Separate to the performance and development process, the school may be receptive
to supporting staff members who are pursuing further qualifications, either with
funding or time allowances. If the school can afford it, not only is this good for the
profession but it is wonderful for staff morale.
If the issue arises, discuss it with your leadership team and submit a policy to the
governing body for institutionalisation before making any commitments. This is
because, once you support one member of staff, you are setting a precedent. To be
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fair to others, you need to be consistent; otherwise you may be accused of
favouritism and this has a huge undermining effect on staff morale.

Mid-process Review
The implementation phase of the formal performance and development plan process
spans about twenty-one weeks, allowing for term breaks, so progress needs to be
reviewed in about week eleven of the implementation phase. The purpose of the
mid-process review is to check how well the timeline is being kept and how
achievable the goals still are.
For the progress review the staff member and their counsellor check each step of the
original action plan together against what has actually been achieved and decide
whether or not to modify the plan. A need for modification could be caused by a
series of unexpected influences, such as illness, a cancellation of a professional
development activity, insufficient funds or the erosion of available time by an
imposed event. Any parts of the plan may be modified to adapt to changed
circumstances.
If the plan needs to be modified, then the modifications need to be submitted to the
senior staff member who approved that person’s professional improvement goals
and to you so that you are aware of the changes. The role of the senior staff member
is to check that the plan remains relevant and achievable.

End-of-Process Review
At the designated time on the timeline, the staff member and their counsellor meet to
assess the success of the performance and development plan. They make brief
notes on the extent of that success and ensure that the evidence produced by the
performance measures properly supports their assessment.
From the notes, the staff member then writes a final report for each improvement
goal and presents the document, with the collected evidence of success, at a
meeting with their senior staff member. If you are not that senior staff member, then
they also provide you with a copy to read and file. As a general guide, each final
report is about six pages long.
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If an improvement goal has not been fully met, then the staff member may decide to
continue with that goal during the following year, especially if the goal has assumed
a life of its own and grown to be an interesting innovation. This would be explored at
the meeting with the senior staff member.
As soon as possible after the completion of the process, write a personal letter to
each staff member. In the letter, acknowledge and congratulate them on the success
they have achieved during the process and thank them for the effort they have made
to improve their professional performance. This serves to celebrate success and also
gives the message that you value the process and their contribution to improving the
profession and the school.
Another way to celebrate success and value staff members is to allow time at each
staff meeting for a staff member to briefly share their progress. This also helps to
keep staff members focused and on track with their action plans.
An example of a performance and development plan for a teacher in a multi-campus
school is given in Appendix 9.20.

Unsatisfactory Performance
Unsatisfactory performance by a staff member needs to be dealt with by you,
quickly, clearly and systematically. If it is left to stagnate or deteriorate, it gives the
message to other staff members that it is acceptable to perform at an unsatisfactory
level and it gives the message to the particular staff member that you do not care
about them or their performance. Also, unsatisfactory performance that is not dealt
with erodes the culture of high performance and development and social
competence that you are working hard to build and maintain.
There are two basic categories of unsatisfactory performance: professionally-based,
for example, low productivity or effectiveness, and personality-based, for example,
temper tantrums or bullying.

Professionally-based
Professionally-based unsatisfactory performance by a staff member can result from
several causes and it is important that you do not make hasty decisions about how
you react to it when you encounter it. Be particularly sensitive to how you react when
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it is an uncharacteristic change in behaviour of a staff member who normally
performs well.
There may be an unhappy change of circumstances in family life, sexual harassment
or bullying in the workplace; an injustice, illness, financial difficulty or too great a
workload. In these circumstances, unsatisfactory performance is a reaction to
distress and will probably continue until the distressing situation is resolved.
Keep an open mind when reacting to professionally-based unsatisfactory
performance and separate the behaviour of the staff member from the essence of
the person. It is the behaviour and the causes of it that need to be addressed,
without attaching anger, blame or guilt. Anger, blame and guilt are not useful tools
and only damage working relationships.
If the unsatisfactory behaviour has been reported to you, it is most important to
substantiate it by gathering facts and data, rather than relying on the report alone.
The way to deal with professionally-based unsatisfactory performance is to privately
meet with the staff member, calmly state and clearly describe what is unsatisfactory,
giving actual examples of the observed or reported behaviours. Discuss the
behaviour with the staff member and, if the discussion does not resolve it, put a
procedure into place that supports the staff member to correct the behaviour to a
satisfactory level.
The procedure needs to be that which has already been approved by the governing
body and included in the published policies and procedures handbook given to each
staff member.
If you are calm, relaxed and issue-based when presenting the issues to the staff
member, and patient when asking for a response, there is a very good chance that
they will acknowledge their behaviour, feel able to tell you honestly what the
underlying causes of the behaviour are and undertake to correct the situation. They
may need your help with this and you may need to mediate between staff members
to obtain a satisfactory result.
Once you have entered into a formal procedure for managing unsatisfactory
performance, you will need to keep records of meetings, observations, reports and
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discussions. For the purposes of fairness and transparency, make sure that you give
a signed copy of your notes to the affected staff member.
Staff Advocate
If you need to put a formal procedure into place, the affected staff member will need
a trusted colleague to support them through the process. Often, the colleague, or
staff advocate, will be the president of the staff association, as described in Chapter
11, and you should remind the affected staff member of this option.
The staff advocate attends all formal meetings that you have with the affected staff
member and, to keep a balance of representation, it is recommended that another
member of the leadership team also attends the formal meetings. This helps to
minimise any risk of misinterpretation.
As with most procedures, it is often useful to have a flow chart for quick reference.
An example of a flow chart for managing unsatisfactory performance that is
professionally based is as follows.

Managing Unsatisfactory Performance, Professional Flow Chart
Appendix 9.21
Reported unsatisfactory
behaviour

Observed unsatisfactory
behaviour

Substantiate
with evidence
Unresolved

Put procedure into
place

Unresolved

Appeal
process

Discuss with
staff member
Record &
monitor

Resolved

Discuss with
staff member

Unresolved

No action, modified duties,
transfer, demotion or dismissal

Resolved
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Discuss with
governing body

Personality-based
This is acute, extreme behaviour in moments of stress or enhanced awareness. It
includes assault (violence or verbal abuse), harassment, persecution and malicious
gossip. Because personality-based performance is not a lapse or deficit in craft, as
distinct from professionally-based performance, but rather a lapse or deficit in
personal control, it is more likely to be repeated. The procedure for dealing with it
can be represented as follows.
An example of a flow chart for managing unsatisfactory performance that is
personality-based is as follows.
Managing Unsatisfactory Performance, Personality Flow Chart
Appendix 9.21

Reported unsatisfactory
behaviour

Observed unsatisfactory
behaviour

Substantiate
with evidence
Extreme
Of concern
Warning

Unresolved

Warning

Unresolved

Warning

Resolved

Record &
monitor

Appeal
process

Unresolved

No action, modified duties,
transfer, demotion or dismissal

Discuss with
governing body

Resolved

The warnings should be given both verbally and in writing, with signed and dated
copies filed in the personal file of the relevant staff member.

National Labour Laws
Your process for managing unsatisfactory performance will need to comply with, but
not be limited to, national legislation, so make sure that you and your governing body
are mindful of this when drafting and implementing the processes.
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Professional Development
Professional development is the development of professional competence in the
school’s staff members. It is probably the most important investment a school can
make and should be carefully considered, funded well and managed well.
The staff performance and development plans link development with professional
performance, along with the message that the program is supportive and positive,
not just concentrating on measuring performance without a response. However,
there are also school needs that may or may not relate to individual performance and
development plans and these needs mostly relate to the annual school improvement
plan.

The Hierarchy of Needs
Professional development needs generally arise from the school improvement plan,
staff performance and development plans, staffing changes and unexpected
opportunities to access quality provision. All of these are powerful drivers of
professional development and you, with your leadership team, need to annually
prioritise the needs.
Your need to prioritise is driven by budget constraints and time constraints. The
budget constraints will oblige you to prioritise in terms of the relevance of what can
be accessed. The time constraints will oblige you to prioritise in terms of any
disruption to everyday programs and the extent to which you can accommodate this.
Generally, schools tend to arrive at the following priority list of categories, with the
first one receiving priority funding and the others receiving progressively less until
the annual budget allocation runs out.
1. School-wide needs arising from the school improvement plan
2. Training of new staff members or staff members in new positions requiring new
skill sets
3. Common needs arising from performance and development plans
4. Other team needs by submission
5. Individual needs arising from performance and development plans
6. Other individual needs by submission
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7. Individual needs arising from unsatisfactory performance.
Because of budgetary constraints, it is uncommon for schools to be able to fund all
staff needs for professional development but this does not mean that staff members
cannot be supported in other ways. In a quality school culture, staff members are
more than happy to provide support to colleagues. You will probably find that if you
present a reasonable need to a team, they will almost always make arrangements to
allow a colleague release time to attend a work-related seminar or tend to family
affairs because of a night commitment.
It is also very easy to grant access by staff members to school resources, such as a
professional library, publishing equipment or computer and internet access, and this
should be included in the professional development policy guidelines.

Unexpected Opportunities
Often, news arrives at the school that a particular educational or management expert
is providing a highly relevant seminar in your area and, because the budget has
already been set for the year, decisions need to be made about the reallocation of
available funds or resources for staff members to attend. While you, hopefully, have
the delegated authority to make this a unilateral decision, you would be very wise to
quickly consult with your leadership team and any affected budget leaders before
making a decision.
A smart thing to do is to always take a possible solution to a meeting rather than just
a problem. If you can find the funds from a program that has been under-spending or
there has been a windfall of unexpected funds, then there is an opportunity to fund
attendance at the seminar. Solutions of this kind expedite decisions enormously and
you will find little resistance to the proposal, and feel supported in your decision.

The Professional Development Committee
This committee manages the allocation of funds to staff members for accessing the
provision of professional development. It is a representational committee, which
usually meets about four times each year or as needed to consider requests for
professional development funding from individual staff members and teams. The
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committee usually consists of a member of the leadership team, a teacher, a
teaching assistant and a member of the administrative staff, all of whom should be
either elected or nominated by their professional colleagues.
The committee uses formal guidelines and criteria to help members decide who
should be funded and to what extent. The amount of funding available should
already be known, as a result of the budget allocation process finalised at the
beginning of the school year.
The priority list of categories in the previous section on the hierarchy of needs is a
good model to use as selection criteria for funding. If the committee needs to decide
between two or more staff members with equally strong cases for funding, then a
simple approach is to allocate to the person who submitted their request first.
It is a good idea to have a standard form that staff members use to submit a request
for funding or support. This makes it easier for the committee to compare the value
of each request. An example of a professional development request for funding is
given in Appendix 9.22.

Teams
Professional development is only effective if the skills and knowledge gained from it
are actually used in everyday practice. It is also valuable for staff members attending
professional development sessions to report back to a staff meeting what they have
learnt. During that reporting session, ask them what they will put into effect tomorrow
and what they will put into effect next month from the new knowledge and skills they
have gained.
Professional development becomes even more effective if more than one staff
member attends the same session, as a team is more likely to affect lasting change
in the school than an individual.
An individual is at risk of being ignored by colleagues for trying to be different. The
pressure to fit comfortably back into the status quo is strong. However, a team brings
a mini-culture of a shared experience, shared language and a shared association of
ideas back to the school.
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A team can effect change by initially containing it within the team, without irritating
the comfort levels of other colleagues. Then, through a staff meeting presentation by
the team and by noticing the benefits of the new practices over time, other
colleagues will begin to try them as well.
Because of this, one of the funding criteria for the professional development
committee to use would be to prioritise team attendance at professional development
sessions over individual attendance.

Payroll Administration
Payroll administration is one part of the overall financial management of the school
and the principles that apply to good payroll administration also apply to all financial
transactions. As you would expect, the systems, procedures, record-keeping, checks
and independent double checks for managing payroll need to be of the highest
possible standard.
As well as the usual policy and procedure elements of financial management in
general, there are other important aspects that help to ensure high quality payroll
management in particular and those aspects are:
•

efficiency

•

accuracy and clarity

•

reactivity.

Efficiency
When payroll is smoothly, correctly and efficiently administered, the world is a happy
place to live in. When it goes wrong, staff discontent and low productivity
immediately become apparent and the world is not a happy place to live in. Staff
members invest emotionally and materially in the timely administration of their
periodic pay. Loan repayments, rent, regular household bills and daily living all rely
on a regular and predictable income and it is highly stressful when the payment of
that income is unreliable.
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If pay day is the last Thursday of each month, then all payroll procedures should be
geared up to meet that deadline on time every time. This means that the procedures
cannot be dependent on just one person.
Multi-skilling of the financial personnel is most important so that, if one person is
absent from work for any reason, then another can temporarily take over their role.
Key information, such as the combination of a safe, the whereabouts of the key to a
strong-room or the password to a computer program must not be the sole domain of
one person and there must always be a backup procedure in place.
This also applies to the combination of signatures required to make payments. A
good system always has several possible signature combinations that allow
continuity. This comes into effect whenever a signatory is unable to sign bankrelated documents needed for transactions, such as cheques, transfers, withdrawals
or deposits. It also strengthens transparency and internal financial control.

Accuracy and Clarity
Any unexplained variations in pay bring out paranoia and anger in staff members
and significantly affect the morale of the whole staff. Feelings of insecurity and
confusion will emerge and your culture of high performance and development is at
risk of being turned into a ‘them and us’ culture of division, distrust and passivity.
This becomes especially so when small but regular overpayments result in a
cumulatively large amount that is suddenly reclaimed as a significant underpayment.
Consistent salary accuracy prevents such a situation from arising so it is most
important that you aim for consistent accuracy.
Clarity is the proper communication of what each component of salary amounts to
and what any adjustment means. For the purposes of clarity, it is better to overcommunicate than under-communicate; and make sure that acronyms, abbreviations
or codes are fully explained.
Always include a salary advice statement with each payment, which details the
components of the salary, including any allowances and tax deductions.
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For example:
Sunny Hills Middle Years School Board
SALARY ADVICE STATEMENT
Name:

Greg Flattley

Position:

Principal

Years:

4 Salary (Annual Pre-Tax):

50,000

Annual Allowances:
Month Ending:

30 Jan 07

Description

Time Fraction:

1.00

Sick Leave Credits:

Amount

Regular Earnings

Dates

10

Hours

Travel
Rate

2000
Amount

+4,183.33

Allowances

+166.67

Tax (15%)

-652.50

Retirement Fund (5%)

-208.33

Medical Insurance

-250.00

Other
NET PAY:
Bank Name:

3,239.17
National Union

Bank Number:

709-242

Account Number:

34781

Reactivity
The staff members who administer payroll need to be readily receptive and reactive
to any queries about pay that come from a staff member. Any anxiety arising from
payroll discrepancies is quickly allayed when a staff member is greeted with smiles
and a willingness to listen and help. Most of the time, it is a misunderstanding on the
part of the payee about the language or calculations in the salary statement but,
sometimes, the payee is correct about their concerns and a mistake has been made.
Because of this possibility, whenever a staff member queries their periodic pay,
make sure that the payroll staff members know that they are to take time to listen
carefully, check their calculations and the payroll history of that payee and explain in
everyday language how the pay for that period was calculated.
If there was a mistake, they should readily acknowledge the mistake and correct it as
soon as possible with a smile and a warm apology. This is a fundamental part of
good service.
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Record Keeping and Security
With the management of human resources comes the need to keep accurate and
comprehensive records that can be easily retrieved as required. These records are
confidential so need to be kept safe from unauthorised access, safe from
deterioration and safe from natural elements such as rain, flood and fire.

What to Keep
Separate to the regular management files of policies, procedures and generic
financial records, the human resource records that need to be securely kept are:
•

payroll files

•

individual staff member files

•

staff lists.

With the payroll and individual staff member files, you will find it useful to make sure
that the applicable date of each file is written on it and that the documents are filed
sequentially according to date. Increasingly, records are kept as a combination of
physical and electronic files, with both being useful and convenient.

Payroll Files
As a subset of the financial records, the payroll files contain individual staff member
records of every financial decision and transaction since initial employment. They
include:
•

details of any bank-related information relating to payroll transactions. This
applies when periodic pay is directly credited to an employee’s bank account
rather than as a cash payment.

•

a copy of all salary advice statements since initial employment

•

a copy of salary adjustment dates and their accompanying notices

•

a copy of any payroll-related correspondence

•

a copy of completed taxation forms

•

a copy of any benefits’ documentation, such as health insurance, bonus or
retirement benefits

•

the original receipts for any reimbursements.
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Individual Files
Individual staff member files contain:
•

all records of employment selection specific to that staff member

•

the original employment agreement or contract of employment, including the
initial placement on the salary scale and the starting date

•

a completed staff information form, containing such personal details as the full
name, date of birth, gender, physical address, email address, telephone contact
numbers, passport details, vehicle registration, names and contact details of
immediate family members and the name and contact details of the next of kin

•

any health-related forms that you may require

•

a copy of each completed performance and development plan

•

a copy of any correspondence between the school and the staff member

•

a copy of any correspondence from parents or other staff members concerning
the staff member

•

a copy of any notes of individual meetings between you and the staff member

•

any documents relating to the management of unsatisfactory performance

•

any other documents you think should be included in the file.

Staff Lists
These are single documents used for quick access to basic employment information
about each staff member and contain a table of the following information:
•

full staff member names in alphabetical order

•

employment starting dates

•

dates of birth

•

employment classifications

•

current placement and assignment of duties

•

home addresses and contact details

•

any medical alerts

•

names and contact details of next of kin.

Security
Many schools have a fire-proof security room with a fire-proof safe for cash and fireproof filing cabinets for Human Resource files. The security room has a steel door
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with highly secure locks and is located as an internal room, without any external
walls. The room is permanently locked and the keys are either carried by a particular
staff member or locked within a separate secure and discreet cabinet.
If the school cannot afford to have a security room, then store the confidential files in
locked filing cabinets in your office. Only have one copy of the keys to either a
security room or the filing cabinets in your office and keep the copy of the keys at the
home of a senior leadership team member, such as the business manager, in case
the school-based keys are lost.
Access to confidential human resource files is limited to the administrative staff
members who are authorised and trained to deal with the information on a daily
basis. Any other staff members can access relevant files by gaining personal
permission from you, and they should be supervised by a senior staff member when
doing so.
For the sake of transparency and accuracy, whenever a potentially contentious
record is placed in an individual file, ensure that the staff member has a copy and
check that they understand and acknowledge it. From time to time, it is reasonable
for a staff member to access their individual files under supervision or to request
copies if they have mislaid their original copies.

Staff Handbooks
Good communication is paramount in a good school. All programs, with their
policies, procedures and budgets should be published, along with as much clear and
accurate information as is useful to any member of staff. Because of the amount of
information this entails, you might find it convenient to publish two handbooks, one
for the programs and the other for the rest of the useful information, including
general understandings that have not been formalised into policies.
An example of the contents page and first page of a staff handbook is given in
Appendix 9.23.
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Chapter 10 Financial Management
The information in this chapter guides you through the essential components of good
financial management and, because you are publicly accountable for the school’s
finances, it is imperative that it is done well.
Poor financial management will cast a pall of gloom over the school culture and feed
anxiety and stress amongst the staff members. There are many useful appendices
associated with this chapter which are introduced as you work your way through it.
As well as influencing school culture, financial effectiveness largely influences the
quality of service to families and providers and, of course, the viability of the school.
The staff members responsible for the daily management and administration of
financial transactions need to be appropriately qualified and experienced, and
completely trustworthy.
To ensure high-quality financial management, you need considerable expertise. If
you are fortunate enough to have a qualified business manager, then good
communication, transparency and the application of the quality assurance framework
are enough for you to be engaged in. if you do not have a qualified business
manager and rely on untrained but capable office staff, then use the following
principles to guide you.

Internal Financial Control
Internal control is a quality assurance system that checks compliance with financial
policies and procedures, ensures accuracy and reliability with accounting on a daily
basis and safeguards assets. It separates the duties for the creation, approval and
often the enactment of transactions in the financial and human resource systems.
At least two authorised people are involved with an aspect of every transaction and
are trained to ensure that the preceding aspects of the transaction are correctly and
properly done. In this way, the system controls and limits the risk of error, fraud or
corruption.
The internal control policy is an umbrella over all financial and asset management
systems and, in collaboration with the relevant staff members, you will need to
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develop procedures for each aspect of that policy. An example of an internal control
policy is given in Appendix 10.1.

Transparency
Transparency is paramount in financial management. Every financial transaction
must be countersigned by you or your authorised delegate, clearly recorded,
receipted and systematically reported to the governing body each month. All
cheques must be countersigned by you or your authorised delegate. All banking
must be reconciled with an official bank statement each month and senior staff
members, such as you, must have ready access to all financial records.
Keep cash transactions to a minimum and have approved reputable suppliers who
offer the school a combination of the best prices, service and quality. As much as
possible, centralise all buying to a few key people and always use a consecutively
numbered order book, which is permanently kept with an authorised person in the
office, for every purchase. Always pay against an invoice for purchases paid for by
cheque or cash purchases above a predetermined approved amount.
A copy of the external, independent financial auditor’s report should be included in
the annual report to the governing body and school community.

Policies and Procedures
You will need policies and procedures, approved by the governing body, to cover
each of the following aspects of financial management:
•

assets management

•

audits

•

banking

•

budget allocation

•

cash management

•

internal control

•

investments

•

funds received

•

ordering

•

payments
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•

payroll

•

purchasing

•

reimbursements

•

reporting.

An example of an investment policy is given in Appendix 10.2. A procedure for
refunding cash to parents is outlined in Chapter 3; it is an example of a procedure
that you will need to collaboratively design from the internal control policy.

Order Book
Other than the annual report and program budgets, the order book is probably the
only point of contact that most staff members will have with the school’s financial
management system, and it is important that it is used correctly. The fundamental
rule is that an order form in the order book must always be completed for every
purchase or combination of purchases against a particular budget line. An example
of an order form is given in Appendix 10.3.
The order forms are numbered sequentially and used sequentially. The order book
should contain at least four carbonised, colour-coded copies of each order form, the
top three of which are perforated for easy removal. No copies should be removed
from the order book until the order is countersigned by you. In order from top to
bottom, the copies are designated as follows:
•

the white form is the original and is given to the supplier

•

the blue copy is for the relevant budget leader to keep as a record

•

the pink copy is for the accountant or equivalent person to compile and file with
the other records of the transaction

•

the green form stays permanently in the book for easy referral. Each completed
order book is kept in safekeeping as a cross-check for the financial auditor.

Only authorised staff members can use the order book and usually the governing
body of the school delegates the power to authorise staff members to you as the
Principal. The authorised staff members are the budget leaders and their team
members; this is explained in more detail later in the chapter.
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The order book is permanently kept in a central secure place with a designated office
person being responsible for its proper use. That person keeps a register which must
be signed and dated by a budget leader if it is removed for any legitimate purpose.
As a general rule, the order book must be returned to its central location on the same
day it is borrowed. There is no need to sign the register if the order book is used at
the central location.

Reimbursements
It is often reasonable and efficient if an authorised staff member makes a cash
purchase without first completing an order form. For example, this often happens
with teachers when they shop for materials they need for classroom programs after
school hours.
Because they cannot take the order book with them and because they cannot be
sure of what is available at what price, it is reasonable for them to buy the materials
from their own funds and then be reimbursed by the school after they have
completed an order form retrospectively.
For this situation to remain in the control of the school, set the following five
conditions under which purchasing may happen without initially completing an order
form:
•

It may only be done if agreed to by the budget leader for that program budget

•

The materials must be relevant and appropriate to the line of the program budget
against which the reimbursement is claimed

•

The expenditure must be within the budget limits of that program budget

•

The expenditure must be no more than a predetermined set amount

•

Receipts must be presented and the purchased goods sighted at the time of
completing the order form.

If the purchase does not comply with these conditions, then you may use your
discretion to reimburse or not reimburse the buyer for the purchase.
A teacher who is not a budget leader may see a particular curriculum material in a
shop which the school has been seeking for some time. In this case, the teacher
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should make a telephone call to the relevant budget leader and gain verbal approval
to make the purchase before proceeding.
Have a procedure in place for making reimbursements. For example:
•

The buyer completes an order form and presents the goods and receipts to the
designated office person. The designated office person has the order
countersigned by the budget leader, checks the goods to ensure they match the
receipts, processes them for future identification and returns them to the buyer.

•

The designated office person presents the receipts and the order book to you for
countersigning.

•

The accountant or equivalent person processes the transaction and authorises
the reimbursement, which you also countersign.

•

The buyer is reimbursed in cash and signs a receipt for the reimbursement.

Budgets
As covered in Chapter 3, each program has a policy, one or more procedures, a
budget and resources. The budget component is called a program budget. Towards
the end of each academic year, consensus is reached with the whole staff about the
funding allocation to each program budget for the following year. This process
begins with a projection of income for that year, which is called the global budget,
and the determination of non-negotiable components of that projection.
The non-negotiable components are based on historical expenditure for staff
salaries, staff recruitment, essential operating costs (such as electricity, water supply
and auditor’s fees), essential maintenance costs (such as cleaning and safety
assurance), the cyclical replacement of assets as indicated by policies and provision
of infrastructure for anticipated growth. There also needs to be a buffer for
extraordinary circumstances, such as increased pay awards and the breakdown of
essential equipment. The buffer is usually about ten per cent of the expected
revenue for the year ahead.
With the leadership team, map out a timeline for creating drafts of the program
budgets for presentation to the governing body. Make sure you factor in enough time
to order resources for the year ahead.
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The negotiable program budgets are then assigned to budget leaders who use
historical funding allocations, experience and projected needs to collaboratively
calculate the desired funding for the coming year. You then gather these draft
program budgets by the previously decided deadline and collate them as a single
document, which also displays the indicative global budget for the year.
If the draft program budgets amount to no more than the indicative global budget and
are also appropriate and relevant, then they are presented by you to the governing
body for consideration and ratification. However, if the drafts amount to more than
the indicative global budget or are not appropriate and relevant, then you need to
meet with the budget leaders, both individually and collectively, to negotiate
adjustments. These adjusted drafts are then presented to a staff meeting, where
they are clarified, discussed and maybe finetuned until consensus is reached.
Once consensus is reached, you present the adjusted drafts to the governing body
for consideration and ratification. The budgets are then entered into the financial
accounting system for the coming year and the program budgets are published, with
a copy given to each staff member. The budget leaders may then begin ordering the
approved resources for the year ahead.
An extract of a draft program budget for a small school’s Visual Arts program is given
in Appendix 10.4.

Buying Goods and Services
Having financial policies, procedures and budgets, and being strict about the use of
the order book will control most aspects of buying goods and services appropriately.
However, two issues still need to be addressed: the quality of the goods and
services, and competitive pricing.
For the purchase of low-cost everyday goods and services, simply use local
knowledge and discretion when balancing quality and price. However, set a
threshold for what constitutes low cost. For goods and services above that threshold,
protection measures need to be used to help ensure that the school is buying value
for money at the best possible price.
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Have two thresholds: one for medium-cost goods and services and one for high-cost
goods and services. The governing body will need to determine the cost amounts
that define each threshold. The systems for each are outlined below.

Medium-cost Threshold
For medium-cost goods and services the buyer must gain at least two verbal or
written quotations from unrelated, reputable sellers for the same or similar quality of
goods or services. If satisfied with the quality, the buyer then accepts the lowest
quotation. The quotations must be recorded and filed with the transaction records of
the eventual purchase.

High-cost Threshold
The buyer must gain three written quotations from unrelated, reputable sellers for the
same or similar quality of goods or services. If satisfied with the quality, the buyer
then accepts the lowest quotation. The quotations must be filed with the transaction
records of the eventual purchase.

Assets Management
Assets management consists of determining material needs, maintaining an assets
register, maintaining assets, tracking their depreciation and replacing them as
appropriate. The assets register and the financial management system are
inextricably linked.

Determining Material Needs
The environment and material resources policies, along with the annual procedure
for assigning funds to program budgets, will determine the schools needs for new
purchases and replacement purchases from year to year. The policies will stipulate
the furniture and fittings allocations for each type of room in the building. Different
types of rooms include the various classrooms, offices, reception areas, storage
rooms, toilets and meeting rooms.
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Assets Register
Whenever a new non-fixed asset, such as a student desk or CD player, is bought or
made, it needs to have an identification (ID) code etched in or attached to it. The
name of the asset, its ID code, date of purchase, location and expected replacement
date are then entered into a central register. The code is also included in the
transaction record kept in the financial files. Whenever the location of the asset is
reassigned, then that change also needs to be recorded.
Fixed assets, such as light fittings and ceiling fans, need to be recorded but do not
need an ID code assigned to them. Each year, the financial auditor will check that
the entries in the assets register match the reality of what is actually in the school.

Assets Maintenance
Maintenance needs to be systematic and a central maintenance log kept, which
shows when maintenance is due for each asset and when it is actually carried out.
This includes unscheduled repairs and replacements.

Assets Depreciation and Replacement
Whenever a new asset is bought, calculate the expected life span of the asset and
record it in the assets register. This information is very important and is checked
each year to help guide what is included for purchase in the annual program
budgets.
So that any one year is not more demanding on financial resources than another, it
pays to stagger the replacement of assets. For example, if there are ten classrooms,
then every year, one set of classroom furniture may be replaced, progressively
turning over the whole school in ten years. Also factor in obsolescence. For example,
it is generally accepted that some computerised equipment will need upgrading
about every three or four years.

External Audits
Your last guiding principle is to have an annual external audit of the financial state of
the school by a qualified, independent expert. The auditor will examine all financial
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transactions, check the records against the balance of bank accounts, check the
quality of the systems, especially how well they provide internal control, check the
existence and condition of assets and report the findings with recommendations for
improvement to the governing body. The governing body, in return, should publish
the financial auditor’s conclusions to the school community as part of its annual
report.
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Chapter 11 Industrial Issues
Industrial issues are those issues to do with the working conditions of staff members.
Industrial relations are to do with the working relationship between employers or
administrators, and employees. This chapter outlines the need for industrial forums
in a happy and industrious workplace and provides a basic approach for supporting
workplace harmony and the resolution of discontent.
Unless attended to, industrial issues fester away behind the scenes and strongly
contribute to a sluggish and mediocre performance by staff members. Discontent
needs to be aired in an open, issue-based manner, with injustice properly identified,
truth and fiction clarified and justice seen to be carried out fairly and quickly. The
school needs forums for industrial issues to be aired, and policies and procedures to
ensure that high-quality, safe and ethical workplace practices are in place.
The four things that need to be in place to ensure good industrial relations in the
workplace are documentation, forums for raising issues, a career structure and a
process for resolving complaints.

Documentation
The school’s governing body should ensure that agreed policies and procedures are
in place for the following industrial issues:
•

employment contracts

•

salary scales and employment benefits

•

recruitment or staff selection

•

job descriptions

•

codes of practice

•

occupational health

•

workplace safety

•

emergency management

•

bullying

•

harassment

•

complaints resolution.
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Industrial Forums
There are four main industrial forums that can operate healthily within a school, the
most important one being an approachable Principal. The others are a staff
association, industrial meetings in the workplace and membership of a professional
organisation. The last tends to have a focus beyond the school and has the
important role of keeping people informed about industrial issues and amendments
to national labour laws. They help keep the working conditions of the world of
education in balance.

The Approachable Principal
A Principal who is open, approachable and a good listener, and who consistently
deals with challenges in an issue-based, rational manner, is likely to keep a finger on
the pulse of discontent. Staff members will approach such a Principal individually to
air personal grievances, knowing that their issues will be listened to, deeply
considered and acted upon if justified. More often than not, injustices and concerns
can be effectively dealt with in this manner, but there also needs to be a welldocumented public process that individuals can follow if they feel that a Principal has
not dealt with an issue well.

Staff Association
The formation of a staff association is a very professional and supportive action to
take or allow, as it engenders a lot of trust in you as the Principal. Not only is a staff
association a good industrial forum but, if it has a broader focus on staff wellbeing, it
is also a good pastoral and social body.
The person annually elected as president of the staff association can serve as a
sounding board for perceived personal grievances and can be an advocate for the
more reticent staff members. As a Principal, you would meet with the president of the
staff association formally once a month and informally as the need arose.
The staff association needs a formal constitution that is clearly empowering. It must
have permission to think and act industrially, within the bounds of legislation, and not
be confined to pastoral and social issues alone. Having a disempowered staff
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association shows a lack of trust in the professionalism of staff members and is an
indicator of an authoritarian Principal.
Depending on the size of the school, it is advisable to give the president of the staff
association some time during school hours to attend to the needs of members. They
need to be accessible to staff members, which often means being available during
break times, and they need time to undertake the administrative aspects of the role.

Industrial Meetings
Industrial meetings address the contractual and working conditions of the school’s
staff members, including equity in resource provision, occupational health and safety
issues and salaries and benefits. They are an important means for staff members to
have influence over decisions that affect them and to actively participate in school
improvement.
It is not advisable for you to be the chairperson or convenor of industrial meetings
but rather to be an attending expert advisor on governance, policies and procedures.
This avoids conflicts of interest and duty inherent in your roles. Also, you would not
have much credibility as chairperson of an industrial meeting, as you clearly
represent the employer and are in a position of authority and power. The most
appropriate person to convene and chair industrial meetings is the president of the
staff association.
Meetings are usually held about four times each year or as needs arise. There may
be a need to break down the size of meetings so that they are reasonably intimate
and manageable, allowing ready access by members. This would especially apply to
large multi-campus schools or mini-schools.

Career Structure
Almost everyone has aspirations to advance their professional career. As staff
members adopt increasing levels of responsibility through their progressively gained
expertise, it is important to allow opportunities for leadership or management that
recognise and reward their advanced skills and knowledge. Any one school cannot
provide such opportunities for all staff members; a healthy turnover of staff will occur
as people seek them elsewhere.
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In order to protect the esteem and effectiveness of senior positions, it is important to
use a competitive, merit-based system for selecting staff members (see Chapter 9
for more detail). A merit-based selection system assumes that the past performance
of a staff member indicates their future performance and demands that the most
suitable person is selected for a position from a field of suitable applicants.
It is also important to keep hierarchical levels to a minimum in any organisation,
preferably keeping within a three-tier structure for each category of employment. For
example, in the teacher category of employment, the school may have teachers,
senior teachers and leading teachers, with job descriptions and selection criteria
defined for each. As a general guide, for every fifteen teachers, you could expect to
have about three senior teachers and one leading teacher.
A senior teacher may be a Head of Department and the Curriculum Co-ordinator
may be a leading teacher. Another role for a senior teacher may be that of resource
management for a subject area. An example of a job description for a Curriculum
Co-ordinator and a Senior Teacher are Appendices 7.2 and 9.2 respectively.
Senior positions of responsibility need not be permanent positions. There are often
short-term projects, such as charity functions or school-wide celebrations, which
need co-ordinating and are an opportunity for staff members to access greater
responsibility. These opportunities allow staff members to demonstrate their
competence when it comes to applying for permanent promotion positions; they are
usually called higher duties positions. It is a good idea to allocate agreed allowances
for higher duties in the school’s annual budget.

Complaints Resolution
You and others will make mistakes and, from time to time, your judgements will be
affected by the prejudices that we all carry. Even if they never have to use it, it is
very reassuring to staff members that procedures are in place for them to use if you
or others ever do get it wrong. There should be two procedures: one for complaints
about people (such as harassment, intimidation or discrimination) and one for
complaints about work conditions (such as hours of work and salaries).
Examples of suitable procedures for each are shown below.
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People Complaint
Talk about it with
the person or
through a trained
mediator

OR

Talk about it
with a
management
team member

No

Resolved?

Take it to the
staff association
president

Resolved?

Take it to the
Principal

No

Conditions Complaint

OR

Yes

Talk about it with
a management
team member

OR

No

Resolved?

Take it to the staff
association
president

Resolved?

Take it to the
Principal

Talk about it
with the team
co-ordinator

No

Resolved?

Resolved?

No

Talk about it
with the team
co-ordinator

Take it to the school governance
grievance committee

No
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Take it to the school governance
grievance committee

Yes

Chapter 12 Big Schools and Small Schools
This chapter explores the strengths and challenges of big schools and small schools,
providing several models for organising groups of students. It also describes the
leadership and management roles of unit leaders within schools and how clever
organisation and design can optimise the strengths of both big and small schools. It
should be read in conjunction with Chapter 13 on small and large classes.
Roughly speaking, the optimum size for a school is around 500 students. This
optimum comfortably meets financial, organisational and cultural needs. Financially,
the economies of scale seem to peak at this number of students. Organisationally,
efficiencies of staff provision seem to peak and, culturally, the ability of staff
members and students to feel connected and engaged seems to be optimised.
Without taking financial considerations into account, schools of between about 150
and 500 students tend to be the most effective, assuming that the five underpinning
aspects of a good school are in effect. The main reason for this is cultural. In small
schools of around 150 students, everyone knows everyone else, usually on a first
name basis, to the extent that the understandings about how to behave and perform
are intrinsic to the culture rather than applied to it.
This includes the intrinsic expectations about student academic performance and
teaching excellence. No teacher can hide behind a mediocre performance and,
hopefully, no student can slip quietly and chronically into passive invisibility in a small
school. Both are very likely to be challenged in some way and supported to improve.
Negative behavioural aspects, such as bullying, harassment, stereotyping, exclusion,
polarisation and complicity are more likely to be noticed and more likely to be dealt
with swiftly and effectively in a small school than a large one. The insidious ‘dumbing
down’ strategy that clever students often use to gain social acceptance is also more
likely to be effectively dealt with in a small school, especially if the culture is one that
celebrates excellence.
That said, financial considerations have to be taken into account and the cultural
ideal may need to be compromised to accommodate economies of scale. With big
schools, there are strategies that can be used to make them feel as effective as
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small schools. Two of those strategies are the creation of multi-campus schools and
the organisation of a school into units with autonomous teams.

Multi-campus Schools
Levels
At the time of writing, the organisational trend for school systems is to divide them
into three sections: junior years, middle years and senior years. These three sections
come with a variety of names but, for the purposes of this book, they are called
junior, middle and senior years.
The junior years are usually composed of students between the ages of 5 and 10;
the middle years of students between 11 and 16, and the senior years of students
between 17 and 18. Some schools also have another section, called the early years,
for students between the ages of three and five. These divisions are broadly based
on the thresholds of child and adolescent development, marking transitions between
significant stages of brain development and the accompanying learning needs and
social demands.
Level

Age range

Early years

3 to 4

Junior years

5 to 10

Middle years

11 to 16

Senior years

17 to 18

A large school may have different campuses for each of the levels.

K-12 Campuses
Instead of organising a large school into early, junior, middle and senior years
campuses, the community may choose to have two or three K–12 campuses. These
are schools with students aged from three years to eighteen years of age (K–12)
being on the one campus. Well-designed K–12 campuses, which take into careful
consideration the range of student and program needs, can be delightful to work in,
as they develop a unique culture of care and support amongst the students.
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Although it is important for any school, for a K–12 campus it is essential to imbed a
strong social competencies’ program into the curriculum, to ensure that the culture of
care and support prevails. Also, because of the range of physical sizes and
competencies in students, and issues to do with the transition to adulthood of older
students, particular consideration needs to be given to basic design features in a K–
12 campus. These considerations include the flow of human traffic, playground
safety, playground allocations, eating areas and approaches to teaching.
These issues, if properly addressed, can make a K–12 campus more expensive to
establish and operate than a single-level campus, such as a middle years campus
model that has separate campuses for different levels, as there is often a need to
duplicate physical resources. For this reason, the K–12 model is usually used for
single-campus schools serving small, isolated communities with a wide age range of
students.

Playground Issues
If you find yourself in the situation where it is desirable that you create a multicampus school, it is also desirable that you situate the campuses on separate sites
or adjacent sites with physical barriers between them. The reason for this is to
ensure a critical mass of students in a playground at any given time is not reached
so you can supervise them effectively.

Duty of Care
In many countries, the national legislation stipulates that while students are at
school, teachers are just as responsible for their care and safety as parents normally
are in the home situation. This is a big responsibility and one that requires students
to be constantly within sight of a teacher.
The periods of risk for things to go wrong are during playground breaks: especially at
the beginning and end of a break, when supervision is low. Those brief periods of
two or three minutes when teachers are moving to and from classes are the peak
times when bullies know to exercise their influence.
It makes sense that the smaller the number of students in the playground, the less
opportunity there is for things to go wrong. There seems to be a point at which a
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critical mass of students in a playground is reached, making the difference between
a calm and happy environment of support and co-operation and a frantic
environment of bustle and competition. The frantic environment is a breeding ground
for violence and other undesirable behaviours. On a rough estimate, active junior
years students need about thirty square metres each of playground to maximise their
use of good social etiquette and reasonable behaviour. This equates to the
equivalent of one basketball court for every twenty students or one hockey field for
every one hundred and sixty-five students.

Playground Design
You also need to cleverly design the playground so that it has areas for active and
passive use, major and minor games, purpose-built equipment and wet or hot
weather use. This requires several staff members and parents to work together to
design a playground for a variety of student ages, sizes, needs, interests and
abilities within the budgetary limits of the school.
Also, keep in mind the lines of sight for teachers on playground duty and avoid
placing buildings, equipment, trees or garden beds in places that create areas that
are difficult for teachers to supervise.

Units with Autonomous Teams
A big school can also be made to feel like a small school by organising the structure
of classes into discrete units, either vertically, horizontally or as a combination of
both. A vertical arrangement creates mini-schools within the one school: for
example, two units of K–6 classes. A horizontal arrangement creates levels within
the school: for example, all 15-year-old students. An example of a combination of
vertical and horizontal units is a unit consisting of all students aged between 11 and
12.
From a management point of view, the most practical organisation of units is the
combination model, with each unit using a narrow age range of students at a similar
stage of development. These units are called multi-age units.
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Multi-age Units in Junior Years
When defining which age ranges are included in a junior years’ multi-age unit, take
care with how you consider the placement of students who are in their first few years
of formal schooling. Two factors to consider in particular are the familiarity with
school routines and expectations and the ability to continue learning to read
independently.
The thresholds of child and adolescent development, as mentioned earlier in the
chapter, need to be considered when organising students into multi-age units.
With this in mind, a possible organisation of a junior years’ school into multi-age units
may be:
Level
Junior years

Student ages

Class numbers

Number of multi-age units

Number of leaders

5 and 6

12

3

3

7 and 8

10

2

2

9 and 10

12

3

3

Within the junior years multi-age units, the classes can be organised however you
wish as long as appropriate approaches to learning and teaching are used and units
of work are planned over a two- or three-year period before recycling them.
Educationally, it makes no difference if you mix students of different age groups in
the one class or keep them as single-age classes. Within the boundaries of the unit
age range, both financial and class size benefits can be safely made by organising
the classes into any combination of ages.
The following comparative table of class organisation for a junior years’ school
demonstrates how, for the same number of teachers, a mix of single-age and mixedage classes keeps the class sizes of older students at least 18 per cent smaller than
if there were only single-age classes.
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Based on a student enrolment figure of

439

Mixed-age classes
Student ages

10

9

8

7

6

5

Single-age classes
Student ages

Student numbers

64

67

69

71

84

84

Student numbers

Teacher

Class sizes

A
B
C
D
E
F
G
H
I
J
K
L
M
N
O
P
Q
R
S
TOTAL

26
26
25
25
25
25
25
24
24
23
23
21
21
21
21
21
21
21
21
439

26
26
12

13
25
17
12

8
13
25
14
9

10
15
23
23
21
21
21
21

64

67

69

71

84

21
21
21
21
84
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Teacher

Class sizes

A
B
C
D
E
F
G
H
I
J
K
L
M
N
O
P
Q
R
S
TOTAL

32
32
23
22
22
24
23
22
24
24
23
21
21
21
21
21
21
21
21
439

10

9

8

7

6

5

64

67

69

71

84

84

32
32
23
22
22
24
23
22
24
24
23
21
21
21
21

64

67

69

71

84

21
21
21
21
84

Multi-age Units in Middle and Senior Years
A possible organisation of a middle years’ school and senior years’ school into multiage units may be:
Level
Middle years

Senior years

Student ages

Class numbers

Number of multi-age units

Number of leaders

11 to 13

12

2

2

14 to 16

10

2

2

17 and 18

8

2

2

With the middle years and senior years units, restrict the allocation of students to
single age groups unless financial constraints dictate otherwise. This is because of
the widening gap in ability differences as students age. The older students are, the
more challenging it becomes for teachers to plan for those ability differences.

Allocating Students to Classes
For a senior years campus, the main consideration when allocating students to
classes is the student selection of subjects being studied. For junior and middle
years campuses, where most students are studying the same curriculum subjects,
the main considerations to take into account when allocating students to classes are:
•

a balance of gender representation

•

a full representation of abilities

•

a balance of age representation

•

a balance of language background representation

•

the inclusion of friendship groups.

This desirable mix of students in each class has a significant effect on school culture
as well as significant benefits to student learning. Chapter 13 highlights the benefits
of organising classes into learning groups, and different group compositions can be
organised for different learning purposes. These can include mixed-ability groups,
limited-ability groups, gender-specific groups and interest-based groups. In any
given day a student may work in three or four different group compositions
depending on what the learning focus is for each group.
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Unit Leaders
Usually, the role of a unit leader needs to be different for each of the three levels of
schooling. This is because of the predominant approach to how the curriculum is
delivered to students in many countries and systems. Typically, in a junior years’
school, one teacher teaches many curriculum areas to one class of students in one
classroom. In a middle years’ school, one teacher teaches a small number of
curriculum areas to a large number of classes, and the students usually move from
classroom to classroom. In a senior years’ school, it is similar to the traditional
middle years’ model but, because students usually study fewer curriculum areas,
their degree of mobility and their exposure to multiple teachers tends to be less.
The role of the unit leader is pivotal to making a big school feel like a small school.
In a junior years’ school, the unit leader focuses on the quality of culture of a welldefined group of students and a well-defined team of teachers, because the
composition of the teaching team remains the same. In a middle or senior years’
school, the unit leader only focuses on the culture of a well-defined group of students
because the composition of the teachers of that group is fluid and the teachers work
across several units. The quality of the culture of teaching teams in a middle or
senior years’ school is the responsibility of the various faculty heads of department
rather than the unit leaders.
The purpose of building a culture of high performance and high morale in units of a
school is the same for junior, middle and senior years’ schools: to improve student
learning by making a big school feel like a small school. The difference is that, in a
junior years’ school, one leader has the responsibility, because they are able to
focus on both students and teachers and, in middle and senior years’ schools, two
leaders have the responsibility, one for the students and one for the teachers.

Junior Years
In a junior years’ school, each multi-age unit consists of between four and six
teachers. They constitute an autonomous team; lead by a unit leader and, using the
structure shown in Appendix 9.1, the unit leader functions at the Head of Department
level.
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The role of the unit leader involves building a culture amongst the students and staff
members of the unit that produces high performance and morale. As described in
Chapter 5, morale is optimised by developing its three main influences: a sense of
achievement, a sense of affiliation and a sense of influence.
To build a culture of high performance and morale in a junior years’ unit, unit leaders
have two main roles: that of pedagogical leader and that of developer of social
capital.
Pedagogical Leaders
Pedagogical leaders actively develop and promote the craft of teaching in their
teams. The main functions of a pedagogical leader are:
•

to actively and positively influence the quality of teaching and curriculum content
and the organisation within their unit

•

to be ardent students of effective teaching practices and curriculum
developments and jugglers of innovation and tradition

•

to set, model and maintain high standards and expectations of their fellow team
members and systematically challenge mediocrity

•

to be mentors to their team members in terms of teaching practice, curriculum
content and organisation.

Developers of Social Capital
Social capital is the trusting relationship between people which optimises cooperation for mutual benefit. The main functions of leaders of social capital are:
•

to institutionalise social norms and social trust in their team by establishing
– negotiated procedures
– democratic practices
– sharing of information
– workload equity

•

to provide contextual frameworks for decisions by describing and promoting
whole school needs

•

to provide context, integrity and synergies in program delivery by actively liaising
with other teams
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•

to promote high team morale by establishing procedures that allow a sense of
influence, achievement and affiliation to flourish

•

to include social capital in the curriculum.

Middle Years
With middle years’ students, the unit leaders optimise morale by developing a sense
of achievement to some extent but especially by developing a sense of influence and
affiliation. The teachers of the various curriculum areas are better able to develop the
sense of achievement through their focus on learning.
It is well-researched and documented that adolescent students are more interested
in exploring their part in personal and group relationships than they are in academic
learning. They increasingly seek to understand the boundaries of social mores and
establish personal autonomy. It is therefore important that schools provide safe and
satisfying opportunities for students to exercise their growing independence and
encourage and empower them to remain interdependent in appropriate ways. It is
also important that adolescent students feel valued by and connected to the
community they live in and Chapter 17 has a section on community that offers
strategies for achieving this.
Your role, as a middle years’ Principal, is to lead the staff in identifying and putting
into practice appropriate strategies that keep students feeling valued by and
connected to each other and their community. Ideally, this should be intrinsic to the
curriculum so that the focus remains on learning. The unit leaders have the task of
leading the implementation of those strategies within their unit. In order to create
efficiencies, synergies and a whole-school perspective, unit leaders should meet
regularly to share ideas and approaches and to collaborate in projects.

Senior Years
Students in senior years’ schools tend to be well-focused on achieving academic
success. They usually have a post-school goal, such as entrance to a higher
education institution, gaining employment or developing a particular interest. Their
relationships tend to be adult-like and they seem to have a heightened awareness of
what the near future may bring. With this heightened awareness comes anxieties
about performance, both academic and social, and the role of the unit leader
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becomes that of building a student community of mutual support and reassurance,
shored up by responsive and caring teachers.
The unit leader in a senior years’ school needs to be something of a logistics expert,
building inter-related academic networks and matching need with expertise. When
you are addressing the establishment of units in a senior years’ school, it is very
helpful to use the thinking tools described in Chapter 7, especially the Y-chart and
mind map. Use the questions, ‘What does a student community of mutual support
and reassurance feel like, look like and sound like?’ and ‘How do we build a student
community of mutual support and reassurance?’ Remember to keep the focus on
student learning.

Silos
The establishment of units needs to be accompanied by procedures that require
teams to support each other, otherwise, there is a risk of silos developing in the
school. As described in Chapter 2, silos are groups within an organisation that
develop their own subculture and become exclusive, territorial and competitive in
their relationship with other groups. This is counterproductive to maintaining your
culture of high performance and development.
Having the unit leaders responsible for developing social capital in their teams
largely prevents silos from occurring, and the other main prevention strategy is unit
leader meetings. Either you or the assistant principal need to hold regular meetings
with the unit leaders. At these meetings, the leaders report progress and challenges
to each other, share experiences, gain efficiencies, co-ordinate events and broker
mutual support. In this way, the risk of silos developing is greatly minimised.
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Chapter 13 Big Classes and Small Classes
There is continuing debate around the world about the ideal number of students in a
class for optimal learning. Increasingly, as academics collect, analyse and interpret
data, the debate is settling on desirable class sizes for different age groups.
This chapter explores the issue of class sizes and provides advice about some
important aspects of teaching and learning to think about as the school makes
decisions about the size of its classes. Class sizes need to be considered carefully if
the school aims to:
•

provide deep learning through the relationship between teacher and students

•

provide student-centred, joyful, active and authentic learning experiences that
require space, resources and manageable noise levels

•

use synergetic learning groups or teams

•

cater for different student preferences, abilities and opportunities throughout the
full range of age levels in the classes

•

be reactive to particular student cohorts (groups)

•

have student-centred, activity-centred, and research-based classes.

Relationship between Teacher and Students
The relationship between teacher and students is one of the most powerful
influences on student learning. If a teacher is liked, trusted and respected by
students, then it is likely that students will be interested in and attentive to what is
being taught. Conversely, if a teacher is disliked, distrusted and not respected by
students, they are more likely to experience low interest in and low attentiveness to
what is being taught. Effective learning and teaching relies largely on effective
relationships between teachers and their students.
Students like teachers who take an interest in them personally, and one of the most
widespread expectations that parents have of teachers is that they like their child.
The development of this two-way relationship of trust and respect requires that a
connection be made between the teacher and each student.
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Not only should the connection acknowledge each student as an individual but it
should also allow the teacher to analyse each student’s needs. If a teacher is to
provide context and personal relevance, and map a pathway to discovery with
students, then the connections need to accommodate fundamental aspects of
learning.
These include:
•

understanding what each student already knows

•

understanding what each student needs to know next

•

understanding the interests and abilities of each student

•

considering the appropriateness of what is being taught to the developmental
readiness of each student

•

ensuring the relevance of the subject matter

•

ensuring that each student has significant, supported responsibility for their own
learning

•

creating and supporting synergetic teams.

The ability of a teacher to gain enough knowledge and insights about students to
allow them to engage each one, significantly, is very much affected by the number of
students in a class.

Approaches to Learning and Teaching
There is no doubt that the size of a class is a major determinant of how a teacher
teaches. There seems to be an optimal number of students in a classroom that
keeps a teacher within their comfort zone and ability to cope. All teachers want to
deliver the best possible programs, but there are limits to what can be reasonably
expected of a teacher. It is supposed to be a job, not an all-consuming way of life,
and exemplary approaches to learning and teaching become more demanding the
larger a class becomes.
For this reason, the smaller the class, the more probable it is that the teacher will use
the most effective teaching strategies in keeping with best practice. That said, there
is a minimum class size threshold as well as a maximum one. The larger the class,
the more likely it is that the teacher will resort to lecturing students rather than
leading their learning journey. Also, small classes are problematic, as the ability to
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organise students into autonomous groups is reduced and the lecturing mode may
also prevail in them.

Learning Groups
In the world of business, it is becoming increasingly acknowledged that successorientated teams are the most effective way to be productive. Individuals competing
against each other can be more counterproductive than productive but teams with
cultures that create synergies are usually far more productive than individuals
working in isolation. The same principle applies to learning.
As discussed previously, synergy is what a team has when the team’s output is more
than the sum of the output of its individual members acting alone. It is based on the
fact that members of a team bring different talents, experiences, skills and
knowledge to that team. For example, if an expert musician with some lyrical
expertise wrote a song, it would probably be a good song. If an expert lyricist with
some musical expertise wrote a song it would also probably be a good song. If they
wrote two songs together, they would probably be better songs than those they
wrote separately.
Learning groups are teams of students embarking together on the same learning
quest. Their individual perspectives and abilities add value to learning as they work
together to present a coherent outcome to their team effort. There are optimal class
sizes that best support the model of learning groups.

Age of Students
When good teachers plan their curriculum programs, they take into account the
individual differences of students in relation to ability, experience and opportunity. As
students become older, the greater these differences become. By the time they
reach early adolescence, the direction learning takes can require markedly different
curricula for students with different preferences, abilities and opportunities.
From this it is apparent that as students become older it becomes more challenging
for teachers to cater for the increasing differences between them with the implication
being that as students age class sizes should shrink.
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This basically applies for students over the age of seven years. Students aged
between five and seven years of age are a special group. It is at this age that it is
critical for students to learn to read to the point from which they can then progress
independently. The amount of time the teacher has to focus on individuals is very
important at this age.
Research is currently indicating that there are specific age ranges when different
class sizes generally apply: up to 5 years of age, 5 to 7 years of age, 7 to 11 years of
age, 11 to 16 years of age and 16 to 18 years of age.

Mixed-age Classes
Mixed-age classes are those with students of two or three different age groups in the
one class and, although they can be a subset, are not to be confused with the multiage units described in the previous chapter. With the right methodology, these
classes are wonderful to work with and are highly effective. However, as mentioned
above, the older the students are, the more apparent their differences become and
the more demanding it is for teachers to cater to the different needs.
This widening divergence of needs, combined with the social and physical
differences in maturity as students become older, needs to be especially considered
as students enter puberty. For this reason, it is advisable to either limit the use of
multi-age classes to students below the age of eleven or limit the number of students
in multi-age classes for students over eleven years to as few as possible.

Cohorts
For inexplicable reasons, there always seem to be groups of students who are more
academically capable and socially competent than others, and this varies from year
to year. As a consequence, some groups of students are more demanding than
others in terms of time and resources.

Room Sizes
In an ideal situation, each student needs about five square metres of working space
in a junior school general purpose classroom and about 6.5 square metres of
working space in a middle or senior years’ general purpose classroom, if the school
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uses an active, student-centred approach. This includes desk and chair space, traffic
space, teacher resource and working space, display space, activity space and space
for a research resource centre.

Affordability
The final consideration is the number of teachers the school can afford to employ for
the number of students attending and the number of classrooms available. This will
be largely determined by the governing body of the school and will be mostly beyond
your control, which makes it the most determining of all factors.
If your governing body is enlightened and understands the impact of class size on
educational quality, then it will consider the above influences. If not, you and your
leadership team may choose to consider creative alternatives to try and
accommodate the above influences as best you can.

Teaching assistants and parents
While there may be only one teacher per class, there can be teaching assistants and
parents who support the learning programs and provide close working relationships
with students. This is beneficial from several perspectives, which include having a
variety of adults for students to relate to, having individual attention for students
identified as having a particular need and allowing different activities to be happening
in different groups at the same time.
The activities that teaching assistants and parents can support include listening to
reading, teaching specific practical skills, athletic and sporting events, special events
and excursions to community-based resources.

Specialist Teachers
Some schools can afford to have specialist curriculum programs with specifically
assigned teachers. Examples of this are a library program, a physical education
program, visual and performing arts programs and a foreign language program.
When this is possible, classes can be organised so that all or part of a class attends
a specialist program, enabling the regular teacher to take a targeted learning
program or to have time for planning future curriculum programs.
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If the school can afford this, class sizes can be appropriately designed around such
programs.

Trends
Increasingly, schools around the world are progressively reducing the number of
students in their classes, with the eventual aim of having most classes with student
numbers that readily allow teachers to teach at their best. If your school is a junior or
primary school, try as much as you can to keep the number of students in classes for
5-, 6- and 7-year-old students as low as possible. This is the critical age range when
learning to read is most important. Investments in effective teaching at this level will
pay off as those students grow older.
The two years before university entrance are also critical years and are another
focus for keeping class sizes as low as you can manage. Again, although small
classes are expensive to resource, there are many benefits.
What is desirable and what is achievable are often very different. If basic financial
circumstances do not allow your desired ideal, then perhaps one of your main school
improvement goals is to gain enough financial support for them to do so. The
combination of enlightened parents and an enlightened community is very powerful.
Gaining supplementary funds is often possible if the need is obvious and pressing.
Educating your community is fundamental to raising expectations and improving
conditions.
Reducing the size of classes at the school may take you and the governing body
many years to achieve but you can see from the notes above that it is a goal worth
pursuing. Along with the continuing development of staff members, it will be one of
the biggest determinants of school effectiveness.
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Chapter 14 Students
This chapter emphasises the importance of student safety, good teaching, effective
behaviour management and forums for allowing students to influence decisions that
affect them. It also describes your role as a leader of improved teaching.

Keeping Students Safe
The five main factors influencing how safe students are in a school are social
competencies, student density, proper adult supervision, incident prevention and
incident response procedures.

Social Competencies
Social competencies are valuable social and life skills that students need to succeed
in life. They should therefore permeate the culture of the school and be expectations
that are actively taught, encouraged and rewarded. Nelsen, Lott and Glenn, in
Positive Discipline (Three Rivers Press, 2000) list the following valuable social and
life skills as social competencies:
•

having respect for self and others

•

having self-discipline and taking responsibility

•

having self-confidence and courage

•

having the desire to co-operate and contribute

•

having good communication and problem-solving skills

•

being self-motivated to learn, with accurate perceptions of capability

•

having honesty, a sense of humour and happiness

•

having healthy self-esteem; being flexible, resilient and curious.

As mentioned in Chapter 5 there are three elements at play in a culture of social
competence – standards, inclusion and support – and these are described in that
section of the book. For students, it is important to actively identify and uphold the
standards and inclusion elements and to use a support system that keeps the focus
on standards and inclusion.

Standards
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The school needs a global behaviour management policy for students, and its
resulting procedures, so that each staff member knows how to promote appropriate
student behaviour and knows how to consistently react to inappropriate student
behaviour. This policy should be based on the school’s agreed code of conduct and
is covered in more detail later in this chapter.
However, as well as this, each homeroom class needs to establish its own
agreements about how students will relate to each other. Such an agreement is
called a class code of conduct and an example, actually drafted by students in a
junior years class. is given in Appendix 14.1. The four standards, or rules, that this
class arrived at were:
1. Work hard.
2. Be safe.
3. Have fun.
4. Care for each other.
The students described what each standard meant in the context of a classroom and
those descriptions are included in Appendix 14.1.

Inclusion
Inclusion is one of the main keys to a happy, industrious school and is well
represented by the Venn diagram of high morale on in Chapter 5.
Almost every student who is unhappy at school is unhappy because they have been
excluded by their classmates. This is assuming that the school has good staff
members who care about the students and each other. Exclusion of students by
other students is often subtle and difficult to identify, and a useful strategy for
homeroom teachers to use to both prevent and resolve exclusion is a class meeting.
Class Meetings
Class meetings are the main forum for developing social competencies. They are
held during class time, two or three times each week for about twenty minutes and, if
conducted well, are extremely popular with students. Class meetings allow students
to monitor their own and each other’s behaviour and to support each other to
maintain the agreed standards. Effective class meetings have the following proven
structure and agreements.
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Structure
•

Use a meeting circle

•

Give and receive thanks and compliments

•

Reflect on the suggestions of the previous meeting

•

Use an open agenda

•

Go twice around the circle to share ideas and feelings.

If there is enough time, it is good to finish a class meeting with a short, co-operative
and fun activity that leaves the students feeling cohesive and happy with each other.
Agreements
•

An agreement to use a solutions-based approach to issues

•

An agreement that, when a person speaks, they do so without interruption,
interjection or uninvited responses from others

•

An agreement that all statements will have the purpose of maintaining the agreed
Standards in positive ways

•

An agreement that all statements will be listened to without derision, mockery or
anger.

Student Density
Overcrowding increases the likelihood of accidents and inappropriate behaviour. If
your data indicates that the incidence of mishaps and injuries is rising, consider the
possibility that there are too many students in the buildings and grounds at any one
time.
This may mean that you should either plan for staggered class times and break
times or expand the provision of classrooms and playground space. A far less
desirable alternative is to restrict the physical activity of students and increase the
policing of their outdoor games and indoor movement between classes.

Proper Adult Supervision
Playground

193

Ideally, the ratio of adults to students in a playground should be the same as it is in
the classroom. However, that is unachievable in most schools. The best alternative
is to have a well-defined supervision procedure accompanied by proper training for
the relevant adults.
These are the golden rules for playground supervision.
•

Always have adult supervisors in the playground during break times.

•

Assign enough adults to the playground to supervise each field of vision.

•

Assign at least one adult to every four thousand square metres of playground
space.

•

Concentrate on high-risk areas, such as playground equipment and rough
surfaces.

•

Train supervisors to be alert and highly mobile.

•

Train supervisors to be proactive in how to prevent possible incidents.

•

Equip supervisors with a high visibility vest and a minor injuries pack.

•

Train supervisors to always respond to, follow up and record student complaints.

•

Have a system for calling for assistance with an incident that requires extra help.

Classroom
There is only one golden rule for classroom supervision and that is: never to leave a
classroom of students unsupervised by a responsible and competent adult.
Remember, you have a duty of care.

Excursions or Field Trips
Because of the less-structured nature of the world outside the school, the ratio of
responsible and competent adults to students on excursions or field trips needs to be
higher than at school. In most situations, that ratio is one adult for every ten
students, with a minimum of two adults at every excursion. For excursions that
include outdoor adventure activities, such as hiking or canoeing, the ratio is one
responsible and competent adult for every five students.
If you have students with limited abilities, such as a student with cerebral palsy, you
need one adult for each student of limited ability. Make sure that the responsible
adults have a first-aid kit, some cash and, if possible, a mobile phone so that
assistance can be summoned in case of an incident that requires extra help.
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Incident Prevention
The institutionalisation of social competencies, the minimisation of student density
and the use of proper adult supervision are highly effective incident prevention
strategies. However, they are often not enough and there are other risk management
strategies that need to be used. These include the identification of high-risk accident
areas, safety audits, bullying surveys and traffic regulations for students during peak
movement times.

High-risk Areas
The high-risk accident areas will become apparent as you collect data from each
incident and conduct your safety audits. To collect data, train staff members to enter
information into an incident book that is kept in the staff lounge or front office. The
register may look similar to this:
Date

Time

Staff

Student(s) Incident

Location

member

Probable

Action

cause

taken

10
August

10.15 Mr Greg

Ahmet

Broken
Monkey
arm from a bars on
fall
playground
equipment

Adventurous Ambulance
play
and parents
Bars may be called.
Student
too high up
hospitalised.
Recommend
removal of
crossbars.

24
August

10.20 Ms Lee

Vimla and
Tony

Fighting

Unresolved
family
issues and
peer
pressure

Behind the
bicycle cage

Students
reconciled;
parents
informed;
sanctions
applied.

Not only will the incident book alert you to high-risk areas or equipment but it will also
inform you of the probable action to be taken. For example, many schools have
removed swings from their playgrounds because of head injuries caused by the seat
striking unwary students.
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Safety Audits
Safety audits should be conducted about three times each year and carried out as a
team. This is a good activity to do with a member of the parents’ association as it
demonstrates that you are serious about student safety. Look for such things as:
•

factors in tripping

•

sharp edges

•

splintered wood

•

rusting metal

•

uneven or rough surfaces

•

slippery surfaces, especially entrance areas and stairs

•

uncovered drains

•

protruding objects, such as low tree branches and open windows

•

jutting nails, bolts, rivets or screws

•

unprotected glass objects

•

chemical hazards

•

sanitary and hygiene hazards.

Keep potentially dangerous equipment and chemicals locked away when not in use
and keep an inventory of what they are and where they are. Also use signs to alert
people to where potentially dangerous equipment or chemicals are stored.
Insist that cleaning and maintenance staff use safety equipment and train them in
safe practices. Also ensure that they have the proper resources to do their work
safely.

Bullying Surveys
Bullying is the misuse of power to intimidate and demean others. The use of a
bullying survey has a big influence on student safety. It can help to identify who the
bullies are in the school and where and when bullying occurs. Bullying is an insidious
practice that is often difficult to identify and observe. However, an anonymous survey
of all students soon brings to light common perceptions.
It is important to interview students who have been identified as bullies by several
students, show them the results of the survey and gauge their reactions. Some
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students genuinely do not realise that they are perceived as a bully and are shocked
to realise their status. Often this is enough for them to change their behaviour.
Other students do not like being identified and are shamed into changing their
behaviour. Others again need more assistance with changing their behaviour and
their parents will need to be involved in planning a collaborative approach to
addressing the situation.
Keep in mind that bullies are often also victims and they may need extra support
from a student counsellor or homeroom teacher for some time before they feel more
accepted in the student community. Put a combination of support and sanctions into
place with proven bullies and always work towards reconciliation between bullies and
their victims.
An example of a bullying survey for a middle or senior years school is given in
Appendix 14.2. This bullying survey would also be suitable for the senior students in
a junior years school, but a modified, pictorial version would need to be used for the
younger students. Before using the survey with students, hold discussions between
teachers and students about what bullying is, and stress that the school is serious
about addressing any bullying issues.
After the survey, share the collated results with the students, except for any names
of perceived bullies. Hold further discussions to clarify aspects of the survey results
and present any actions that the school plans to take in response to the survey.

Traffic Regulations
These are designed to keep the movement of pedestrians safe and efficient during
peak times, such as between classes and immediately before and after breaks. The
golden rule here is to keep the regulations to a minimum and keep them simple and
reasonable.
Examples of simple and reasonable traffic regulations include:
•

Do not run in buildings.

•

Keep to a predetermined side (left or right) when walking in buildings.

It is also a good idea to have designated passive areas in the playground, where
students who prefer to sit and talk with friends can do so without disruptions caused
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by more active students. Declare these areas ball-free and running-free and use
clever design with garden beds and seating to discourage active play.

Incident Response Procedures
Incident responses are designed to minimise any harm or damage done during an
incident and to prevent any re-occurrence of a similar incident in the future. An
incident can range from a minor graze caused by a fall in the playground to a more
serious broken arm or to a major incident, such as a fire or natural disaster.
A risk analysis by the leadership team should identify possible incidents and prepare
the school’s responses should they ever occur. These responses need to be well
communicated and regularly practised to test and refine their effectiveness and
efficiency.
Unfortunately, even the most careful and prepared school will have incidents that
require a well-planned appropriate response. The kind of incidents for which to be
prepared include those to which a small number of adults respond, such as injuries,
medical emergencies or assault, and those to which the whole school responds,
including external incidents, such as traffic accidents or chemical spills; external
threat, such as siege or insurgency; internal threat, such as a bomb threat or armed
intruder; fire; earthquake; flood; typhoons or hurricanes or a death on campus.
These two kinds of responses can be defined as ‘medium response’ and ‘major
response’ respectively.

Medium Response
Injuries
If you are lucky enough to have a staff member who has a certificate of First Aid from
a respected training provider, such as the Red Cross, then that person can train
other staff members how to safely respond to a student injury. If you can, try and
have at least two trained staff members at the school and help them to keep their
certification current by including the cost in the annual budget.
Naturally, your response to an injury varies according to the severity of the injury and
how it occurred. However, other than treating the injury appropriately, there are two
main things to remember with student injuries. The first is to inform a parent as soon
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as possible if their student has been bruised, is bleeding or has a more serious
injury. Do this by telephone if possible or, at least, send a written explanation home
with the student at the end of classes. The second is to overreact to an injury rather
than be casual about it. If it is possible that a bone is broken, then assume that it is
broken. If it is possible that a student has concussion, then assume that they do
have concussion. It is far better to be criticised for overreacting than to be criticised
for serious neglect.
At the beginning of each year, inform parents generally that this is the attitude you
will take with injuries and that the cost of any ambulance or hospital treatment for
accidental injuries will be their responsibility. If they can afford it, families can then
decide whether or not to buy medical insurance.
Some schools broker a bulk deal for medical insurance for students, which is
cheaper for families than buying insurance individually. The governing body of the
school may consider that arrangement as part of the school’s service to its
community.
Remember to train staff members to enter injury data into the incident book so that
you can analyse it to help prevent injuries in the future.
Medical Emergencies
With medical emergencies, it is important to distinguish between those you can
prepare for and those you cannot. Include in the student enrolment procedure a form
requesting information about allergies and other medical conditions that may require
an urgent response at some time. Keep a list of students who have such medical
conditions, along with how to react if the conditions occur, and post the list on a
noticeboard in the staff lounge and alert staff members to it at a staff meeting.
If you are Principal of a large school, it is also a good idea to have a photograph of
each identified student next to their names.
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For example:
Name

Photo

Age Condition Action

Lucy

[photo]

12

Asthma

1. Give four puffs of an asthma inhaler.
2. Wait four minutes.
3. If there is little or no improvement, repeat Steps 1 and 2.
4. If there is still little or no improvement, call an
ambulance immediately.
5. Continue administering Steps 1 and 2 until the
ambulance arrives.
6. Notify her parents.

Note: A poster giving directions for managing a serious asthma attack is given in
Appendix 14.3.
If an ambulance is called, have a copy of the student’s health information ready for
the paramedics to consult. An example of a health information form is given in
Appendix 14.4.
If a student needs to be taken to a hospital, always send a staff member in the
ambulance as well. If possible, ensure that the staff member is familiar to the student
so that they are able to be reassuring. Remember to contact the parents immediately
after calling the ambulance.
Assault
Assault includes physical violence and tirades of verbal abuse, neither of which
should be acceptable in a culture of social competence. Prepare for such incidents,
usually between students, by having a response that has been arrived at through
consensus by staff members and the governing body and enshrine that response in
a policy and a procedure.
Some guidelines as a starting point are:
•

Initially remove the students involved from any audience and from each other.

•

Allow them enough time to cool off and see reason.

•

Listen to each story and distil each story so that you get agreement about what
occurred.

200

•

Help the students towards reconciliation and get them to agree on any necessary
recompense.

•

Apply consequences for the assault as guided by the school’s policy on student
behaviour management.

Although this takes time, the result will be far more satisfactory and lasting than if a
quick fix is applied, and so will save time in the long term.
If the assault is by an adult and is serious, involve the police as soon as possible.
Otherwise, apply the code of conduct or managing unsatisfactory performance
procedure, depending on the severity of the situation.

Major Response
Incidents demanding a major response are those that affect the whole school, such
as:
•

external incidents such as traffic accidents or chemical spills

•

external threats such as a siege or insurgency

•

internal threats such as a bomb threat or an armed intruder

•

fires

•

earthquakes

•

floods

•

typhoons or hurricanes

•

a death on campus.

Because of their complexity, major response incidents need more than a simple,
one-page policy or procedure. They need a manual that describes the roles of key
persons in the school and the actions that need to be taken to ensure student safety
is maximised as efficiently and effectively as possible.
The manual needs to be simple, explicit and well designed so that it can be quickly
and easily referred to in an emergency. After you and the leadership team have
drafted such a manual, ask emergency response experts in the community, such as
the fire brigade, ambulance service or police, to read it and provide suggestions for
improvement.
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An excerpt of an emergency response manual for a junior years school is given in
Appendix 14.5. It can be readily adapted for middle or senior years schools.

Teaching Well
Having a relevant curriculum, with approaches to teaching that engage students in
their own learning, is the school’s core business. Your recruitment procedures,
performance and development program and school wide focus on learning,
accompanied by a culture of celebration, will all strongly support the quality of
teaching and learning. However, there is another dimension and that is your
involvement as the overall leader of improved teaching practices.

Leading Improvements in Teaching
Both teachers and students need to know that you are interested in and enthusiastic
about what they are doing. Your role as a leader extends beyond the essential
systematic improvement programs to that of your personal engagement. This is
where your sense of empathy and fun, along with all of the other interpersonal skills
described throughout this book, come into play.
Remember, leadership is all about identifying and managing change and, in order for
improvements and innovation to occur, you need to be seen to support the risktakers on the teaching staff, those who try out new ideas. While keeping a focus on
the best interests of the students, always listen to and talk through the ideas and
suggestions of the teaching staff and be flexible enough to provide support to those
who can articulate and justify reasons for change.
At the same time, be careful not to devalue or to detract from existing programs, be
careful to continue supporting and encouraging existing good practice and be careful
not to let whimsical innovation derail the school improvement plan.
The same approach applies to students. It is very empowering for students if they
come to you with a proposition and you help them to make it happen. Such an
approach strongly heightens the care and support elements of a culture of high
performance, social competence and engagement and commitment.
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To help create and maintain your image as an accessible person, visit each
classroom as often as you can manage and try to engage personally with individual
students and their work each time you do so. As a courtesy to the teachers, let them
know when you will be visiting.
As an educational expert, you will have a personal vision of your preferred state of
the school in terms of approaches to teaching and learning. This vision will have
been developed through consultation with the leadership team, listening to other
expert opinions and the evolution of the school improvement plan.
The art of being a leader of improved teaching is to act as a sieve or gateway.
Encourage and support innovation that supports the vision, and discourage or delay
innovation that does not support the vision.
It is important to avoid imposing your personal vision and preferences on staff
members. By imposing something, you immediately negate the good ideas of others
and discourage innovation. It is better to be the sieve or gateway and quietly
influence change in subtle ways by planting the seeds of direction.
At the same time, you need to be proactive in promoting good teaching practices. Be
active in advocating best practice and, in the light of reputable research, challenge
false assumptions and mediocrity.
A powerful strategy is to identify the agreed beliefs of teachers about good learning
and good teaching and to make these the current standards for the school. One way
to do this is described in Chapter 6, which also provides a rationale for why it is
important to form agreed beliefs about learning.
Collaboratively articulate the beliefs into observable behaviours,; what you would
actually expect to see happening in a classroom where the beliefs were in effect.
Create one list of behaviours for students and another for teachers. Y-charts, as
described in Chapter 6, are a useful tool for doing this. Display these lists
prominently and attractively in the staff lounge. Then identify with teachers which of
the observable behaviours will be priorities to include in their approaches to teaching
and learning. During your regular visits to classrooms, note those behaviours that
are in action and provide feedback to the teachers about the extent of their good
performance.
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Dr Marzano, a leading education consultant in the USA, designed ten key questions
that teachers should ask themselves to check if they are teaching well. When these
questions are matched against the standards that you have arrived at with your
teachers, a matrix can be formed of the behaviours you would expect of a teacher
and a student when effective teaching is happening. An example of such a matrix is
given in Appendix 14.6.
In Chapter 8, it is suggested that teachers take turns to host a staff meeting in their
homeroom or specialist classroom. The role of the host is to welcome the meeting to
the room and give a five-minute overview of an aspect of learning that is currently
happening before moving on to the regular meeting agenda. As a part of this
session, encourage teachers to arrange visits to each other’s classes to see
practices that they find interesting in action.
Sharing this pool of expertise in practice is highly collegial, celebrates excellence
and helps cement the culture of high performance and development that you are so
carefully crafting.
Also ensure that the school subscribes to reputable education journals, is alert to
recent innovations and does not become complacent in its approaches to learning
and teaching. Encourage and participate in active professional dialogue at every
opportunity.
You will find that if you are stringent with putting the solid framework of systems into
place, such as the agreed policies and procedures, then the strength of that
framework will, in itself, guide and encourage good practice and you can act more as
the provider of encouragement and support at a personal level.

Managing Student Behaviour
The most effective student behaviour management strategy is to have a highly
relevant curriculum delivered by caring teachers through engaging, challenging and
interesting teaching approaches. This combination keeps students happily busy and
channels their energy in productive ways.
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However, when students do occasionally misbehave, it is important to have a well
planned response ready, one that has been agreed to through consensus by the
staff members and institutionalised as a program with a policy and procedures.
This student behaviour management program needs to encourage appropriate
student behaviour and redress inappropriate student behaviour. Remember, if a
policy is not based on beliefs, it is likely that it will fail.
So a lot of professional dialogue needs to take place to explore, inform and clarify
the beliefs about managing student behaviour. Also, a lot of research and
communication needs to be done to identify and communicate current best practice
so that the beliefs are influenced by expert advice.

Restorative Justice
In his weblog, Restorative Justice – Dr. Tom Cavanagh, accessed 28 September
2009, http://www.restorativejustice.com, Dr. Tom Cavanagh explains that,
‘Restorative justice is a value-based approach to responding to wrong-doing and
conflict, with a balanced focus on the person harmed, the person causing the harm,
and the affected community. Restorative justice focuses on transforming wrongdoing
by healing the harm, particularly to relationships, that is created by harmful
behaviour.’ It means that the offender becomes engaged in the process of righting
the wrong they caused.
For example, if a student pushes another student over in the playground, the
wrongdoer, under adult supervision and support, becomes responsible for explaining
their behaviour and its effects, for helping the other student clean themselves up, for
washing any wounds, for applying any medicinal creams, for giving them a drink of
water, for apologising for what happened and for including them safely back into the
playground activities.
This engages the offender with the victim and encourages empathy, compassion and
remorse as well as focusing on reconciliation. Because it happens in a firm but
supportive environment, it also encourages the victim to admit any wrongdoing that
may have incited the other student to push them over, and to apologise for it.
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Boys who are offenders particularly need help to articulate the account of their
behaviour, its effect on the victim and the apology. They will appreciate spending
dedicated time with you or the intervening adult to structure and rehearse the
language that is needed to express the required messages. This will help to
minimise any feelings of embarrassment and frustration they may have and
maximise the probability of reconciliation.
Most students participate readily in this approach; because they appreciate that it
fixes a situation and restores harmony. However, some students refuse to participate
and you will need a provision in the student behaviour management procedure to
address this possibility.
As described in Chapter 9, class meetings are a good forum for identifying injustice
and brokering restorative justice. Many schools have used this approach for many
years with great success and you are encouraged to include the concept of
restorative justice, and associated strategies, in your school’s student behaviour
management program.

Student Organisations
These come under various names, including student councils, student unions,
student clubs and student associations. They are constituted representative
organisations of the students by the students and formed to represent the interests
of students. They act as a representational student voice in decision-making
processes at school. For the purposes of this book, the student organisation is called
the student association.
Student associations greatly help to provide students with senses of achievement,
influence and affiliation. One of the first acts of a student association is to develop a
constitution as a guide to the extent of its influence and how to function properly. An
example of a student association constitution for a middle or senior years school is
given in Appendix 14.7.
You would meet with the executive (leadership team) of the student association
formally once each month and with the president informally about once each week.
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They will provide you with an understanding of how students are feeling about the
state of the school.
The executive can also perform significant official duties, such as conducting student
assemblies, organising community service projects and social functions, including
graduation celebrations or concerts. The student association may also be involved in
the design and placement of playground equipment, playground design, selecting
the menu for the canteen and conducting welcome tours for visitors during ‘open
school’ sessions.
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Chapter 15 Special Needs
This chapter provides a brief overview of an approach to catering for the educational
needs of students who are more educationally challenged than others. The umbrella
program for this approach is commonly called the special needs program.
As mentioned before, a thriving school is an inclusive school and caters for the
diverse needs of students, staff members, families and the community. An inclusive
school accepts, values and celebrates diversity, acknowledging differences and
uniting groups through agreed codes of practice.
The school must be clear about the extent of its ability to cater for diverse needs and
define where responsibilities lie for each stakeholder in a particular student’s
education. This is particularly the case with special needs students and, because of
the huge emotional investments that families and staff members make in special
needs students, the policies and procedures of programs dedicated to them need to
be clearly understood by all involved and managed well.

Individual Education Plans (IEPs)
Students with special needs are those requiring resources beyond the regular,
everyday provision in order to access an optimal education. In consultation with the
family of a special needs student, an inclusive school makes an initial assessment of
the student’s needs against clearly defined behavioural and physical criteria and
then designs an individual education plan (IEP) for the student.
As well as the IEP, a school–home action plan is designed, with responsibilities
clearly stated, and regularly monitored through progress reports. Appendix 15.1,
entitled ‘Special Needs Students: Guidelines for Placement’, can be used to assist
with the initial assessment of needs, along with Appendix 15.2, a proforma for an
individual education plan.

Program Support Groups
It is healthy for schools to acknowledge that parents and caregivers are experts
about the children in their care. Because they are deeply embedded in the story of
their children’s development and deal with the practical, daily issues in pragmatic
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ways, they have a strong awareness of the triggers that prompt certain behaviours
and a sound understanding of the abilities and challenges of their children. With all
students, it is wise to establish and maintain ready access to and good relationships
with parents and caregivers. For students with special needs, it is paramount.
For this reason, a program support group needs to be formed for each special needs
student. A program support group consists of:
•

the school-based staff member who co-ordinates and monitors support for the
student

•

a parent or caregiver

•

the class or homeroom teacher

•

school-based support staff involved in implementing the individual education plan
and, by invitation,

•

any external professional also involved from time to time, such as a speech and
language therapist.

In some cases, a parent may also appreciate having an advocate present to help
support their interests.
The program support groups co-ordinate each student’s initial assessment, finalise
the IEPs and school-home action plans, receive reports on progress and refine the
plans accordingly. Each group would probably meet about three times each
semester.
In a small school, you should be the school-based staff member who co-ordinates
the program support groups. This makes sense on a couple of levels; one being that,
unless you have enough funds to employ someone, no-one else has the flexibility to
do it.
The other good reason is that it gives the strong message to the whole school
community that you value and are serious about inclusion. The benefit to you is that
it connects you directly with the care of the students and teachers and they, along
with the parents and caregivers, will grant you a lot of credibility and trust because of
it.
If you do have enough funds to employ someone, make it a senior position of
responsibility because the Special Needs co-ordinator will be managing a significant
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number of people and liaising with families at a highly sensitive level. As with all staff
members, the Special Needs co-ordinator will need to have excellent interpersonal
skills and support the use of individual education plans and program support groups.
Remember that the Program Support Group is a consultation group, offering advice
and support to the school. It is not a group with formal authority to make binding
decisions. At a policy level, clearly state that the school has the final say on the
educational provision for a special needs student, within the bounds of legislation
and governance policy.
As with all meetings, ensure that action-based records are kept of each meeting,
clearly stating who is responsible for each recommended action.
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Chapter 16 Curriculum
This chapter provides a systematic approach to organising what is taught and learnt
in the school. Rather than addressing good teaching practice, it explores a
curriculum framework, focusing on curriculum planning and the assessment and
reporting of student achievement, both as an improvement tool and as a powerful
way of allowing students control over their own learning.
If the detail of the school’s curriculum is mandated, then you have little control over
what is taught and learnt. However, if the mandate is simply a framework, outlining
the breadth of coverage rather than the detail, then you have a lot of control.

Curriculum Framework
Most schools have a curriculum framework that stipulates the areas of learning to
include as curriculum programs. An example of the areas of learning for a junior
years and middle years school is:
•

Environmental Studies

•

Mathematics

•

National Language

•

Other Languages

•

Performing Arts

•

Physical Development and Health

•

Science and Technology

•

Studies of Society

•

Visual Arts.

Included in the framework, there are usually guidelines for the scope and sequence
of the curriculum, the broad understandings or standards that are expected of
students at their different levels of development, and requirements for the
assessment and reporting of student academic progress. There may also be
guidance about how much time is expected to be dedicated to each curriculum area
over each week.

211

For example, in a junior years school, National Language teaching is often allocated
ten hours each week and Mathematics five hours each week. The allocations would
differ for a middle or senior years school.

Scope and Sequence
In any particular area of learning, the scope is the extent of coverage that is
expected and the sequence is the agreed order in which each focus of the scope is
covered in the classrooms. The scope is both vertical and horizontal. The Primary
Years Program (PYP) of the International Baccalaureate Organization (IBO) uses a
matrix, called the Program of Inquiry, which is a good example of scope and
sequence. An example of a Program of Inquiry is given in Appendix 16.1.
By integrating curriculum areas into units of inquiry, the program of inquiry covers
most areas at the same time while using a particular area as the main focus. Each
unit of inquiry takes about five weeks to complete. Not only is this an efficient method
of covering the curriculum areas but it also supports the need for the curriculum to be
relevant, engaging, student-centred and authentic.
If the school has been provided with a curriculum framework, rather than mandated
curriculum detail, then the teachers need to develop the units of work they will
present to the students under the guidance of that framework.

Units of Work
Units of work are the packages of understandings, teaching strategies, learning
arrangements, resources, assessment strategies and links to other curriculum areas
or concepts which teaching teams plan and share. They are based on three key
questions: What do we want the students to know? How will they learn it? How will
we know if they have learnt it?
The scope and sequence for each curriculum area guides the teaching teams in
which aspects of the curriculum need to be delivered for a particular year. This
avoids duplication for the students from year to year and helps to ensure progressive
learning.
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The units of work are approved by the team leaders and collected and stored
centrally. At the end of each academic year, they are then audited to check that a
satisfactory coverage of the curriculum was delivered. If it was not, for whatever
reasons, then the planning for the next year corrects the learning gap. An example of
a unit of work for the Visual Arts is given in Appendix 16.2. The example is for an
experienced teacher; more detail would be required for a beginning teacher.

Planning Week
At the beginning of each term, create a schedule of classes that releases teaching
teams from teaching for a complete day during that week. This allows precious time
for collaboratively planning the units of work for the term and communicating this to
parents.

Standards
In a well designed curriculum framework, the expectations of student achievement,
or standards, are stated for each period of significant development as students
mature. These periods are often called stages and, for convenience, the curriculum
is organised into levels within the stages. For example, in the Victorian government
system in Australia, the organisation of the curriculum for the purposes of setting
standards is similar to that in the following table.
Level of standards

Stages of learning

Level 1 – Up to 6 years old

Laying the foundations

Level 2 – Up to 8 years old
Level 3 – Up to 10 years old

Developing the fundamental knowledge, skills and behaviours in
literacy and numeracy and other areas, including physical and
social capacities which underpin all future learning.

Level 4 – Up to 12 years old

Building breadth and depth

Level 5 – Up to 14 years old

Progressing beyond the foundations and becoming more
developed in literacy and numeracy. An expanded curriculum
program provides the basis for in-depth learning within all
curriculum areas.

Level 6 – Up to 16 years old

Developing pathways
Developing greater independence of mind and interests. Students
seek deeper connections between their learning and the world
around them and explore how learning might be applied in that
world. They need to experience learning in work and community
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settings as well as the classroom. They are beginning to develop
preferred areas for their learning.
Adapted from the Victorian Curriculum and Assessment Authority (VCAA), State Government of Victoria, Australia

Examples of standards for Studies of Society at Level 5 and Science at Level 5 are
given in Appendix 16.3. The standards were created by the VCAA in Victoria,
Australia.

Academic Assessment and Reporting
Assessing Academic Progress
There are three types of student academic assessment: assessment for learning,
assessment by learning and assessment of learning. They are used for different
purposes. The tools of assessment include the use of tests, checklists, portfolios of
work samples, displays of presentations and self-assessments by the students.

Assessment for Learning
This is used before the planning of a unit of work. It is used to determine what the
students already know about the skills and knowledge inherent in the unit. There is
no point in teaching students what they already know, and the planning needs to
extend the skills and knowledge from that existing base. In this way, assessment for
learning guides what is taught and learnt: that is, the curriculum.

Assessment by Learning
This is used throughout the learning journey by the students and teachers to gauge
progress and needs during a unit of work. As students become more deeply
engaged in the work, what they need to know becomes more apparent. Good
teachers use assessment by learning to modify their approaches to teaching from
moment to moment. They continuously gauge the progressive depth of
understanding of individual students by asking probing questions and by monitoring
productivity, quality, attitudes, stress levels and team functionality.
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Assessment of Learning
This is used to help evaluate how successfully the unit of work was delivered, to
inform reports on individual student progress and to guide the future design of units
of work. It is used in conjunction with the outcomes of assessment for learning to
indicate the extent of learning.

Reporting Academic Progress
Student achievement needs to be reported to the main stakeholders: that is, the
students, parents and school community. Reporting to students and parents takes a
different format from reporting to the school community. The three main types of
reporting to students and parents are through a written report, a verbal teacher
report and a student-led presentation.

Written Reports
Written reports need to show the extent of academic growth a student has achieved
over a given time. Therefore, they need to build on previous reports, relate what was
learnt to what was taught and refer to the expected standards of the curriculum
framework. If possible, an indication of individual performance in relation to regional,
national or international mean performance is most informative to parents.
Written reports on individual student academic performance should be treated as
confidential documents. Because of this, only the parents should receive a copy and
another copy should be kept in the student’s individual file for reference by teachers
involved in planning for their future needs.
When reporting students’ progress to the school community, do so at a global level.
A global report indicates the school’s performance in relation to that of previous
years, rather than the performance of individual students.

Verbal Reports
Verbal reporting of student academic progress is best done during the first half of the
academic year. Parents are then alerted to any difficulties their students may face in
time for strategies to be put in place to avoid or correct them. Verbal reports are
usually given a few days after written reports have been sent home.
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You may also wish to have verbal reporting sessions early in the second half of the
academic year, especially for those students whose progress is being more carefully
monitored than that of the others. Usually, evenings are the most convenient time for
parents to attend verbal reporting sessions but many schools offer a range of times
for parents to choose from.
When you organise the reporting sessions between teachers and parents, ensure as
much privacy as possible so that parents feel relaxed about discussing their
student’s progress. Allow about twenty minutes for each session, including five
minutes of changeover time for parents to move between teachers. The teachers will
need a copy of the written report with them and samples of the student’s work as
evidence of achievement.
With verbal reports, use the format of discussing what was taught in relation to what
was learnt and indicate future measures to support the student with improved
learning. Also include strategies that parents can use at home to support their
student’s learning.

Student-led Presentations
Student-led presentations are the most powerful and effective of the three methods
of reporting student progress, as they involve the students accounting for their own
achievement and progress to their parents. They are more time-consuming than the
verbal teacher reports, usually taking about forty-five minutes for each session, but
up to four sessions can be held concurrently in each classroom.
Students need training, planning time and practice to optimise their success with
student-led presentations. About two weeks before the sessions, teachers
demonstrate to the students how to conduct a session and what to include in their
presentations. They then plan for a series of practice sessions, in which students
practise their presentation on a partner. During these sessions, the teachers listen to
individual presentations in turn and provide feedback and advice for improvement.
Before the presentations to parents, teachers lead the students through a process of
identifying their achievements and challenges for each curriculum area, listing these
and creating strategies for meeting the challenges in the future. Evidence of the
achievements and challenges needs to be provided in actual samples of each
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student’s work. These samples may include bookwork, displays, portfolios, test
results, photographs and awards.
Parents also need some training in how student-led presentations work and what
their own role is during the presentations. The parent’s role is to listen reflectively,
clarify what is being said and presented and collaborate with the student to help
them meet future challenges. You may wish to hold an information evening with a
demonstration for parents as well as send printed information home for those unable
to attend.
The power of student-led presentations is in students reflecting on their
achievements and challenges themselves, their accountability in this to their parents
and in them taking some responsibility for meeting future challenges.

Reporting Student Achievement to the School Community
Student achievement should be reported to the school community in a school
performance report, not in individual student performance reports. The school
reports average student academic results for each curriculum area at each level of
the standards in comparison to the results of previous years and, if possible, in
comparison to national or international norms.
If you are an independent school, without a system-wide approach to this, you may
wish to access tests designed by highly regarded international curriculum
organisations. These tests are designed to be culturally inclusive and are mostly in
English. However, they may be out of the financial reach of many schools.
One example of such a test is the International Schools’ Assessment (ISA) test,
designed and assessed by the Australian Council of Education Research (ACER). It
is designed for schools with an international focus, whose language of instruction is
English, and based on the reading and mathematical literacy frameworks of the
Organisation for Economic Co-operation and Development (OECD)’s Programme for
International Student Assessment (PISA).
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Chapter 17 Parents and the Community
This chapter deals with two of the most important influences on the success of
students as adults: the engagement of parents in their learning and a meaningful
relationship of the school with its community. It provides strategies for keeping
parents informed at both the classroom and whole-school levels, strategies for
engaging parents in the education of their students and some strategies for
broadening the scope of the school into the community.
For the purposes of this book, the term ‘parents’ is inclusive of primary care givers,
who are not the biological parents, and other significant adults in a student’s family.

Parents
As with every other stakeholder, the parents of students at the school have a
fundamental need to be informed, involved and connected. You are responsible for
optimising the educational experience of that most precious of all things, their
children, and the most important investment in the future that our planet can make.
You are the custodian of their hopes.
Parents expect you to keep their students safe, to ensure they are taught well and to
develop relationships of mutual respect and trust between all staff members and
students. They also hope that teachers like their students and care for them. They
need to feel assured that their students are in good, capable hands and that
everything that happens in the school is of a high quality.
The peace of mind and confidence of the parent body in the school is a performance
indicator of how good the school is. For this reason, the chart of concentric circles
representing high morale applies to parents as well as to students and staff
members.
The book, Parenting and the Child’s World by John G. Borkowski, Sharon L. Ramey,
Marie Bristol-Power (Lawrence Erlbaum, 2002) illustrates one strong reason why it is

good for schools to engage families in the education of their children, even before
their children begin school. To paraphrase an extract from the book: ‘researchers
have found significant correlations between parental reading habits and children’s
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exposure to print and a number of child outcomes such as IQ scores at one and
three years of age, second-grade reading competency and eleventh-grade reading
comprehension. The language and literacy aspects of parenting appear to
substantially influence children’s cognitive development. More important, not only
were these dramatically significant effects found at very young ages, but these early
parenting practices also significantly contributed to children’s later academic
achievement.’
From this, you can see that engaging parents in their children’s education has an
important effect on learning and is a worthwhile pursuit of schools. Parents also need
to have a sense of attachment to the school and their opinions considered. Different
parents like to be involved with their children’s schools to varying degrees, mainly
because of work commitments. However, all value being fully informed and able to
influence decisions that affect their students.
The important task of engaging parents in their children’s education can be
supported using the following strategies.

Keeping Parents Informed
Generally, information to parents needs to flow at two levels: the classroom level and
the whole-school level. There will also be times when individual families need your
particular attention, depending on their needs at the time.

Classroom-level Communication
At the classroom level, it is the role of homeroom teachers to keep families informed,
and there are four useful mediums for teachers to use: a weekly classroom
newsletter, a communication book, a class parent and individual meetings.
Classroom Newsletter
With the weekly newsletter, a set format can keep the associated workload to about
half an hour each week. Such a format may consist of a brief description of
homework for the week, the learning foci of the week, current research activities,
coming events and other news.
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If the school has a copying machine, then copies can be sent home with the students
at the end of the week. Otherwise, each homeroom teacher can post a copy of the
newsletter on a noticeboard that has been set up especially for parents to view. If the
school and its families have computers with access to the internet, classroom
newsletters can be sent home electronically. An example of a classroom newsletter
is given in Appendix 17.1.
Communication Book
A communication book is used for students with identified special learning needs or
behavioural issues that are being collaboratively addressed by the school and the
family. This notebook stays in the student’s school bag and is written in and read by
key teachers and the student’s parents on a daily basis.
Teachers and parents write in the book any observable changes in behaviour that
indicate improvement or deterioration and what the likely causes of those changes
were. The behaviours include responses to academic tasks, academic
achievements, responses to work demands, including homework, responses to
social demands and any significant comments the student made about the school
day.
Parents would also add any significant event that may impact on the student’s
performance, such as a late night because of a family visit or an accident at home
that upset the student. The communication book does not replace personal contact
between a teacher and a parent but is designed to increase the flow of information
so that learning experiences can be maximised and frustration minimised.
Class Parent
Being a class parent is one way for a parent to become involved in the school. A
class parent is usually elected or nominated by a parents’ group or is a popular
volunteer for the position. The job of a class parent is to assist the teachers who
work with a particular class to:
•

broker support from other parents

•

be the communications person

•

liaise between parents and teachers

•

help organise events and excursions
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•

be a practical helper as the needs arise.

For example, a class parent may publish the weekly classroom newsletter.
It is important for the homeroom teacher and the class parent to regularly meet, at
least once a week, so that issues can be explored and clarified and any community
concerns aired and addressed. Both parents and teachers greatly value the
existence of class parents and find them most helpful, especially with organisation
and communication matters.
Class parents are usually most involved in early and junior years schools and to a
lesser extent in middle and senior years schools. This is mainly because of the
desire of teenage students to become increasingly independent from parents as they
explore and establish peer relationships. At the middle years and senior years levels,
the role of a class parent becomes more of a liaison person and events facilitator
than an active helper in the classroom.
Individual Meetings
These are the regularly scheduled individual meetings with parents to report student
academic progress and the individual meetings called on a needs basis by either the
parent or the teacher. How teachers report student academic progress to parents
comes under the assessment and reporting program, has an agreed policy,
procedures and budget and is systematically improved over time.
The other needs-based meetings are mostly to do with concerns by either the parent
or the teacher and are about observed changes in the behaviour of a student that
affect academic progress or social competence. It is most important that these
individual meetings occur as soon as possible after noticing the changed behaviour
so that support and intervention can be planned to address it before it becomes
entrenched behaviour or deteriorates further.

Whole-school Communication
Communication Technologies
If you have or plan to have communication technologies in the school, then it is
essential to have an expert manager who can also manage the website and an
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expert technician in the employ of the school, either full-time or part-time depending
on the size of the school and the extent of the technologies you will provide.
If you do not yet have access to networks of computers, mobile phone telephone
networks or the internet, you eventually will, and it is useful to have some
understandings and protocols ready for when you do. If you do have such access,
then ensure that protocols for the following mediums are in place.
Website
There are so many excellent school websites now that in order to be competitive it is
essential to have yours designed by an expert, preferably professionally. A website
is one of your main faces that the public sees and they will judge the quality of the
school on the quality of its website. It must be attractively designed, have integrity,
and be easily found, current, accessible, fast, easy to use, comprehensive,
informative and preferably interactive. It must present powerful messages simply and
quickly.
The content of school websites must be regularly updated and managed by an
expert who has sole administrative rights. There need to be strict guidelines about
how the content is presented, including the style of language, formatting, fonts and
layout, and there needs to be a policy for the use of photographs.
Email
Be careful not to let email displace personal interaction. Many people write an email
as though it is a personal conversation. However, it is not a conversation because it
is missing the body language. It may be written as a conversation but it is received
as writing and, if it does not adhere to the conventions of writing, it is at great risk of
being misinterpreted and possibly, the cause of distress and harm. In the section on
the tools of leadership in Chapter 7, it is mentioned that at least fifty per cent of a
message is conveyed through body language - that is, your stance, expression and
eye contact. So, it can be assumed that at least fifty per cent of the depth of your
true message is at risk of being lost through email if you use conversational
language. This means that you have to be extremely careful with your use of
language and with the use of writing conventions.
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Also, you are trying to establish and maintain a culture of social competence,
engagement and commitment, which means that you want staff members and
parents to be socially engaged, both personally and professionally. The correct use
of email can greatly enhance that engagement and, conversely, the incorrect use
can inadvertently damage relationships and harm engagement.
For these reasons, have a protocol that describes the etiquette of emails that are
sent as professional correspondence. Include these points:
•

Use conventional beginnings and endings to correspondence, such as ‘Dear …’
and ‘Yours sincerely’.

•

Avoid humour, as it is culturally based and relies a lot on body language and
personal presentation.

•

Avoid abbreviations, jargon and acronyms.

•

Avoid conversational language.

•

Try not to include any confidential or privileged information and be very careful
about what you say. Remember, email can be forwarded to the rest of the world
and often is.

Texting or Short Message Service (SMS)
Texting is an extremely useful and instant way of communicating and is fine to use
between familiar colleagues with familiar contexts. However, because it uses many
language shortcuts, it is at even greater risk of being misinterpreted than email is.
Therefore, for communication between a staff member and a parent or community
member, there is only one rule for using texting at a professional level: don’t. If a
staff member receives a text message from a parent, then they should not reply by
texting but telephone the person and discuss the issue verbally instead.
Where texting is useful in a school is as a means of bulk communication to parents
about an unexpected development or significant event, such as the need to suddenly
cancel an important activity or relocate the students because of an emergency
situation. A bulk texting service can be organised through most mobile phone
telecommunications service providers.
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Newsletter
Although it is demanding on time and energy, publishing a school newsletter each
week is desirable. The important thing about newsletters is that they need to be
useful to parents and not just used as a marketing tool. They need to be informative,
relevant and add to the understandings that parents have about good education.
To gain efficiencies and share the workload of publishing a weekly newsletter,
engage other staff members, such as teachers or the business manager, using a
roster of articles that are pertinent to current events in the school or describe the
latest developments in world’s best educational practice.
To ensure consistent quality and a similar ‘voice’ to the newsletter, either act as the
central editor for the newsletter yourself or ask a highly capable staff member to
assume that role. Examples of two newsletters are appendices to this book, one for
a junior years school (Appendix 17.2) and one for a middle or senior years school
(Appendix 17.3).

Parents’ Association Meeting Notes
These need to be posted on a display board in the reception area of the school and
a copy sent to each member of the Parents’ Association if you have a copying
machine. An example of parent association meeting notes is given in Appendix 17.4.

Parent Handbook
Make sure that a copy of this is given to each family as they first enrol their students
at the school. It needs to be comprehensive, easy to use and easy to read, with a
minimum of jargon. An example of a list of contents from a parent handbook, along
with the first page of content, is given in Appendix 17.5.

Annual Reports
The annual report to the school community is an accountability device. It reports the
performance of the school in terms of global academic progress against targets,
school improvement outcomes, a summary of the audited financial reports and any
other significant information, such as statistics about student safety, student
attendance and the extent of staff development. An annual report uses the following
headings to guide the content.

224

Contents
This page provides a list of the content in the annual report and the page numbers
applicable to each content heading.
School Profile
This is a brief description of the geography, demography and history of the school. It
also describes the school’s emphases and strengths. An example of a school profile
is given in Appendix 17.5.
Statistics
These include:
•

the governing body membership by category

•

a staff list

•

the parent association membership

•

the student enrolment numbers by year level

•

the weekly time allocation to the key learning areas

•

a list of any curriculum support and enrichment programs

•

a presentation and analysis of student achievement data

•

a presentation and analysis of student absence data

•

a presentation and analysis of student accident data

•

a list of professional development activities undertaken by staff members.

Reports
School improvement progress

Includes a summary of the improvement goals, why they were

report

prioritised, the performance measures used, the action plan for
each goal and the progress to date

Opinion surveys report

Compares the current levels of satisfaction of parents, staff and
students with those of the previous year against the different
variables in the survey. Examples of a parent and staff opinion
survey are given in Appendices 17.7 and 17.8 respectively.

Achievements report

Describes the major achievements over the last year

Challenges report

Describes significant challenges the school faces over the coming
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year
Audited financial report

A summary of the independent, qualified auditor’s official signed
report to the governing body, certifying the quality of financial
management practices, receipt and payment summaries and
reconciled bank account balances

General Meetings
As much as possible, restrict general meetings of the school community to reporting
sessions. It is far more useful to have small focus-group meetings to examine issues
of concern than to have a large and unwieldy general meeting as the forum for
discussion. For example, a general meeting may be called to report the outcomes
and consequent plans for action of the annual parent opinion survey or to deliver the
annual report.
Very occasionally, you may find it necessary to call a general meeting to explain an
unexpected matter of general concern, such as an unexpected reorganisation of
classes or the school’s response to a possible pandemic.

Engaged, Connected and Involved
If a parent directly demonstrates that they highly value education by being involved,
then the student is very likely to also value education and be readily engaged in
academic learning.
Ways in which parents can demonstrate their involvement in education are by
undertaking studies themselves, by helping out at school, belonging to substantive or
ad hoc school groups and committees, by participating in school social occasions
and celebrations and by collaborating with their students in homework tasks.
Good schools encourage and facilitate parent involvement in student education. For
example, clever teachers design substantial components of homework that request
or require parental involvement, and it is a good strategy to include in the school’s
homework policy. The design of such homework should ensure that it is not a major
imposition on the time of parents and that a parent does not feel obliged to complete
the work themselves. Rather, it should require that the student refer to the parent for
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information or advice. An example is an assignment that requires a written narrative
about a parent’s leisure interest or a persuasive essay that entices the reader to try
the recipe and cooking method of the family’s favourite meal.
Some other strategies for engaging families in the life of the school include
celebrations of student work, curriculum evenings, social gatherings, visual and
performing arts functions, sporting events, focus sessions and formal celebrations of
success.

Celebrations of Work
Celebrations of student work are a fun and powerful way to engage parents in the
education of their students and they also serve as assessment activities. They
require detailed planning and about two or more weeks of preparation by teachers
with their students.
At the completion of a significant unit of work, the students prepare an evening
presentation to their parents. This may be comprised of individual explanations of
what they have learnt and a joint activity about their work which requires the parents
to participate, such as a quiz show, some fun problems to solve, a guided tour of a
display gallery or a sing-along. Refreshments are provided at the end of the
sessions.

Curriculum Evenings
Curriculum evenings are practical, activity-based evenings with a particular
curriculum focus, such as Mathematics or Science. Parents work in a group with
their children and together they rotate through a series of practical problems to solve
using manipulative materials. At the end of a given time, a bell rings and they move
onto the next problem-solving activity in the rotation.
These evenings serve as an enjoyable occasion for families which encourages
students and their parents to view their school positively. They also provide parents
with insights into the power and sense of modern teaching methods and an
understanding of their student’s abilities and challenges.
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Social Functions
Not only are these enjoyable experiences for families but they provide a strong
connection between home and school by helping to blur the distinctions. They are
also a wonderful opportunity for new families to meet other families in the community
and form friendships.
The types of social functions can include such events as refreshment mornings,
dance evening or games nights. The identification and organisation of social
functions are a good focus for the parents’ association, as staff members rarely have
time to become heavily involved in planning events.

Arts Functions
The visual and performing arts provide many opportunities for social gatherings.
Parents can attend shows of student paintings, photography, sculpture or
installations with light refreshments available. Performance evenings, such as an
acoustic night or theme night for musical presentations, a short dramatic play, film
night or dance demonstration, are a wonderful way for students to exhibit their
talents and skills as well as being a good assessment activity for teachers to use.

Sporting Events
Sporting events provide a ready opportunity for parents to be involved in the school.
They can help with coaching, training, organising, marshalling, judging, scoring and
providing refreshments. As well as helping the school, the parents are encouraging
their students to perform well and sharing in the hopes, successes and challenges of
their students.

Focus Sessions
Focus sessions are mornings or afternoons when the whole school joins in to share
a particular focus for the curriculum. A good example of a focus day is to use a
particular time in history. The artefacts, buildings, clothes, communications, customs,
dance, drama, entertainment, food, language, law, literature, medical practices,
money, music, poetry, politics, science, technology, transport and understandings of
that time in history are used to present an ordinary day in the life of families back
then.
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The students are rostered to be both spectators and presenters during the day and
their parents join them to experience and enjoy the many events during the morning
or afternoon. Parents can also help their students with the preparation for a focus
session, especially with making clothes, learning dances and songs and making
artefacts.

Formal Celebrations
Formal celebrations include graduation ceremonies, presentations of awards and
prizes and formal social occasions, such as a traditional dinner dance for senior
students. These are opportunities to celebrate success, and recognise significant
stages in the lives of students as they mature. Formal celebrations bond students
and families to the school by providing a sense of history and a sense of belonging.
Such events need to have a strong sense of occasion associated with them so it is
important to use formal dress, speeches and procedures as well as trappings, such
as decorations and refreshments, to signify the importance of the event.

The Personal Touch
Try and use every opportunity that you can to engage personally with parents. When
you do, project your warmth of personality, your ease of manner and an image of
you as a person rather than just a Principal. This will help enormously to make
parents feel welcome at school and they will be more likely to come and talk to you
about any issues they may have about the school. It will also make them feel that
you value them individually and, therefore, feel a stronger connection with the
school.
All of the strategies that are described above for involving families are opportunities
for you to personally engage with parents. To them, you represent how good the
school is and they will make judgements about the school based on their opinions of
you, both as an administrator and as a person. It is, therefore, important to get it right
when you engage with families so you need to present well in terms of dress,
demeanour, professionalism and manners.
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Community
The community where the school is physically situated has much to offer the school,
and the school has much to offer its community. It is desirable to form a relationship
of mutual benefit between the two. This demonstrates to students that the school is
relevant to the real world of adults and that the community values students as their
future employees, contributors and elders who need to be engaged, nurtured and
supported.
Such a relationship also helps to minimise the feelings of alienation, unworthiness
and rebellion that sometimes accompany the teenage years of students. When a
school provides students with a high and appropriate profile in their community,
people get to know them, understand their needs and feelings and relate to them in
positive ways. Students without a high and appropriate profile in their community can
sometimes become disengaged and unpleasant.
A meaningful intersection of a school with its community can be established using a
variety of useful strategies. The most powerful strategies are those that are
embedded into the everyday curriculum and become a part of the normal team
planning. They are also the strategies that arise from student learning needs and,
whenever possible, identified by the students themselves.
A research project is a good example of this.

Research Projects
Just as clever teachers engage parents as a resource in their homework
assignments, so they also engage the community as a learning resource, both
during and after school time. To instil in students a lifelong love of learning, by
making it relevant, interesting, useful, challenging and social, clever teachers use the
context of community resources to broaden the classroom boundaries into the real
world of adults.
They do this by including a need to refer to community resources in the design of
their units of work. By providing a knowledge base of significant people and material
resources available to them for research they bring students to a realisation that
learning is not confined to the classroom. It is not always appropriate to include a
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community resource component in the design of units of work but it is necessary to
be alert to the need to do so whenever possible.
The community resources that are available to students include the obvious ones of
art galleries, libraries and museums. However, less obvious resources require the
involvement of the leadership team to make them accessible – these resources are
the expertise, knowledge and skills of ordinary people.
This is one of several reasons why it is important for you to develop networks within
the community by forming relationships, especially with significant people who work
in community services and businesses.

Developing Community Networks
In consultation with the teaching staff, identify those specific community resources
which are most relevant and useful to the school or campus. Justify the eventual
selection by listing how each can contribute to student learning. The selections will
be different, depending on whether it is an early, junior, middle or senior years
campus.
Then, find the most convenient and effective forums to access the people who work
with those resources. These forums may include professional organisations (such as
a local business association), service organisations (such as a community club) or
religious, political, or charity organisations (such as an associated youth
organisation).
With the leadership team, discuss the extent to which each member can actively
contribute to one or more local organisations and make time available for them to
support their commitment. Mutually beneficial connections between the school and
its community will then begin to develop over time and people will be receptive to
requests to support students in specific ways.

Outreach Programs
Outreach programs are school community service programs designed to contribute
to developing an aspect of the community. Students work in small groups to help
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others to develop a skill or to help a service organisation, such as an orphanage or
aged-care unit, deliver a service.
Examples of outreach programs include coaching disadvantaged children in the
skills needed for major sporting games such as soccer, helping prepare and deliver
meals to neglected elderly people, raising funds for charitable organisations or
conducting fun activity sessions for orphanages.
Many schools include a community service aspect in their curriculum and many
middle and senior years schools also make it a requirement for successfully gaining
a certified qualification. One or two capable staff members need to be assigned to
the program in order to liaise with key people, ensure proper planning, supervise
student attendance and behaviour, and ensure student wellbeing and safety.

The World of Work
In their research paper, Managing Life, Learning and Work in the 21st Century (Miles
Morgan Australia, 2003), Mary McMahon, Wendy Patton and Peter Tatham noted
that individuals will be required to:
•

repeatedly change work roles

•

actively engage in learning throughout life

•

develop the employability and life/career management skills necessary to thrive
in the 21st century

•

proactively design and manage their life/career progression.

As a response to this and similar research, several government school systems
around the world have introduced a school-to-work or vocational program in schools
as a regular provision integrated into the existing areas of the curriculum. Such a
program may include the study of employment options, pathways to employment,
employment contracts, workplace safety, industrial relations and labour law.
It would also include practical experience in actual workplaces, having guest
speakers from industry, practising interview techniques, writing a Curriculum Vitae as
well as writing job applications. It may also include basic business studies, business
planning and financial planning.
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It can be beneficial for students in middle and senior years’ schools to have paid
part-time work for a few hours each week. Working for any more than a few hours
each week runs the risk of adversely effecting academic performance and
disengaging students from school. The reason paid part-time work can be beneficial
is because students develop a realistic understanding of their own capabilities in
relation to job demands and an understanding of the relationship between an
employer and an employee. They also gain an appreciation of the relationship
between work and pay, and thus of the value of money. It can also provide a
practical base from which to determine their future careers and develop a school-towork plan.
Early and junior years students also need to see the connection between school and
future employment. This can be catered for in units of work at school, excursions and
guest speakers, and, for the older students, contact made through community-based
research projects.
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Chapter 18 The Principal Performance and
Development Plan
It would be overwhelmingly difficult to concurrently implement the approaches and
strategies described in this book. If that expectation was placed on you, your feelings
of anxiety and stress would soar to unhealthy levels and, along with your selfesteem, the book would gather dust in a far-flung corner of your professional library.
This chapter provides the basis for you to systematically implement what has been
covered in the previous chapters so that it is manageable and achievable. It does
this by helping you to identify your annual priorities in the form of a Principal
performance and development plan similar to that of other staff members. It explores
how to determine professional improvement goals and other targets that may be
expected of you by the governing body of the school and how to achieve them over
time.
The foundations of your performance and development plan are the standards and
professional competencies expected of you and the targets and improvement goals
you expect to reach each year. As with other staff members, the performance plan
needs to be integral to your everyday working life rather than an added demand. In
this way, you will be able to comfortably accommodate approaches and strategies
from this book without increasing your workload.

Standards and Professional Competencies
For the expectations of standards and professional competencies to be most
effective, they need to be drawn from your job description in the light of the selection
criteria used for your recruitment to the position. The governing body of the school
will have determined the job description and selection criteria and examples of these
are given in Appendices 18.1 and 18.2 respectively.

Standards
Standards are expectations of performance. In a job description, they describe what
the employer wants the employee to do. Rather than prescribe a daily regime of
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tasks, they define the scope of the job; what it is comprised of. An example for a
Principal is as follows.
Through an approach that includes consultation and collaboration, the Principal will:
•

be directly responsible for the quality of leadership, management and resources
in the school

•

ensure that all programs maintain a focus on student learning

•

establish and maintain a culture of high performance and development in staff
members and students

•

establish and maintain a comprehensive framework of relevant programs with
policies, procedures, resources and budgets

•

lead the implementation of a continuous school improvement program

•

ensure institutional excellence in the school through a quality assurance
framework approach

•

appropriately delegate management responsibilities to autonomous
representative teams

•

arrive at consensus with key stakeholders about decisions that affect them

•

periodically articulate educational issues, perspectives and practices to staff
members, families and the wider community

•

be proactive in pursuing personal professional growth in leadership and
management competencies and practices.

Competencies
Competencies are the skills, knowledge and attitudes expected of an employee.
They are expressed through the behaviour of the employee as the standards of the
job are met. An example of expected Principal competencies is as follows.
•

the ability to ensure highly effective teaching

•

the ability to ensure highly effective learning

•

the ability to ensure high morale in staff members and students

•

the ability to ensure a highly effective and efficient administration of programs

•

the ability to organise, guide and support effective teams
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•

an inclusive, considerate and responsive approach to leadership and
management

•

an authoritative knowledge of current reputable research in human development,
learning theory and approaches to teaching

•

a high-level knowledge of appropriate curriculum scope and sequence and
curriculum resource needs

•

exemplary interpersonal skills

•

the ability to provide clear, relevant and timely information and advice to the
whole school community

•

high-level knowledge and skills in human resource management

•

high-level knowledge and skills in finance and material resource management

•

the ability to lead highly effective continuous school improvement

•

a strong commitment to personal professional growth.

Notice that the competencies do not include definitions of what is meant by such
words as appropriate, effective and efficient or what exemplary interpersonal skills
are. The governing body needs to agree on the meanings of such words and
phrases as they develop the selection criteria for the Principal position. This
agreement can be expressed in the form of a checklist of what they expect a
successful applicant to demonstrate during interview.

Targets and Goals
As distinct from the staff performance and development plans, your performance and
development plan will include targets set by the governing body of the school as well
as your personal professional improvement goals.
It is more productive and empowering if the governing body sets your annual targets
in collaboration with you. You are then able to advise and negotiate what is most
achievable within your time and resource constraints.

Targets
One performance target that the governing body is almost sure to set you is the
successful achievement of the improvement goals from the annual school
improvement plan. This will probably cause a flow-on effect to members of your
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leadership team and you may wish to negotiate the successful implementation of an
aspect of the school improvement plan in their performance and development plans.
The governing body may also have identified shortcomings in the school’s
performance or your professional competencies that it would like you to improve.
These are hopefully identified through the interpretation of facts and data gathered
from the four sources. The four sources of facts and data are procedures, student
achievement, demography and perceptions and are described in Chapter 7.
Other targets set by the governing body, in collaboration with you, may include such
aspects as:
•

establishing or improving the information technology capabilities of the school

•

gaining efficiencies in administration tasks

•

expanding the facilities of the school, such as more classrooms, more sporting
facilities or increased parking space for vehicles

•

improved traffic management immediately before and after the academic day

•

an improved security provision.

Goals
Your personal professional improvement goals should be identified using the same
approach described in Chapter 9 for all other staff members. This demonstrates the
high regard you have for the process and its universal relevance. It models, through
the behaviour of leaders, one of the expectations in a culture of high performance
and development.
Appendix 14.6 provides an example of how teachers can use a matrix of teaching
standards and Dr. Marzano’s ten design questions to describe teaching and learning
behaviours you would expect to see happening in an effective classroom. These
behaviours can be used to help design their professional improvement goals.
Similarly, such a matrix of standards and design questions can be used to help you
identify your professional improvement goals. As you would expect, the standards
should be those described in this book as being necessary for an effective school
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and the design questions should focus on the leadership and management
competencies also described throughout this book.

Standards of an Effective School
The standards of an effective school are taken from Chapter 1 and it is assumed that
they are encompassed by a quality assurance framework. The standards are as
follows.
•

Sound leadership & management

•

A focus on student learning

•

A culture of high performance and development

•

A framework of programs with policies, procedures, resources and budgets

•

Continuous school improvement

Leadership and Management Competencies
For the purpose of developing a matrix of effective Principal behaviours, the many
strategies and approaches described in this book can be distilled down to the
following fundamental competencies:
•

The ability to ensure highly effective teaching

•

The ability to ensure highly effective learning

•

The ability to ensure a highly effective and efficient administration of programs

•

The ability to to ensure high morale in staff members and students

•

Being authoritative about education theory and practice.

An example of a matrix of effective Principal behaviours is given in Appendix 18.3.
After identifying the behaviours, you can select a cross-range and prioritise them in
terms of how often you exhibit them. You can do this by using the Spiderweb tool
from Chapter 7. From the resulting priority list, you can then set your personal
professional improvement goals.

Principal Performance and Development Plan
As with all performance and development plans, your plan needs to take the
following steps:
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•

identify the targets and personal professional improvement goals

•

develop an action plan to achieve the improvement goals

•

develop a resource plan to support the achievement of the goals

•

gain approval for the appropriateness of the performance and development plan

•

undergo a mid-process review

•

undergo an end-of-process review.

These steps are described more fully in Chapter 9. In your case, the approval of the
plan and the two reviews would most likely be done by a delegated member or
subcommittee of the school’s governing body. It is a good idea to regularly meet to
discuss progress with the achievement of your targets and goals so that any fine
tuning can be done as you progress. That way, you act as a team to ensure the
success of the plan together.
Remember to use a counsellor and a feedback questionnaire (described in Chapter
9) and to ensure that your professional improvement goals are SMART goals
(described in Chapter 7). Your counsellor could be a member of the leadership team,
a member of the governing body or even a colleague from another school.
You can see from this approach and from all of the approaches and strategies for
leading a good school, that you are never alone in your job. Right from the beginning
of this book, relationships and teams and the importance of collaboration,
consultation and consensus are stressed as being necessary for success. And so,
my final words are to do with teamwork.

Interdependence: The Magic of a Good School
It is not just you who leads and manages the school, and despite the sometimes
daunting feeling of being alone in a sea of people, you can ensure that you are
supported in your job. By caring, you will be cared for; and, if the aspects of a good
school, as covered in this book, are put in place, you will find that the industrious fun
that results will buoy you along and provide a buffer of appreciation and goodwill.
While the role of Principal in a school as we know it is not dispensable, you are, and
you will know that you have done a good job if you are able to momentarily step
aside and see a self-sustaining, thriving system of highly functioning teams efficiently
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and effectively making all that you dreamed of together come true. Hopefully, when
you eventually move on, the new Principal will be able to happily slip into the
institutional excellence that you have created and take it even further along the
shared path.
It is the interdependence of team members that creates the synergies that astonish;
this is where art takes over from craft and the intangible magic makes the school’s
culture flourish. This is something you could never do alone.
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Appendices
Appendix 3.1:

Checklist, Recommended Programs, Policies, Procedures,
Codes, Lists and Rosters

Programs

Policy

Learning
Curriculum; Subjects & Scope
Arts
Environment
Humanities
Languages
Mathematics
Personal & Social Development
Physical Development
Religion
Science & Technology
Society
Approaches to Teaching
Learning Arrangements
Social Competencies
Special Needs Provision
Gifted and Talented Provision
Learning Intervention & Support
Subject Time Allocations
Timetables
Homework
Class Sizes & Organisation
Student Placement
Planning of Curriculum
Team Arrangements
Expectations
Documentation
Student Promotion
Assessment & Reporting
Camps & Excursions
Focus Days
Use of External Providers
Specialists
Entertainment
Community Resources
Access to Resources
Before & After Classes Programs
Human Resources
Governance Structure and Roles
Organisational Structure
Team Structure
Positions of Responsibility
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Procedure

Code

List

Roster

Programs

Policy

Human Resources (continued)
Staff Duties
Devolution
Inclusivity (anti-discrimination)
Student Representative Council
Staff, Student & Community Conduct
Expectations
Protocols
Smoking & Alcohol
Staff & Student Attendance & Absences
Staff & Student Dress
Staffing Profile & Projections
Staff Recruitment
Job Descriptions
Salaries & Benefits
Hours of Duty
Staff Handbook
Merit Based Selection Process
Selection Criteria
Interviews
Registration Checks
Reference Checks
Police Checks
Use of Agencies
Professional Ethics
Staff Association
Industrial Issues
Workload Equity
Meeting Schedules
Catering for Staff Diversity
Staff Performance & Development
Performance Evaluation
Staff Appraisal
Professional Development & Training
Mentoring
Orientation
Managing Unsatisfactory Performance
Student Recruitment & Enrolment
Duty of Care
Student Supervision
Yard Duty
Lunch Duty
Wet/Hot Day Duty
Dismissal Duty
Late Students
Student Behaviour Management
Restorative Justice
Bullying & Harassment
Suspension & Expulsion
Student Assemblies
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Procedure

Code

List

Roster

Programs

Policy

Human Resources (continued)
Student Welfare
Orientation
Health & Wellbeing
Medical Checks
Medical Alerts
Managing Medication
Communicable Disease Responses
Counselling
Special Needs
Referral
Case Management
Support Provision
Child Protection
Injury Response
Customer Service
Enquiry Process
Visitor Reception
School Tours
Audits
Interviews
Opinion Surveys
Complaints Resolution
Parental Involvement
Parent Association
Class Parents
Parent Helpers
Community Relations
Environment
Buildings
Facilities Schedule
Building Standards
Contract Specifications
Room Sizes
Infrastructure
Communications
Utilities
Electricity
Water
Gas
Heating & Cooling
Room Allocations
Traffic Management
Grounds
Student Allocation
Traffic Management
Equipment
Safety
Security & Access
Accessibility
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Procedure

Code

List

Roster

Programs

Policy

Environment (continued)
Aesthetic Integrity
Signing
Cleaning
Maintenance (Cyclical Schedule)
Waste Disposal
Recycling
Emergency Planning & Response
Evacuation
Stay Indoors
External Threat
Internal Threat
Fatality Response
Emergency Supplies
Safe Houses
Communications
Telephone Tree
Bulk SMS
Administrative
Finances
Fee Structure
Systems
Internal Control
Book-Keeping
Cash Management
Receipts
Refunds
Salary Notifications/Adjustments
Banking
Reconciliation
Fund Raising
Budgets
Responsibilities
Submissions
Priorities & Allocations
Ordering Materials
Purchasing Materials
Investments
Accountabilities
External Financial Audits
Reports (Monthly & Annual)
Transparency
Assets Management
Assets Tracking & Audits
Asset Reporting
Access to Records
Marketing
Communications
Brochures
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Procedure

Code

List

Roster

Programs
Administrative (continued)
Parent & Student Handbooks
Year Books
Media
Promotions
Open House
Protocols
Government Agencies (e.g. Police)
International Agencies
Quality Assurance
Policy Development
Procedure Development
Continuous Improvement
Program Evaluation
Record Keeping
Categories
Filing
Access (confidentiality)
Archives
Material Resources
Assets Replacement
Communications & Technology
Systems
Protocols
Classroom Furniture
Classroom Fittings
Classroom Supplies
Resource Allocation & Assignment
Management Responsibility
Maintenance & Cleaning
Library Systems, Provision & Access
Vehicles

Policy
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Procedure

Code

List

Roster

Appendix 3.2:
Under
$10

Cash Refund to Parents Procedure
Over
$10

CASH
TO BE REFUNDED

Call parents and ask
them to collect the
money from the office
Call parent and ask if
they want to collect
the money from the
office or have it sent
home with the student

Parent asks for money
to be sent home

Hand to class teacher and have
teacher sign for receipt of cash.
Support Staff may not sign for
receipt of cash

OR

Call parents and arrange a
time and place for delivery
to them. Parent signs for
receipt of cash

Parent
chooses to
collect

Keep money in office and hand
to parent directly. Parent signs
for receipt of cash

Teacher puts
money in
student’s bag
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End

Office telephones parent to
check that the money has been
received

Appendix 4.1:

Quality Assurance Overview; An Example
Standards

Program
Categories
What we Teach

Establish
Beliefs

Self-Review
Write
Standards

Basis of Policies & Procedures
• From current Expectations of
researched
Performance
best practice;
• A cultural fit

Create
Action Plan
• Team
approach;
• What, How,
Who, When;
• Data
collection

Identify
Findings
Data
Interpretation

• How we teach;
• When we teach it
Human Resources
• Culture
Development;
• Performance;
• Development;
• Management
Material Resources
• Curriculum;
• Facilities;
• Management
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Improvement Planning
Create
Improvement
Goal
SMART

Action Plan
&
Performance
Measures
• Team
approach;
• What, How,
Who, When;
• Evidence of
success

Principal
Intervention
&
Support
• Expectations;
• Team building;
• Training;
• Resources;
• Progress
meetings;
• Feedback

Performance
Reporting
Report to
Stakeholders
• Why we were
concerned;
• Proof of our
concern;
• What we did;
• How successful
we were;
• What we will do
next

Appendix 5.1:

Staff Dress Code

Beliefs
•
•
•

Staff dress is an indicator of both self esteem and esteem held for the school
Staff dress should be sensitive to and respectful of the expectations of the different cultures
represented in the school, erring on the side of conservatism
Staff dress should be practical, comfortable and appropriate to the activities of employment
and to weather conditions

Standards
•
•
•
•
•
•

Staff dress shall cover the shoulders, torso, midriff and thighs
For men, polished shoes shall be worn
For women, smart sandals, court shoes and low heels may be worn.
Only conservative jewellery may be worn
Hair styles must exclude extreme fashion statements
Thongs (flip flops), jeans and T-shirts are not acceptable dress

Basis of Discretion
•
•
•

The Principal may consider requests for individual variations on these guidelines in the
context of religious, cultural and/or medical requirements.
Staff members taking activities requiring strenuous activity, such as sports, may wear clothes
appropriate to the activity, providing that modesty prevails.
Staff members taking activities requiring safety precautions or other protection, such as
Design Technology or Cooking, are expected to wear clothes appropriate to the activity,
providing that modesty prevails.

Ratified by the Governing Body at the meeting of August 30, 2007
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Appendix 5.2:

Code of Conduct

Parents, Staff Members and Students
Introduction
When families and staff members become members of the school community, they adopt the
expectations of our school about how they will relate to each other and the protocols that guide
interactions in the school. These expectations are described in this document and have been
created in the spirit of all parties interacting with goodwill and good intentions.
For the purposes of this document, the term parent applies to
•
•
•
•
•

Adults responsible for the ongoing day-to-day care and supervision of students in the home
environment;
Legal guardians and custodians;
Relatives with temporary responsibility of care;
Adult friends designated by the family as temporary caregivers;
Parents who no longer reside with the children of the family.

The term staff member applies to any adult under the employ of the school or government agencies
providing services to the school, including casual, temporary, part time and ongoing employees. It
also applies to adults working at the school voluntarily. It does not apply to delivery people,
contractors or occasional tradespeople repairing or maintaining the school’s facilities.

Guidelines
At the school, parents, staff members and students can expect to be treated with respect and
courtesy at all times, with care taken to preserve dignity and personal integrity. The following
guidelines are designed to support the achievement of this expectation. For students, this
expectation and guidelines will be articulated in terms that are appropriate to their developmental
ability level.
Parents, staff members and students will actively promote and support the school in the community,
highlighting the school’s positive attributes and reserving issues of concern for resolution through
proper process.
Parents, staff members and students will respect and comply with the policies of the school, as
determined by government legislation and the governing body of the school.
Parents, staff members and students will actively attempt to resolve issues of concern by engaging in
appropriate interactions with the relevant people.
All interactions shall have the goal of achieving outcomes mutually acceptable to the parties
concerned.
All interactions shall be conducted in a calm and reasonable manner.
All interactions shall be issue-based, avoiding personal conflicts.
All interactions shall give due consideration to the points of view of all parties concerned.
An appropriate time and place shall be mutually arranged for discussing issues that are sensitive,
contentious, confidential or in need of prolonged consideration.
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In the event of a parent, staff member or student being dissatisfied with the manner in which an
interaction is conducted, an appointment will be made with the Principal for further discussion.
The Principal shall resolve conflict objectively, using an issue-based approach to broker
reconciliation, taking into due consideration all points of view.
In the advent of unsatisfactory behaviour on the part of a student, the involved adult shall follow
due process. If the involved adult is not a staff member, then they will refer the issue to the
Principal.
In the advent of unsatisfactory performance or behaviour on the part of a staff member, the
Principal shall follow due process.
In the advent of irresolvable, inappropriate and unreasonable behaviour by a parent, the Principal
will confer with the Governing Body to consider offering to assist the family with relocation to an
alternative school.

Community
In providing a high quality education that is relevant to the needs of the students, the school relies
on close collaboration with community members in order to:
• Obtain advice and support for resourcing its educational programs;
• Have access to local businesses, community services and organisations, in order to relate
students' learning to experiences and opportunities in the local and wider community.
Members of the school community will encourage the participation of other community members in
supporting the programs of the school and will develop collaborative and supportive relationships
with businesses, services and organisations, based on mutual benefit.

Ratified by the Governing Body at the meeting of September 30, 2007
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Appendix 5.3:

Communication Plan

Project:
Issue

Who I Need to Tell

How?
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Date Done

Who I Need to Meet

Date Done

Appendix 5.4:

Engagement & Commitment Plan

Project:
A Beginning:
Who will be your Change Agents?
Another person in a leadership position:
A popular Staff Member:
A reliable, task-driven Staff Member:
How will you present your ideas to your Change Agents?
Consider:

providing regular time; providing status; providing enjoyment.

How will you ensure that your Change Agents have ownership?
Consider:

incorporating their ideas; instilling enthusiasm; allowing responsibility.

How will your new team popularise the ideas?
Consider:

behaviours, systems & symbols (the icons of popular culture); celebration
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What’s Next?
•
•
•

Hold a staff meeting and introduce the new ideas;
Introduce your Change Agents as a start-up team;
Using your team, clarify and explore the meaning of each idea.

How will you gain opinions and advice from the following stakeholders?
Stakeholders
Staff Members

Devices

Students

School Committee

Parents

The Wider Community
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Who will design the Action Plan for each ‘How’ column of the Quality Assurance Action Plan?
What

Who

When

How

Resources

Draft up what the Action Plan for the ‘How’ column will look like.

How will you continuously refine the process as it progresses?

How will you keep everyone regularly informed about progress and communicate your findings?
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Who

How

Staff

Students

School Committee

Parents

The Wider
Community

How will you value and acknowledge the contributions of individuals and groups of stakeholders?

How will you celebrate your achievements?
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Appendix 6.1:

Y-Chart

Looks
Like

Feels

Sounds

Like

Like

256

Appendix 6.2:

Mind Map Example
Recruitment
Selection
Criteria

Resources

Job
Description

Assessment &
Reporting
Head of
Dept.?

Texts

Manipulatives

Celebration
Internal

Reflection
Parent
Nights

Research

Professional
Development
External

Format
Ability

Groups

Mixed
Ability

Ideas
Math:
Authentic,
Practical
Activities

Budget
Costing

Management
Room
Set-up

Teams
Format
Research
Models

Delivery

Submission &
Approval

Teams

Timetables
Timetables

Planning
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Appendix 7.1:

Job Description, Assistant Principal, Middle Years

Competencies of an Assistant Principal
An Assistant Principal should be able to affect the following competencies on a daily basis:
• Demonstrate exemplary teaching and learning performance;
• Demonstrate a strong commitment to personal leadership growth;
• Provide high-level educational leadership in the school community;
• Provide high-level Program management at the campus level;
• Build and maintain effective teams and develop cooperative working relationships that
promote excellence in teaching and learning within the school;
• Initiate, plan and manage significant change in response to new educational directions, and
manage the development, implementation and evaluation of curriculum Programs;
• Demonstrate a high level of ability to articulate educational issues and perspectives in
communication with colleagues and others.

Standards of Duties of the Assistant Principal
Reporting directly to the Principal, the Assistant Principal will work in close co-operation with the
Principal as a contributing member of a strong, positive leadership team as well as significantly
contributing to the overall management of the campus.
The Assistant Principal will:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Have direct classroom responsibility for delivering a teaching & learning Program;
Actively support the Principal in the management of the Student Behaviour Management
Program;
In collaboration with the Principal, lead the management of all staff timetables and absences;
Lead and manage the campus Staff Wellbeing & Safety Program to ensure proper compliance
with policy guidelines;
Manage at least one appropriate Program Budget;
In collaboration with the Principal, take a leading role in the development and implementation
of the School Professional Development Program and School Improvement Plan;
Collaboratively set goals with their teams within the context of the School Improvement Plan;
Establish action plans and timelines to achieve the goals;
Progressively track and report their progress to the Principal;
Approve, supervise and evaluate the Performance and Development Plans of designated staff
members;
Negotiate with the Principal to adopt other significant aspects of management, including the
establishment and maintenance of proper, effective and efficient student records, such as
student attendance, subject selection, assessment outcomes, reports and special needs;
Provide contextual frameworks to decisions by describing and promoting global school needs;
Build and share professional networks;
Actively contribute to staff meetings by sharing ideas and materials.
Act in the role of Principal in the absence of the Principal.

It is expected that the Assistant Principal will consult and collaborate widely to fulfil these work
requirements.
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Appendix 7.2:

Job Description, Curriculum Coordinator, Junior Years

Competencies of a Curriculum Coordinator
Coordinators should be able to affect the following competencies on a daily basis:
• Demonstrate exemplary teaching and learning performance;
• Demonstrate a strong commitment to personal leadership growth;
• Provide high-level educational leadership in the school community;
• Build and maintain effective teams and develop cooperative working relationships that
promote excellence in teaching and learning within the school;
• Initiate, plan and manage significant change in response to new educational directions, and
manage the planning, development, implementation and evaluation of curriculum
Programs;
• Demonstrate a high level of ability to articulate educational issues and perspectives in
communication with colleagues and others.

Standards of Duties of the Curriculum Coordinator
Reporting directly to the Principal, the Curriculum Coordinator will be required to work in close cooperation with the Principal and Assistant Principal as a contributing member of a strong, positive
leadership team as well as contributing to the overall curriculum management of the school.
The Curriculum Coordinator will:
• Have direct classroom responsibility for delivering a teaching & learning Program;
• Coordinate the proper planning and implementation of curriculum Programs;
• In collaboration with the Principal and Assistant Principal, take a leading role in the development
and implementation of the School Professional Development Program and School Improvement
Plan;
• Collaboratively set goals with their teams within the context of the School Improvement Plan;
• Establish action plans and timelines to achieve the goals;
• Progressively track and report their progress to the Principal;
• Manage at least one appropriate Program Budget;
• Institutionalise social norms and social trust in their teams by establishing
▪ Negotiated processes and procedures;
▪ Democratic practices;
▪ A systematic sharing of information;
▪ Equitable delegation;
▪ Acknowledgement of task acceptance, effort and achievement of team members;
▪ Approve, supervise and evaluate the Performance and Development Plans of designated staff
members;
• Provide contextual frameworks to decisions by describing and promoting global school needs;
• Liaise between teams, acknowledge and promote the significance of their team and
acknowledge and report the significance of other teams;
• Promote high team morale;
• Build and share professional networks;
• Actively contribute to staff meetings by sharing ideas and materials.
It is expected that the Curriculum Coordinator will consult and collaborate widely to fulfil these work
requirements.

259

Appendix 7.3:

Lotus Planner
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Appendix 7.4
The Bone Diagram

Bridges

Existing
State

Desired
State
Intervention & Support

Blocks

The Spiderweb Tool
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Appendix 7.5:

The Starburst Tool
Action

Action

Action

Action

Action

Reason

Action

Reason

Reason

Action

Action

Why?

Reason

Reason
Action

Action

Reason

Reason
Action

Action

Reason

Action

Action
Action

Action
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Appendix 7.6:
FOCUS AREA

Rubric Proforma
UNDEVELOPED

IN OPERATION

PERFORMING WELL

Effective processes and practices are not
common. Approaches are random and
ad hoc. Student achievement is low.

There is an awareness of the need for
change. Efforts are being made to
improve. Satisfactory standards exist.

Continuous improvement practices are in
place. Standards of student achievement
are high.
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Appendix 7.7:

Code of Ethics for Educational Leaders

An educational leader’s professional conduct must conform to an ethical code of behavior,
and the code must set high standards for all educational leaders. The educational leader
provides professional leadership across the district and also across the community. This
responsibility requires the leader to maintain standards of exemplary professional conduct
while recognizing that his or her actions will be viewed and appraised by the community,
professional associates and students.
The educational leader acknowledges that he or she serves the school and community by
providing equal educational opportunities to every student. The work of the leader must
emphasize accountability and results, increased student achievement, and high
expectations for each and every student.
To these ends, the educational leader subscribes to the following statements of standards.
The Educational Leader:
1. Makes the education and well-being of students the fundamental value of all decision
making.
2. Fulfills all professional duties with honesty and integrity, acting in a trustworthy and
responsible manner.
3. Supports the principle of due process and protects the civil and human rights of all
individuals.
4. Implements local, state and national laws.
5. Advises the school board and implements the board’s policies, procedures and regulations
6. that are not consistent with sound educational goals or that are not in the best interest of
children.
7. Pursues appropriate measures to correct those policies, procedures and regulations that are
not consistent with sound educational goals or that are not in the best interest of students.
8. Avoids using her/his position for personal gain through political, social, religious, economic
or other influences.
9. Accepts academic degrees or professional certification only from accredited institutions.
10. Maintains the standards and seeks to improve the effectiveness of the profession through
research and continuing professional development.
11. Honors all contracts until fulfillment, release or dissolution mutually agreed upon by all
parties.
12. Accepts responsibility and accountability for one’s own actions and behaviors.
13. Commits to serving others above self.
(Adopted by the American Association of School Administrators Governing Board, March 1, 2007)
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Appendix 7.8:

Code of Ethics & Conduct, Administrators

Employment Age
No person shall be employed at an age younger than 15 (or as the law of the country allows)
or younger than the age for completing compulsory education in the country of provision
where such age is higher than 15.
Harassment or Abuse
Every employee shall be treated with respect and dignity. No employee shall be subject to
any physical, sexual, psychological or verbal harassment or abuse.
Nondiscrimination
No person shall be subject to any discrimination in employment, including hiring, salary,
benefits, advancement, discipline, termination or retirement, on the basis of gender, race,
religion, age, disability, sexual orientation, nationality, political opinion, or social or ethnic
origin.
Health and Safety
Employers shall provide a safe and healthy working environment to prevent accidents and
injury to health arising out of, linked with, or occurring in the course of work or as a result of
the operation of employer facilities.
Freedom of Association and Collective Bargaining
Employers shall recognize and respect the right of employees to freedom of association and
collective bargaining.
Wages and Benefits
Employers recognize that wages are essential to meeting employees’ basic needs.
Employers shall pay employees at least the minimum wage required by local law or the
prevailing industry wage, whichever is higher, and shall provide legally mandated benefits.
Hours of Work
Except in extraordinary business circumstances, employees shall not be required to work
more than the lesser of (a) 40 hours per week or (b) the limits on regular hours allowed by
the law of the country of provision or, where the laws of such country do not limit the hours
of work, the regular work week in such country and (ii) be entitled to at least two days off in
every seven day period.
(Adapted from the Fair Labor Association (USA))
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Appendix 7.9:

Code of Ethics & Professional Standards, Teachers

All Teachers
1. Shall strive toward personal, professional and academic excellence and safeguard
the right to learn and to teach;
2. Shall believe in the worth and dignity of each human being and in educational
opportunities for all;
3. Shall strive to uphold the responsibilities of the education profession, including the
following obligations to students, to parents, and to the education profession:
To Students
1. Shall provide students with professional education services in a nondiscriminatory manner
and in consonance with accepted best practice;
2. Shall take reasonable measures to protect the health, safety and emotional well-being of all
students;
3. Shall not use professional relationships or authority with students for personal advantage;
4. Shall keep in confidence information about students which has been obtained in the course
of professional service, unless disclosure serves professional purposes or is required by law;
5. Shall maintain a professional approach with all students.

To Parents
1. Shall make reasonable effort to communicate to parents information which should be
revealed in the interest of the student;
2. Shall endeavor to understand diverse community cultures and home environments of
students;
3. Shall not knowingly distort or misrepresent facts concerning educational issues;
4. Shall distinguish between personal views and the views of the employing educational
agency;
5. Shall not interfere in the exercise of political and citizenship rights and responsibilities of
others;
6. Shall not use institutional privileges for private gain, for the promotion of political
candidates, or for partisan political activities; and
7. Shall not accept gratuities, gifts, or favors that might impair or appear to impair professional
judgment, and shall not offer any of these to obtain special advantage.

To the Education Profession
1. Shall exemplify behaviors which maintain the dignity and integrity of the profession;
2. Shall accord just and equitable treatment to all members of the profession in the exercise of
their professional rights and responsibilities;
3. Shall keep in confidence information acquired about colleagues in the course of
employment, unless disclosure serves professional purposes or is required by law;
4. Shall not use coercive means or give special treatment in order to influence professional
decisions;
5. Shall apply for, accept, offer, or assign a position or responsibility only on the basis of
professional preparation and legal qualifications; and
6. Shall not knowingly falsify or misrepresent records of facts relating to the educator's own
qualifications or those of other professionals.
(Adapted from the Education Profession Standards Board, Kentucky (USA))
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Appendix 8.1:

Meeting Schedule
Principal

Week

1

2

3

4

5

Time
8:00
9:00
10:00
11:00
12:00
1:00
2:00
3:00
4:00
Night
8:00
9:00
10:00
11:00
12:00
1:00
2:00
3:00
4:00
Night
8:00
9:00
10:00
11:00
12:00
1:00
2:00
3:00
4:00
Night
8:00
9:00
10:00
11:00
12:00
1:00
2:00
3:00
4:00
Night
8:00
9:00
10:00
11:00
12:00
1:00
2:00
3:00
4:00
Night

Abbreviations:

Monday

Tuesday

Wednesday

Thursday

Friday

Leadership Team

Curric. Coord.
Fitness Centre

Staff Assoc.

Finance Meeting

Staff Meeting
Fitness Centre

Community Club
Facilities Meeting

Stud. Assoc. Exec.
Parent Assoc.
Curric. Meeting

Staff Assoc. Pres.
Fitness Centre

Leadership Team

Fitness Centre

Leadership Team

Fitness Centre

Staff Assoc.

Spec Needs Coord.
Fitness Centre

Staff Assoc.

PDP Meeting
Fitness Centre

Staff Assoc.

Finance Meeting

Staff Meeting

Gov. Meeting
Facilities Meeting

Curric. Meeting

SIP Team Leaders
Fitness Centre

Finance Meeting

Staff Meeting

Curric. Coord.; Curriculum Coordinator
PDP; Performance & Development Plan
SIP; School Improvement Plan
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Leadership Team

Appendix 8.2:

Meeting Agenda, Sample
Staff Meeting
Agenda

Date:
Chairperson:

Venue:
Recorder:

Business Arising From Previous Meeting
Coming Events
Committee Reports
Item
Number

Issue

Name

1
2
3
4
5
6
7
8
9
10
11
12
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Anticipated
Duration

Appendix 8.3:

Staff Meeting:

Record of Action
Staff Meeting

Record of Action
Date:
Present:
Apologies:
Recorder:

Issue

Record of Action
Action
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By Whom

Appendix 9.1:

Organisation Chart (Multi-Campus School)
Governing Body

Principal

Communications, Events
& Marketing Expert

Support Services
Coordinator

Outsourced
Services

Psychologist,
Speech & OT

Alternative
Learning Centres

Website
Coordinator

Special Needs
Coordinators

Senior Teachers
& Teachers

Student
Counsellor

Teaching
Assistants

Heads of
Campus

Finance
Manager

Graphic
Design

Curriculum
Coordinators

Teaching
Assistants

Business Manager
(Human Resources)

Academic
Registrar

Heads of
Department

Senior Teachers
& Teachers
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Campus
Admin Staff

Central
Admin Staff

Assets
Management

Buildings &
Grounds Staff

Cleaning
Staff

Facilities
Supervisor

IT
Manager

Campus Field
Managers

Campus
Technicians

Security
Staff

Transport
Staff

Appendix 9.2:

Job Description, Senior Teacher

Competencies of a Senior Teacher
Senior Teachers should be able to affect the following competencies on a daily basis:
• Demonstrate exemplary teaching and learning performance;
• Demonstrate a strong commitment to personal leadership growth;
• Provide educational leadership in the school community;
• Build and maintain effective teams and develop cooperative working relationships
within the school;
• Demonstrate a high level of ability to articulate educational issues and perspectives
in communication with colleagues and others.
Standards of Duties of the Senior Teacher
Reporting directly to the Principal, the Senior Teacher will be required to work in close cooperation with teachers and Leading Teachers as a contributing member of a strong,
positive team as well as contributing to the overall management of the school.
The Senior Teacher will:
• Have direct classroom responsibility for delivering a teaching & learning Program;
• Lead a teaching team to develop units of work, plan cooperative teaching arrangements
and procure resources;
• Be an ardent student of effective teaching practices;
• Set, model and maintain high teaching standards and expectations within their team and
systematically challenge mediocrity;
• Be mentors to their team members in terms of professional development;
• Institutionalise social norms and social trust in their teams by establishing
▪ Negotiated processes and procedures;
▪ Democratic practices;
▪ A systematic sharing of information;
▪ Equitable delegation;
▪ Acknowledgement of task acceptance, effort and achievement of team members;
• Provide contextual frameworks to decisions by describing and promoting global school
needs;
• Collaboratively set goals with their teams within the context of the School Improvement
Plan;
• Establish action plans and timelines to achieve the goals;
• Progressively track and report their progress to the Principal;
• Liaise between teams, acknowledge and promote the significance of their team and
acknowledge and report the significance of other teams;
• Promote high team morale;
• Guide teachers through procedures for accessing Professional Development programs;
• Manage at least one appropriate Program Budget;
• Build and share professional networks;
• Actively contribute to staff meetings by sharing ideas and materials.
It is expected that the Senior Teacher will consult and collaborate widely to fulfil these work
requirements.
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Appendix 9.3:

Job Description, Teacher

Competencies of a Teacher
Teachers should be able to affect the following competencies on a daily basis;
• Demonstrate a high level of knowledge of relevant curriculum areas, student
learning processes and resources, and be able to apply it in implementing
programs that enhance student learning;
• Demonstrate high-quality classroom teaching skills and successfully employ
flexible and adaptive approaches and strategies to allow students to reach their
full potential;
• Successfully apply assessment and reporting strategies that take account of
relationships between teaching, learning and assessment;
• Respond effectively to emerging educational initiatives and priorities;
• Demonstrate high-level communication skills and professional behaviour when
interacting with parents or guardians, students and colleagues;
• Successfully organise and manage aspects of the wider school program;
• Critically evaluate professional practices to improve teaching and performance
skills;
• Provide high-level professional assistance to other teachers in classroom related
areas.
Standards of Duties of the Teacher
A teacher will, as a team member, be required to carry out teaching duties as a [curriculum
area(s)] teacher while at the same time supporting the implementation of the School
Improvement Plan and its priority areas.
The Teacher will:
• Have direct classroom responsibility for delivering a teaching & learning Program;
• Be an ardent student and practitioner of effective teaching and academic
assessment practices integral to any framework and/or accreditation
requirements of the school;
• Develop and maintain a highly functioning professional relationship with each
student;
• Ensure a family connection with each student’s learning;
• Collaboratively develop and implement units of work and procure resources;
• Report student academic progress to families and the Principal according to
school guidelines;
• Positively contribute to the School Improvement Plan;
• Positively contribute to high team morale;
• Access and participate in professional networks;
• Actively contribute to staff meetings by sharing ideas and materials.
It is expected that the Teacher will consult and collaborate widely to fulfil these work
requirements.
Other duties will be negotiated with the Principal.
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Appendix 9.4:

Class Timetable, Junior Years, Year 3

Time
7:45 – 8:00
8:00 – 8:15
8:15 – 8:35
8:35 – 8:55

Monday
Fitness

8:55 – 9:45

Mathematics

Tuesday
Fitness

Reading

Wednesday
Fitness
Sport

Reading

Friday
Assembly

Reading

Times Table Games

Times Table Games
Writing

Mathematics

9:45 – 10:05
10:05 – 11:00

Thursday
Fitness

Writing

Reading

BREAK TIME
Library

Mathematics

Art

Mathematics

Writing

Music

Modern Dance

Other Languages

Writing Reflections
About the Week

Mathematics

11:00 – 11:35
11:35 – 11:50
11:50 – 12:25

LUNCH TIME

12:25 – 12:40

Times Table Games

Class Meeting

Spelling test

Times Table Games

Class Meeting

12:40 – 1:45

Unit of Inquiry

Other Languages

Unit of Inquiry

Unit of Inquiry

Other Languages

1:45 – 2:00

BREAK TIME

2:00 – 2:30

After School Recreation Activities

Monday
Reading – Library
Book
Year Book

Tuesday
Math
Reading – Genre

Homework Schedule
Wednesday
Thursday
Spelling
Reading – Book Box
Reading – Unit of
Times Table Revision
Inquiry Facts
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Friday
No Homework

Appendix 9.5:

Student Timetable, Middle and Senior Years (Small)

Class 1
Period
1

8:00-8:50

Homeroom
2
Recess
3

8:55–9:05
9:10–10:00
10:00 –10:20
10:25–11:15

4

Monday

Tuesday

Wednesday

Thursday

Friday

Maths

Room 26

English

Room 26

PE

Room 26

PE

Room 26

Other
Language

Room 26

English

Room 26

Other Language

Room 26

Skills

IT Lab or Rm 26

Maths

Room 26

Maths

Room 26

Science

Lab 1

Science

Lab 1

Room 26

Music

Music Room

Skills

IT Lab or Rm 26

Society &
Environment

Room 26

Room 26

Society &
Environment
Art

Room 26

11:20–12:10

Society &
Environment
English

Art Room

Science

Lab 1

Lunch
5

12:10–12:50
12:55–1:45

PE

Outside

Art

Music

Music Room

Art

Art Room

1:50–2:40

PE

Outside

Maths

Art

Art Room

Science

Lab 1

Society &
Environment
English

Room 26

6

Art
Room
Room 26

Room 26

Class 2a
Period
1
Homeroom
2

8:00-8:50
8:55–9:05
9:10–10:00

Recess
3

10:00 –10:20
10:25–11:15

4
Lunch
5

11:20–12:10
12:10–12:50
12:55–1:45

6

1:50–2:40

Monday

Tuesday

Wednesday

Thursday

Friday

PE

Room 21

IT

IT Lab

Other Language

Room 21

Maths

Room 21

Maths

Room 21

Art

Art Room

PE

Room 21

Society &
Environment

Room 21

Science

Lab 1

English

Room 21

Science

Lab 1

Room 21

Art

Art Room

English

Room 21

IT

IT Lab

Maths

Room 21

Society &
Environment
Science

Lab 1

Art

Art Room

Music

Music Room

Other Language

Room 21

Society &
Environment
Music

Room 21

Maths

Room 21

English

Room 21

Room 21

PE

Outside

Music Room

English

Room 21

Science

Lab 1

Society &
Environment
Art

Art Room

PE
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Outside

Class 2b
Period
1

8:00-8:50

Homeroom
2

Monday

Tuesday

Wednesday

Thursday

Friday

Society &
Environment

Room 22

Society &
Environment

Room 22

English

Room 22

Science

Lab 1

Society &
Environment

Room 22

8:55–9:05
9:10–10:00

Science

Lab 1

Maths

Room 22

Other Language

Room 22

English

Room 22

Other Language

Room 22

Recess
3
4

10:00 –10:20
10:25–11:15
11:20–12:10

PE
English

Room 22
Room 22

IT
Music

IT Lab
Music
Room

Science
Maths

Lab 1
Room 22

PE
Maths

Room 22
Room 22

Art
Art

Art Room
Art Room

Lunch
5

12:10–12:50
12:55–1:45

Art

Art Room

Science

Lab 1

PE

Outside

Music

Music Room

English

Room 22

6

1:50–2:40

Maths

Room 22

Art

Art Room

PE

Outside

Society &
Environment

Room 22

IT

IT Lab

Class 3
Period
1
Homeroom
2

8:00-8:50
8:55–9:05
9:10–10:00

Recess

10:00 –10:20

3

Monday

Tuesday

Wednesday

Thursday

Friday

English

Room 20

English

Room 20

Art

Art Room

Maths

Room 20

Maths

Room 20

Society &
Environment

Room 20

Science

Lab 1

Art

Art Room

IT

IT Lab

Art

Art Room

10:25–11:15

IT

IT Lab

PE

Room 20

Other Language

Room 20

Room 20

PE

Room 20

4

11:20–12:10

Maths

Room 20

Art

Art
Room

Science

Lab 1

Society &
Environment
English

Room 20

Music

Music
Room

Lunch
5

12:10–12:50
12:55–1:45

Room 20

Maths

Room 20

English

Room 20

PE

Outside

Science

Lab 1

6

1:50–2:40

Other
Language
Science

Lab 1

Society &
Environment

Room 20

Music

Music
Room

PE

Outside

Society &
Environment

Room 20
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Class 4
Period
1
Homeroom
2

8:00-8:50
8:55–9:05
9:10–10:00

Recess

10:00 –10:20

3
4

10:25–11:15
11:20–12:10

Lunch
5
6

Monday

Tuesday

Wednesday

Thursday

Friday

Other Language

Room 10

Science

Lab 1

IT

IT Lab

IT

IT Lab

English

Room 10

Math

Room 10

Art

Art Room

English

Room 10

Society &
Environment

Room 10

IT

IT Lab

Art
Society &
Environment

Art Room
Room 10

Art
Math

Art Room
Room 10

Science
PE

Lab 1
Room 10

Other Language
PE

Room 10
Room 10

Science
Math

Lab 1
Room 10

12:10–12:50
12:55–1:45

IT

IT Lab

PE

Outside

Math

Room 10

Science

Lab 1

Art

Art Room

1:50–2:40

English

Room 10

PE

Outside

Society &
Environment

Room 10

English

Room 10

Society &
Environment

Room 10
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Class 5/6
Period
1

8:00-8:50

Homeroom
2

8:55–9:05
9:10–10:00

Recess

10:00 –10:20

3

10:25–11:15

4

11:20–12:10

Lunch
5

12:10–12:50
12:55–1:45

6

1:50–2:40

Monday
Accounting 12
Biology 11/12
Art 11

Room 12
Lab 1
Art Room

Tuesday
Physics 11/12
Languages 12
Art 12

Wednesday

Thursday

Friday

Accounting 11
History 11/12
Chemistry 11/12

Room 11
Room 12
Lab 1

Accounting 11
History 11/12
Chemistry 11/12

Room 11
Room 12
Lab 1

Accounting 12
Biology 11/12
Art 11

Room 12
Lab 1
Art Room

Economics 11

Lab 2
Room 12
Art
Room
Room 11

IT 11
ESL

IT Lab
Room 12

IT 12
MA 11
MM 11

IT Room
Room 11
Lab 2

ESL 11
MA 12
MM 12

Room 11
Room 12
Lab 2

Physics 11/12
Languages 12
Art 12
Economics 11

Lab 2
Room 12
Art Room
Room 11

Economics 12
English 11/12
Languages 11

Room 12
Room 20
Room 11

Economics 12
English 11/12
Languages 11
Physics 11/12
Languages 12
Art 12
Economics 11

Room 12
Room 20
Room 11
Lab 2
Room 12
Art Room
Room 11

Outdoor Ed

Room 12

IT 11
ESL 12

IT Lab
Room 12

Outdoor Ed

Room 12

IT 12
MA 11
MM 11

IT Lab
Room 11
Lab 2

Accounting 12
Biology 11/12
Art 11
ESL 11
MA 12
MM 12

Room 12
Lab 1
Art Room
Room 11
Room 12
Lab 2

ESL 11
MA 12
MM 12
Physics 11/12
Languages 12
Art 12
Economics 11

Room 11
Room 12
Lab 2
Lab 2
Room 12
Art Room
Room 11

ESL 11
MA 12
MM 12

Room 11
Room 12
Lab 2

IT 11
ESL 12

IT Lab
Room 12

Accounting 12
Biology 11/12
Art 11

Room 12
Lab 1
Art Room

IT 12
MA 11
MM 11

IT Lab
Room 11
Lab 2

IT 11
ESL 12

IT Lab
Room 12

IT 12
MA 11

IT Lab
Room 11

Accounting 11
History 11/12

Room 11
Room 12

Economic 12
English 11/12

Room 12
Room 20

Economic 12
English 11/12

Room 12
Room 20

Physics 11/12
Languages 12

Lab 2
Room 12

MM 11

Lab 2

Chemistry 11/12

Lab 1

Languages 11

Room 11

Languages 11

Room 11

Art 12

Art Room
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Appendix 9.6:

School Calendar
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Appendix 9.7:
Level

1

2

3

4

5

6

Salary Scale, National Support Staff
Step

Monthly Salary

5.0
5.1
5.2
5.3
5.4
5.5
4.0
4.1
4.2
4.3
4.4
4.5
3.0
3.1
3.2
3.3
3.4
3.5

900
950
1000
1050
1100
1150
1300
1400
1500
1600
1700
1800
1900
2050
2200
2350
2500
2650

2.0
2.1
2.2
2.3
2.4
2.5
1.0
1.1
1.2
1.3
1.4
1.5
1.0
1.1
1.2
1.3
1.4
1.5

3250
3500
3750
4000
4250
4500
4650
5350
5950
6850
7500
8300
8450
8650
8850
9050
9250
9450

Position
Facilities Maintenance
• Cleaner
• Maintenance Assistant

General Assistant & General Admin. Support
• After School Program Assistant
• Driver
• General Admin Assistant
• General Teaching Assistant
Admin. Support & Program Assistant
• Curriculum Program Assistant
• Interpreter
• Maintenance Supervisor
• Procurement Officer
• Receptionist/Admin/Secretary
Senior Administration
• Accounting Clerk
• IT Technical Support
• Personal Assistant to Principal
• Teacher
Office Manager
• National Staff Supervisor and
Assistant Accountant
• Senior Teacher

Leadership Team
• Business Manager
• Leading Teacher

Notes:
• A person moves from one Step to the next Step after two years of work;
• A person needs to have an acceptable standard of English to progress beyond Step 2 of a Level;
• For employees on Levels 2 to 5, a person needs to gain an extra appropriate qualification to
progress beyond Step 2 of a Level;
• When Step 5 has been reached in a Level, further changes to salary are only influenced by
changes in the National economy;
• A person can only move to another Level by successfully applying for an advertised vacancy.
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Appendix 9.8:

Recruitment Policy

Beliefs
•
•
•
•
•
•

A culture of high performance is substantially enhanced by recruiting the most suitable applicant for a
position
The use of well designed selection criteria in staff selection significantly increases the probability of
recruiting the most suitable applicant for a position
The use of a representative selection panel in staff selection significantly increases the probability of
recruiting the most suitable applicant for a position
Professional merit alone, based on qualifications, experience, past performance and school cultural
fit, is the prime consideration for the selection of an applicant
The past performance of applicants for advertised positions is a strong indicator of future
performance
Promotional positions are excellent opportunities for existing staff members to advance their careers
within the school and for the school to acknowledge high performance and engender loyalty,
attachment and tenure

Standards
•
•

•

The school shall only employ staff members with suitable academic qualifications for the position, as
determined by the Governing Body
When all things are considered, the applicant with the most appropriate qualifications, experience,
record of past performance and school cultural fit, as collaboratively determined by the Principal,
shall be the recommended applicant
The staff selection process shall not discriminate against any applicant on the basis of nationality,
culture, gender, religion, sexual preference, disability, age, place of abode or political beliefs

Guidelines
•

•
•
•
•
•
•

•

When appropriate, substantive and promotion positions will initially be advertised internally. If no
suitable applicants are identified from the existing staff through a proper selection process, the
positions will be advertised externally, including internationally if need be. All other vacancies will be
advertised externally
Given budget capabilities, the Principal is authorised to use highly reputable recruiting agencies and
to attend international recruitment fairs if a suitable applicant cannot be found locally
The Principal will use a merit-based selection process for each advertised position, based on the
application of carefully designed, relevant and appropriate selection criteria
A representative selection panel shall be formed for each position, comprised of at least the Principal,
a relevant parent or care giver and a staff member working in a like position
When considering the merit of an applicant, the qualifications, experience, past performance and
school cultural fit shall be of prime consideration
Confidential professional references and, if possible, police checks will be gained and considered for
each shortlisted applicant before selection recommendations are finalised
The Principal will formally report the appointment of a selected applicant to the Governing Body of
the school for its scrutiny of proper process. If satisfied that proper process has been followed, the
Governing Body will approve the appointment of that applicant
Upon acceptance of an offer of employment by the recommended applicant, the Principal will notify
all shortlisted applicants of the final decision of the Governing Body

Basis of Discretion
If, in the opinion of the Principal, no suitable applicants are identified, the Principal may recommend no
appointment to the position and make alternative arrangements
Ratified by the Governing Body at the meeting of August 30, 2007
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Appendix 9.9:

Recruitment Selection Procedure, Planned Vacancies
Vacancy Approved
by Governing Body

Selection
Panel
Formed

Local
Selection

Applicant
Package
Prepared

Position
Advertised

Selection
Panel
Meets

Confidentiality
Stressed

International
Selection

Applicant
Package
Prepared

Selection
Criteria Created

Position
Advertised

Publications
Applications
Received
Previous
Knowledge
Declared

Selection
Panel
Meets

Applicants
Shortlisted
Received

Agencies

Referrals

Qualifications,
References &
Police Checks
Verified

Recruitment
Fairs

Principal
Attends

Shortlisted
Applicants
Interviewed

Shortlisted
Applicants
Interviewed

Interviewed
Applicants
Prioritised
Recommendations
to Governing Body

Recommendations
to Governing Body

All Documentation Collected and
Archived
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Appendix 9.10:

Recruitment Selection Criteria, Administrative Assistant

Selection Criteria
•
•
•
•

•
•
•
•
•
•
•
•

A demonstrated ability to perform reception duties, including welcoming visitors to
the school and arranging interviews as required;
A demonstrated ability to use proper telephone protocol, including greetings,
courtesy, responsiveness and proactive helpfulness;
A demonstrated ability to successfully manage customer enquiries;
Demonstrated high level interpersonal skills that ensure good customer relations,
especially the ability to convey basic information about school Policies and
Procedures, ensure that identified problems are referred to appropriate personnel
and to actively listen to and understand the needs of others;
A demonstrated ability to maintain confidentiality and be entrusted with private and
sensitive information;
A demonstrated ability to perform keyboard duties in support of the school
administration function;
A demonstrated ability to prepare routine documentation and enter data through
appropriate computer software programs;
A demonstrated ability to prepare straightforward correspondence according to
school procedures;
A demonstrated ability to accurately enter and retrieve basic financial data from
record systems;
A demonstrated ability to receipt monies, count, record and prepare banking
documentation by the approved system;
A demonstrated ability to manage the receipt and organisation of supplies efficiently
and effectively;
A demonstrated high level of spoken and written competency in the language of
instruction at the school.
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Appendix 9.11:

Reference, Junior Years Teacher
Sunny Hills College
Teaching Position
Date: 11/6/ 2007

Name of Applicant:
Position(s) applied for:
Name of Referee:

Kim Lee
Junior Years Teacher
Mr. Smith

What is your current professional position?

Year Level Coordinator, Year 4, Golden Sands

How long have you known the applicant in a professional capacity?

Two years

Please rate the applicant against the following criteria by placing a cross or tick in the appropriate
boxes and add any relevant comments.
Criterion

Outstanding

Excellent

Demonstrated inclusive
teaching and learning skills
that facilitate a high level of
progress for all students

Satisfactory

Unsatisfactory

X

Comments: Kim modifies the programme to suit the particular needs of her students.
Criterion
A demonstrated high level of
knowledge of the designated
learning areas and the
principles of developmental
learning

Outstanding

Excellent

Satisfactory

Unsatisfactory

X

Comments: Kim has good understanding of teaching pedagogy and always goes to great lengths to
ensure that the material for students is age appropriate and engaging
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Criterion
A demonstrated ability to
effectively assess and
monitor student achievement
as an integral part of
curriculum delivery and to
provide comprehensive,
regular student progress
reports to parents and
guardians

Outstanding

Excellent

Satisfactory

Unsatisfactory

X

Comments: Kim uses a wide variety of assessment techniques such as rubrics, checklists and
anecdotal records to monitor the development of her students. She provides theses assessment
tools to the students prior to them undertaking the tasks.
Criterion
Demonstrated high level
communication skills and
professional behaviour when
interacting with parents or
guardians, students and
colleagues

Outstanding

Excellent

Satisfactory

Unsatisfactory

X

Comments: Kim is a confident and competent teacher who has a very good rapport with both
colleagues and parents. She has also presented workshops here at Golden Sands to the staff on how
to implement a more successful Language Arts programme in the classroom.
Criterion
A demonstrated ability to be
involved with emerging
educational needs and
priorities at the school level

Outstanding

Excellent

Satisfactory

Unsatisfactory

X

Comments: Kim has spoken to both the administrative staff and the board on a number of occasions
suggesting ideas that would improve the learning environment. She is very aware of the need to
have quality resources and people in place so as to ensure the success of the students.
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Criterion
A demonstrated commitment
and capacity to actively
contribute to a broad range
of school activities as a
member of a school team

Outstanding

Excellent

Satisfactory

Unsatisfactory

X

Comments: Kim was the head of the Language Arts Committee last year and she worked very hard
at improving the poor standard of resources within the school.
Criterion
A demonstrated strong
commitment to professional
growth at a personal level

Outstanding

Excellent

Satisfactory

Unsatisfactory

Satisfactory

Unsatisfactory

X

Comments:
Criterion
A high degree of competency
in the English language

Outstanding

Excellent

X

Comments:
Kim’s command of English is that of a first language user.

Any Other Comments:
Kim is a very competent classroom practitioner with a lot of experience. She is very passionate
about teaching and is always thinking of ways in which she can improve the standard of her
teaching. When approached, Kim is always willing to give her time and advice to teachers who are
less experienced than herself.
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Appendix 9.12:

Interview Checklist, Teacher
Sunny Hills Middle Years School
Teacher
Date:

APPLICANT’S NAME
CURRENT POSITION
PANEL MEMBER
ADVERTISED VACANCY
Please rate the applicant using the following indicators.
3-Outstanding

2-Superior

1-Satisfactory 0-Unsatisfactory

SELECTION CRITERIA

RATING

COMMENTS

1. Demonstrated inclusive
teaching and learning skills that
facilitate a high level of progress
for all students
2. A demonstrated high level of
knowledge of the designated
learning areas and the principles of
developmental learning
3. A demonstrated ability to
effectively assess and monitor
student achievement as an integral
part of curriculum delivery and to
provide comprehensive, regular
student progress reports to
parents and guardians
4. Demonstrated high level
communication skills and
professional behaviour when
interacting with parents or
guardians, students and colleagues
5. A demonstrated ability to be
involved with emerging
educational needs and priorities at
the school level
6. A demonstrated commitment
and capacity to actively contribute
to a broad range of school
activities as a member of a school
team
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SELECTION CRITERIA
7. A demonstrated strong
commitment to professional
growth at a personal level
8. A high degree of competency in
the English language

RATING

COMMENTS

General Comments:

Qualifications:
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Appendix 9.13:

Not Offered Letter

February 27, 2007
Kim Lee
31 Apple Crescent
Sunny Hills
Dear Kim,
RE:

Administrative Assistant Position

Thank you again for your application for the recently advertised position of Administrative
Assistant at our school. I am writing to inform you that the successful applicant for the
position was Asli Ogun and I am therefore unable to offer you the position in this instance.
However, I would certainly encourage you to apply for future positions as they arise.
I appreciate the time, effort and enthusiasm that you put into the application and interview
and wish you every success in your search for a future position.
Yours sincerely,

Greg Flattley
Principal
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Appendix 9.14:

Offer of Employment

February 27, 2007
Kim Lee
31 Apple Crescent
Sunny Hills
Dear Kim,
RE:

Administrative Assistant Position

I am pleased to offer you employment as an Administrative Assistant at Sunny Hills
Secondary College. The terms of the offer are set out in Attachment 1.
Two copies of Attachment 1 are provided. If you accept the offer of employment, please
indicate your acceptance by signing in the relevant section of both copies of the
Attachment. Please return one copy of Attachment 1 to me as soon as possible. That copy
will be retained on your personal file in the school. You should keep the other copy of
Attachment 1 for your own records.
This offer is subject to you obtaining a satisfactory police records check and a satisfactory
medical assessment declaring you fit for work. The relevant documentation is attached.
Congratulations on receiving this offer and, if you have inquiries regarding the offer, please
do not hesitate to contact me. I look forward to working with you in the future.
Yours sincerely,

Greg Flattley
Principal
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Appendix 9.15:

Recruitment Selection Report (Confidential)

Position:
Tenure:
Advertised:

Locally

Date:

Internationally

Date:

Total Number of Applicants:
Total Interviewed:
Person recommended to the Position:
Name:
Current Position:
Years of Relevant Experience:

Gender:

Qualifications:

Current Position:
Current Workplace:
Checks:

References (3):
Certificates:

Written:

Verbal:
Police Report:

Notes Kept:

Other Suitable Applicants (in priority order):

Please attach copies of references and qualifications of all suitable applicants.
Selection Panel:
Principal/Nominee:

Gender:

Signature:

Staff Member:

Gender:

Signature:

Parent:

Gender:

Signature:
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Appendix 9.16:

Performance Management Delegation Chart (Multi-Campus School)
Governing Body

Principal

Academic
Registrar

Support Services
Coordinator

Communications, Events
& Marketing Expert

Website
Coordinator

Graphic
Design

Heads of
Campus

Business Manager
(Human Resources)

Together

Campus
Admin Staff

Central
Admin Staff

IT
Manager

Together

Psych,
Speech & OT

Special Needs
Coordinators

Student
Counsellor

Senior Teachers
& Teachers

Senior Teachers
& Teachers

Teaching
Assistants

Heads of
Department

Curriculum
Coordinators

Buildings &
Grounds Staff
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Finance
Manager

Campus Field
Managers

Campus
Technicians

Facilities
Supervisor

Together

Teaching
Assistants

Cleaning
Staff

Security
Staff

Transport
Staff

Appendix 9.17:

Staff Performance and Development Policy

Beliefs
•

•

•
•

The maintenance of a culture of high performance and development is supported by each staff
member receiving and giving timely, relevant and useful feedback on personal professional
performance in the context of each job description
The maintenance of a culture of high performance and development is supported by each staff
member receiving regular relevant training and support to implement current world best professional
practice

Performance evaluation and professional development is likely to be more effective if the
goals and implementation are determined by the individuals and supported by the system
An efficient and effective provision of staff Professional Development is enhanced if it is driven by
needs clearly identified through an agreed consistent approach

Standards
•
•
•

•
•

Each staff member will actively participate in the annual Staff Performance and Development
Program
The Staff Performance and Development Program will consist of an annual cycle of performance
evaluation, improvement planning, support provision and progress reporting
Professional Improvement Goals shall be specific to a particular aspect of the job, include measurable
outcomes, be achievable within the constraints of available time and resources, be relevant to the
needs of the school and be perceived as a current need
School based Professional Development provision resulting from a Performance and Development
Plan must be approved by the Principal as being relevant and appropriate
The Staff Performance and Development Program will directly relate and refer to job descriptions

Guidelines
•
•
•
•
•
•
•
•
•
•
•

The Staff Performance and Development Program will focus on celebrating strengths and positively
addressing challenges in the professional performance of each staff member
An appropriate component of the annual Staff Professional Development Budget shall be assigned to
individual Professional Development Plans
Performance evaluation will be exclusively based on agreed criteria derived from job descriptions
Each staff member will have an assigned performance evaluator reporting directly to the Principal
The evaluation by each performance evaluator shall be formed in close consultation with the relevant
staff member
It is desirable that a consensus evaluation is reached between the performance evaluator and the
relevant staff member
The evaluation by each performance evaluator shall be checked for due process, moderated and
counter-signed by an approved colleague
In the absence of a consensus evaluation, the evaluation process shall be referred to the Principal
Professional Improvement Goals shall be annually collated and examined for efficiencies in provision
of professional support and for implications for school improvement plans
The Principal shall include the successful implementation of the Staff Performance and Development
Program in the Annual Report to the Governing Body
The Staff Performance and Development Program shall be reviewed for relevance, effectiveness and
efficiency as part of the Program review cycle

Basis of Discretion
Individual staff members may modify aspects of, or be exempt from participation in, the Staff
Performance and Development Program if, in the opinion of the Principal, individual circumstances
warrant it.
Ratified by the Governing Body at the meeting of August 30, 2009
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Appendix 9.18:

Performance and Development Plan, Timeline Example

Activity

Jan

Feb

March

April

May

Identify Improvement
Goals
• Gain a Counsellor
• Review Last Year’s
Outcomes
• Feedback
Questionnaire
• Use Critical Friend
• Draft Goals
• Principal Feedback
Meeting
Develop the Action Plan
Develop PD Plan
Gain Formal Approval
Implement the Plans
Mid-Process Review
End of Process Review
Write up Progress
Report
Meeting with Principal
to Report Progress
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June

July

Aug

Sept

Oct

Nov

Dec

Appendix 9.19:

Feedback Questionnaire, Leaders
February, 2008

Dear Staff Members,
In order to gain insights into my effectiveness as a leader, I would appreciate it if you took some time
to answer the two questions below and make any further comments in the space provided. I will
collate the responses and report back to a staff meeting the core responses and the action to follow.
Please place your completed, un-named sheet in my post box.
Yours truly,
Greg

What would you like me to do more of?

What would you like me to do less of?

Any other comments.
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Appendix 9.20:

Performance and Development Plan, Teacher

Performance and Development Plan
- Teacher -

Personal Details
Name:
Campus:
Review Period:

to

Date Plan Agreed:
Head of School Signature:

Principal’s Signature:
This document sets out intended outcomes and outcomes achieved against the four priority
standards applicable for Teachers. Other standards may be used where this is relevant to
the assessment of achievement of outcomes as determined by the Head of School or
Principal.
Assessment of the performance of a Teacher against the applicable standards is within the overall
requirement that the core responsibilities set out in her or his contract of employment are met.

-----------------------------------------------------------------------------
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Standards and Competencies
Standards: The core Standards of performance for a teacher are
• The quality of teaching;
• The quality of the relationships between the teacher and their students;
• The inclusion of a family connection with each student’s learning;
• A positive contribution to the School Improvement Plan.
Competencies: The minimum expected skills and knowledge for each Standard are
Standard
The quality of
teaching

•
•
•
•
•
•
•
•

The quality of the
relationships between
the teacher and their
students

•
•
•
•
•

The inclusion of a
family connection
with each student’s
learning

•
•

A positive
contribution to the
School Improvement
Plan

•
•
•
•

Competencies
Adherence to the school Curriculum Scope and Sequence plans;
Planning for active, challenging, joyful and participative learning;
The use of developmentally appropriate teaching strategies and
resources;
The use of inclusive teaching strategies and resources;
A culture of high individual performance expectations in relation to
student abilities;
The use of student assessment for, by and of learning;
The proper collecting and recording of evidence of student
academic progress;
Adherence to the school approved approach to reporting student
academic progress to families.
A knowledge of each student’s learning strengths and challenges;
A knowledge of each student’s preferred learning style;
A knowledge of each student’s personality preferences;
An individual engagement with each student taught;
A classroom culture of encouragement, acknowledgement and
celebration.
The active involvement of a Class or Program Parent;
The participation of significant family adults in curriculum
programs;
The provision of family inclusive student presentations and
celebrations at the completion of major units of work;
The provision of homework designed to engage family members;
A meaningful connection between the school and the community.
Active and positive involvement in a School Improvement Team.
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Teacher Performance and Development Plan
Standard

Relevant Competencies

Improvement Goals

The Quality of
Teaching

Planning for active,
challenging, joyful and
participative learning

To increase the
number of authentic
and practical
problem-solving
activities for
teaching
Mathematics

The Quality of
Relationships
between the Teacher
and their Students

A classroom culture of
encouragement,
acknowledgement and
celebration

To teach and
incorporate the
‘sandwich’ approach
by students with
feedback on
presentations

The Inclusion of a
Family Connection
with Each Student’s
Learning

The provision of
homework designed to
engage family members

A Positive
Contribution to the
School Improvement
Plan

Active and positive
involvement in a School
Improvement Team

To develop a
standard format for
family inclusive,
homework
assignments
To be developed
next year

Actions

Persons
Responsible

Anticipated
Deadlines

Success Measures
• A content
increase of 30%
in Math planning
documents
• Photographs of
activities
• Assessment
results
• A timetable
allowance
reflecting
feedback sessions
• Photographs of
presentation &
feedback sessions
• Displays
Completed
standard format
documents, one for
each school month
of the year
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Teacher Professional Development Resource Plan
PD Focus

Proposed action

When

1.

2.

3.
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Resources & Costs

Outcomes achieved

Mid-Process Review
The mid-process review is an opportunity to monitor progress on the performance and
development plan. It is also possible to amend plans where this is necessary due to changes
in circumstances. Comments are to be provided by the Senior Staff Member and the
Teacher and the page signed and dated as indicated.
Senior Staff Member’s Comments:

Teacher’s Comments:

Teacher Signature:

Date

Head of School
Signature:

Date

Principal’s signature:

Date
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End of Process Review
To be completed by the Senior Staff Member in consultation with the Teacher.

Performance Standards

End of Process Comments

The Quality of Teaching

The Quality of Relationships
between the Teacher and
their Students

The Inclusion of a Family
Connection with Each
Student’s Learning

A Positive Contribution to
Targeted for next year
the School Improvement Plan
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Extent
Improvement
Goal Met
(≈%)

End of Process Review
Teacher’s Comments:

Teacher Signature:

Date:

Head of School Comments:

Head of School Signature:

Date:

Principal Signature:

Date:

At the completion of the review cycle a copy of this document should be provided to the
Teacher.

301

Appendix 9.21: Managing Unsatisfactory Performance, Professional Flowchart
Reported Unsatisfactory
Behaviour

Observed Unsatisfactory
Behaviour

Substantiate
with Evidence
Discuss with
Staff Member

Unresolved

Put Procedure into
Place

Record &
Monitor

Resolved

Discuss with
Staff Member

Unresolved

Appeal
Process

Unresolved

No Action, Modified Duties,
Transfer, Demotion or Dismissal

Discuss with
Governing Body

Resolved

Managing Unsatisfactory Performance, Personality Flowchart
Reported Unsatisfactory
Behaviour

Observed Unsatisfactory
Behaviour

Substantiate
with Evidence
Of Concern
Warning

Unresolved

Extreme

Warning

Unresolved

Warning

Resolved

Record &
Monitor

Appeal
Process

Unresolved

No Action, Modified Duties,
Transfer, Demotion or Dismissal

Resolved
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Discuss with
Governing Body

Appendix 9.22:

Professional Development, Request for Funding

Individual:

Signature:

Team:

Date & Time Received:

Received by:

-------------------------------------------------------------------------Title of Professional Development Activity:
Venue:

Date(s) of Activity:

Key Presenter(s) or Trainer(s):
Brief description of the nature of the PD provision:

Does this PD support the School Improvement Plan?

Yes

No

Does this PD support your Performance and Development Plan(s)?

Yes

No

Briefly describe how the Improvement Goals will be supported by this PD:

Otherwise, briefly describe the benefits of this PD to the school or your professional competence:

Please itemise the costs involved:
Replacement Staff:
Meals:

Registration:

Travel:

Accommodation:

Communications:
Resources:

Other:

TOTAL:
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ABSENCES

ACCIDENTS

Staff
Please inform the appropriate leadership
team member as soon as you can regarding
absences to ensure the greatest possibility of
obtaining a replacement teacher. Advance
notification is appreciated.

Apply or seek First Aid treatment when
necessary and inform the office of any serious
injuries. Some gloves and First Aid equipment
can be found in each classroom first aid box.
Each teacher will be allocated their own ‘Ouch
Pouch’ for yard duty and sporting activities.

Please telephone Greg on: 518718349
or via the mobile on 04475636021

Complete the Incident Book at our front office
for all student and staff injuries. Parents
should be contacted in case of serious injury
or if you have any concerns.

On occasions when a replacement teacher
cannot be found, your class may be split or in
exceptional cases specialist classes may be
cancelled.
-Please ensure a copy of your emergency class
split list is sent to the office and that all class
teachers involved in the split have their own
copy.
-Please ensure that your information for a
replacement teacher is located as you have
indicated in the information given to the
office.
-On return to school, please complete the
absence form and return it to our front office
in order for your absence to be properly
recorded.
You must provide a medical certificate for
illnesses taken before a holiday or over 3
consecutive days or after 5 sick days have
been taken without a certificate to avoid loss
of pay penalties.

A white Parent Notification letter should be
completed for all student injuries and sent
home with the student. Parents should be
contacted by telephone in the case of their
child suffering a head injury.
If students are unwell in the classroom, please
try to contact the parent. If this fails, ring the
office and they will continue to attempt to
reach relevant adults. Unwell students can be
sent to the sickbay whilst waiting to be picked
up.
Please ensure that parents taking students
home early present you with a form signed by
our office staff.
Inform the First Aid co-ordinator if First Aid
materials require replenishment.
ACCOUNTABILITY
Teachers have a Duty of Care to ensure a high
professional standard of service is provided
and that their own personal standards of
conduct in the workplace are consistent with
the Code of Conduct.

Students
Please record student absences on your hard
copy roll by 8.30am and 1.30pm each day and
send absence stickers to the office the
following morning.
A note should be sent to school from parents
or guardian explaining the reason for an
absence; this should be recorded on the roll.

Complaints against staff members will be
dealt with according to school Policies and
Procedures. Please see your unit leader or a
leadership team member if you require
assistance or support.

If a student is absent for an extended period
(2 weeks) without explanation, please inform
the Principal Team.
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Internal Financial Control Policy

Beliefs
•
•
•

The school should work within an agreed budget, undertake full financial planning and
ensure the safe keeping of all assets.
There should be a separation of those responsibilities or duties which, if combined, would
enable one person to record and process a complete transaction.
If duties or responsibilities are separated, the scope for errors and oversights and deliberate
manipulation or abuse is significantly reduced.

Standards
•
•
•
•
•
•
•
•
•

The Principal will ensure that staff members are competent, properly trained and qualified
for the tasks they are required to perform.
Proper and realistic estimates of expected income and expenditure shall be made for each
financial year and reviewed monthly.
Annual approval of all budgets and accounts shall be done by the Governing Body.
All expenditure and investment of funds shall be properly authorised and documented.
The school shall not lend monies or allow credit to be assigned to any persons.
There will be a separation of those responsibilities or duties which, if combined, would
enable one person to record and process a complete transaction.
Only people authorised by the Governing Body may sign cheques. Each cheque will require
two authorised signatures and there will be four signatories authorised to sign. Cheques
made payable to a nominated signatory shall not be signed by that person.
All government taxes must be appropriately deducted, paid and accounted for.
The school shall ensure the proper safekeeping and good order of land, buildings, vehicles,
fixtures and fittings, furniture and equipment.

Guidelines
Income:
•

All incoming cheques and cash need to be recorded immediately and entries verified by
someone other than the person who has made the entry.

Fundraising:
•
•

Records must be maintained for each fundraising event, in sufficient detail to identify gross
receipts, how they have arisen and all costs incurred.
For all events for which there is ticket income or gate money:
• All tickets shall be pre-numbered;
• A record shall be kept of all persons who have been issued with tickets to sell, and
which ticket numbers have been allocated to each;
• A record shall be kept of which tickets have been sold;
• A reconciliation shall be made of receipts against tickets sold.

Banking & Custody:
•
•
•
•

Incoming receipts shall be banked daily.
All cash over a designated amount by the Governing Body shall be banked. Amounts below
the designated amount shall be kept in a locked cash box.
Cash or cheques must be placed in a safe or locked cash box if they cannot be banked on the
day of receipt. The keys to any safe or cash box shall be held by a nominated officer and
signed for whenever they are used.
All incoming money must be banked gross with no amounts being held back for petty cash.

307

Purchases:
•
•
•
•

Invoices received shall be checked against orders made.
Records shall be kept of orders placed but not yet carried out.
The quality and quantity of goods supplied shall be inspected in order to ensure they
correspond with orders placed and those invoiced for. Services supplied shall be similarly
checked.
Regular stock taking shall be undertaken.

Payments:
•
•
•
•

Instruments of payment, such as cheque books, bank books, shall be kept in safe custody,
with access limited to authorised persons.
The preparation of documentation for authorisation shall be undertaken by someone other
than the persons authorising the payment.
Purchase Orders may only be placed by authorised persons.
Payments shall only be made against original invoices.

Payment by Cheque:
•
•
•
•
•

Only authorised people shall have access to cheque books.
Blank cheques must not be signed in advance.
All cheque expenditures shall be recorded in the cash book and cross referenced to the
cheque number, with the nature of the payment and the payee clearly identified.
All cheque book stubs shall be completed at the time of payment and retained in safe
keeping.
No cheques shall be signed without a corresponding invoice, or other documentary evidence
as to the nature of the payment.

Payment by Cash:
•
•
•
•
•

Every effort shall be made to reduce the need for cash payments to a minimum.
All cash payments shall be made from a cash float of a fixed amount which is regularly
replenished from the bank account and not by the retention of incoming money.
All claims for replenishment of the cash float shall be backed up by supporting
documentation and signed by the cashier.
The supporting documentation shall be authorised by someone other than the cashier or
claimant.
Daily checks of the petty cash float shall be made by an authorised person independent of
the cashier. The authorised person shall count the balance of cash in hand and reconcile the
float by totalling the vouchers for amounts paid out and not yet reclaimed by the cashier.

Wages and Salaries:
•
•

Personnel records shall be kept for each member of staff separately from the pay records.
Checks of one against the other shall be made in order to prevent the payment of fictitious
employees.
Where payments are made in cash, these shall be paid out by someone other than the
person making up the payroll, with the employee signing as evidence of receipt.

Reimbursements:
•

All reimbursements shall be a payment of actual costs incurred. Except for very small sums,
evidence must be produced of the actual costs incurred; for example, bills or receipts.
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Control Checks:
•

An authorised Governing Body representative shall make monthly checks to ensure that
records are being accurately maintained and that there are no discrepancies in the
accounting records. The monthly checks shall be made by someone other than the persons
concerned with the original recording of the transactions. In particular, they will check that
• Records of cash and cheques received agree with bank pay-in slips;
• Bank pay-in slips equate with the bank statements, both in terms of the amounts
banked and dates of credit;
• All transfers or other direct payments into the bank can be identified and verified
against paperwork;

•
•
•

Records of payments made agree with cheque stubs, paid invoices or other
authorisations and are in accordance with budgets;
All cheques have been presented for payment by the bank as shown by the
statement;
Any direct debit payments are in accordance with valid instructions given to the
bank.

Assets:
Fixed Assets and Vehicles:
•
•
•
•

A register of fixed assets and vehicles shall be held and updated regularly.
All fixed assets and vehicles shall be checked at regular intervals to ensure they remain in
good repair.
The Governing Body shall insure fixed assets and vehicles to an appropriate extent of cover.
The use of fixed assets and vehicles shall be reviewed annually to ensure they are put to best
use and effect.

Investments:
•

The Governing Body shall create an investment policy and require suitable reports to ensure
it is being correctly and properly implemented.

Bank Deposits:
•
•
•
•

Instructions to open or close deposit accounts can only be authorised by the Governing
Body.
A record of all bank deposit statements shall be held in safekeeping.
Monthly bank reconciliations shall occur and the employees delegated to do so shall not be
the same people who maintain cash book records. Any discrepancy shall be fully explored
and resolved.
No accounts shall be allowed to remain dormant.

Basis of Discretion
In the absence of the Principal, the Governing Body Chairperson may authorise an
appropriate person to act on the Principal’s behalf.

Adapted from Internal Financial Controls for Charities, published by the Charity Commission for England and Wales © Crown copyright.
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Investment Policy

Beliefs
•
•
•

The Governing Body should be responsible for monitoring school funds and investing surplus funds to
generate interest revenue for the school;
Investments should only be made with low risk, ethical institutions listed on the national business
register;
The Governing Body should regularly monitor the performance of all investments.

Standards
•
•

•
•
•
•
•

The Governing Body shall apply the ‘Prudent Investor Test’ to the investment institutions of its choice
As a ‘Prudent Investor’ the Governing Body will satisfy itself that its investments are made with
institutions which are;
- Prudentially sound and secure;
- Professionally managed, and;
- Have strong financial status in its reserves, liquidity and profitability.
All investments must be approved by the school Governing Body and jointly authorised by the
Principal and a Governing Body delegate;
The Governing Body shall consult with licensed financial advisors to inform investment decisions;
Investments shall be diversified to minimise the impact of the failure of any one investment;
All investments must have the option to mature within twelve months of being invested;
Investments will be recorded in an Investment Register maintained by the Principal of the school. The
Register will contain:
- Date of lodgement;
- Name of institution;
- Terms of investment: period, percentage rate and maturity date;
- Amount invested.

Guidelines
• The Governing Body must approve and formally minute the placement of funds before any
investment takes place. It must regularly review;
- The level of funds to be invested;
- The term of the investment/s;
- The type of investment/s, with reference to the schools required cash flow during the year.
• The cash flow requirements of the school must be monitored to ensure that there are sufficient funds
available to meet commitments. A cash flow budget should be prepared to determine cash
requirements in any given period;
• The Principal may increase deposits in easily retrievable investment accounts when this action has
prior Governing Body approval (from an ongoing basis for each calendar year);
• The Governing Body may decide to invest in banks, building societies or credit unions. It can invest in
bank accepted or endorsed bills of exchange or in negotiable, convertible or transferable certificates
of deposit issued by a bank;
• All investment accounts will be included in the financial system and the procedures for properly
maintaining the accounts will be completed in accordance with Governing Body policies;
• No direct deposits from received funds will be made into investment accounts except for interest
earned on those accounts; that is, all received funds will be receipted through the official account;
• No direct payments from the investment account will be made to creditors. The monies must first be
transferred into the official account;
• The Finance Committee of the Governing Body will review the school’s investments at each meeting
(at least once every three months). This review will be included in its written reports to allow the
Governing Body to monitor its investments.

Basis of Discretion
In the absence of the Principal, the authorised Governing Body delegate may act on behalf of the
Principal
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Order Form

Sunny Hills College
PURCHASE ORDER

Supplier Copy

Person Ordering: _________________________ Code _________

Order Number:

Campus:

Date:

Junior

Middle

Senior

Budget Area:
Supplier:

071001

Budget Year:
Local

Supplier Details:

Overseas
[A]
Catalogue or
Item Number

Item Description, Incl. ISBN Number (Books)

X

Items Qty
per (No. of
unit Units)

[B]

=

Price/Unit

Page Total:

Signature:

Cumulative Total:

Budget Leader’s Signature:

Principal’s Signature:

Date Processed by Admin Staff:

Admin. Signature:
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[C]
Sub Total

Appendix 10.4:

Program Budget, Visual Arts
Program Budgets, 2008
Contents

Curriculum Program Budgets
Assessment & Reporting
Environmental Studies
Library
Mathematics
National Language
Other Languages
11
Physical Development and Health
Performing Arts
Science and Technology
Studies of Society
Visual Arts
Reading Intervention
Religious Education
Laminating

Welfare Program Budgets
3-4
5-6
7
8
9
1012
13
14
15
16
17
17
17

Transition, Early to Junior Years
Transition, Junior to Middle Years
Student Welfare
Staff Welfare
Special Needs (Disabilities & Impairments)
Gifted Education
Occupational Health & Safety
Graduation

Human Resources Program Budgets
Salaries
Recruitment
Relief Staff Hire
Professional Development

Administration, Management and
Environment Program Budgets
Teacher Requisites
Student Requisites – Shared Classroom
Supplies and Individual Booklists
First Aid
Furniture
Facilities & Grounds
• Grounds Development
• Gardening Contract
• Mowing Contract
Minor Maintenance
Assets Management
Cleaning
Office Administration
Photocopying
Utilities
Major Works
26

27
28
29
30
31
32
33
34

17
18
19
20

21
21
22
23
24
25
25-
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35
35
36
36

Draft Program Budget for 2008
Program Area: Visual Arts

Program Leader:
Team:
Date:

Aysa
October 2007
TOTAL

Teacher Materials, Aids & References
Photocopying
Equipment Maintenance/Replacement

240
120
420

880

Drawing

60
250
210
210
240

970

Paint
Easels
Brushes
Spatulas

1500
90
180
180

1950

Ink
Paper
Linoleum

600
250
120

970

Clay
Wood
Tools

1200
600
600

2400

Materials
Tools

1200
120

1320

Painting

Printing

Sculpture

Textiles

Clip Boards
Paper
6B Pencils
Charcoal
Crayons
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Complaints Resolution Procedures

There are two Procedures; one for complaints about people, such as harassment,
intimidation or discrimination, and one for complaints about work conditions, such as hours
of work and salaries.
People
Complaint

Talk about it
with the person
or through a
trained
mediator

OR

No

Take it to the
Staff Association
President

Take it to the
Principal

Talk about it
with a
Management
Team member

Conditions
Complaint

OR

Talk about it with
a Management
Team member

Talk about it
with the
Team
Coordinator

Resolved?

Resolved?

Take it to the
Staff Association
President

Take it to the
Principal

No

Resolved?

No

Resolved?

Resolved?

No

OR

Resolved?

No

Yes

Talk about it
with the Team
Coordinator

Take it to the School
Governance Grievance
Committee

No
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Take it to the School
Governance Grievance
Committee

Yes

Appendix 14.1:

Class Code of Conduct
Junior Years Class

As students of this class, we have agreed to
Work Hard
Be Safe
Have Fun,
and
Care for Each Other
Our understanding of these behaviours is
Work Hard
Stay on task and
don’t give up
Do your best
Try to finish your
work on time
Check your work
Keep appropriate
noise levels

Be Safe
Work safely
Play safely
Do not be led by
unsafe people
Be sensitive to the
feelings of others
Use things that you
know are safe to use

Have Fun
Have a balance
between work and play
Have a positive attitude
Enjoy being a student
Exercise & play sport
Celebrate;
Birthdays
Welcomes
Farewells
Theme Parties
Graduation

Do not use words &
objects to hurt
people

Care
For Each Other
Be inclusive
Be courteous
Help each other and
encourage each other
Care for someone when they
are hurting
Show respect for our
differences

Show respect for our
belongings
Laugh with someone, not at
them

It is understood and agreed that, in our class
A Good Student Will
• Show respect to all others in the classroom;
• Care for other students;
• Care for the school and the people in it;
• Work hard and study hard;
• Not give up on anything to do with their work;
• Follow the right rules.
A Good Teacher Will
• Help students learn;
• Be a good listener and communicator;
• Be well organized;
• Be fair to the students;
• Keep themselves and the class under control.
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Bullying, Student Survey

At Sunny Hills, we value your opinion about how safe our school is. We are now seeking your
honest opinion about bullying at school.
Please finish writing the next sentence. A bully is a person who

.
Please think about these questions and answer them truthfully.
Have you ever been bullied at our school?

Yes
No

Have others ever been bullied at our school?

Yes
No

If you answered ‘Yes’, please answer these other questions. You can tick more than one box.
What is your sex?

Female
Male

When did this happen?

Today
Yesterday
Last Week
Last month
Early this year
Last year

Where did this happen?

In class
In the building
In the playground
Outside the gate
In the school bus
On the way to school
On the way home
Internet/Web
Telephone or Mobile phone

If it happened in the building or playground, please explain where.

.
If you were bullied, please answer these other questions.
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What happened?

Left out of games
Bad looks
Bad words
Called names
Bad notes or letters
Graffiti
Threats
Demands
Things damaged or taken
Pushed around
Hit
Other

Do you know why this happened?

Yes
No

Was it because of any of these things?

Your looks
Your size
Your clothes
Your colour
Your religion
Your gender
Your family
Where you live
Things you like or don’t like
Other

Was the bully the same sex as you are?

Yes
No

What did you do after it happened?

Just felt bad
Told a teacher
Told a parent
Bullied back
Stayed away from school
Avoided the bully

If you told a teacher, did they help?

Yes
No

Would you like to talk to someone about it?

Yes
No

If you would like to talk to someone about being bullied, please give us your name.
My name:
Who would you like to talk to?
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If you would like to name any bullies at our school, please go ahead. They will not be told who
named them.
Names of bullies:

Thank you for helping us with this survey.
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Asthma Poster
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Appendix 14.4:

Student Health Record

This health card and the physical examination record must be on file at the
campus office on the date the student enters school. The Admission Office
must be notified of a change in guardianship should parents leave the district
without their children.

Photo
3x4 cm.

Please complete the form below.
STUDENT AND FAMILY INFORMATION

Student ID Number: _____________

Student
First Name

: _______________

Family Name: ________________

Sex

: Male/Female (please circle)

Date of Birth :
Resides with :

/

/

Middle Name: _________

(date/month/year)

Both parents

Nationality: _________________________

Mother

Father

Other

Father/Guardian
Home
Address
: _________________________
_________________________
_________________________
Phone
: _________________________
Hand phone : _________________________

Mother/Guardian
Home
Address
: _________________________
_________________________
_________________________
Phone
: _________________________
Hand phone : _________________________

Language spoken: English/Other ___________

Language spoken: English/Other ___________

Employer
Name
Address

Employer
Name
Address

Phone

: _________________________
: _________________________
_________________________
: _________________________

Phone

: _________________________
: _________________________
_________________________
: _________________________

EMERGENCY CONTACT INFORMATION
Primary Contact

: ________________

Phone: ______________

Hand phone: ____________

Secondary Contact : ________________

Phone: ______________

Hand phone: ____________

Local Doctor or Health Care Provider: __________________________

Phone: _________________

Note: Please notify our office of any changes to the above information.
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IMMUNIZATION RECORDS
Please attach a copy of your child’s immunization records or complete the schedule, including dates.
Type
DPT/DT (Diphtheria/ Pertussis/Tetanus)
Polio
Measles
Mumps
Rubella
Typhoid (Every three years)
Other Vaccinations

Date

Date

Date

Date

Date

Blood Group, if known: _____
MEDICAL INFORMATION
Allergies

: No

Yes

Reaction _____________________________________________

Drug Allergies : No

Yes

Reaction _____________________________________________

Asthma

Yes

Does the student carry an asthma inhaler? No

: No

Is the student on regular medication?

No

Yes

Yes

Name of the medication and frequency _________________________________________________
Does the student take any medications during school hours? No

Yes

Name of the medication and frequency _________________________________________________
Does the student wear glasses or contact lenses? No

Yes

Hearing aid? No

Yes

Please list any health condition that the school should be aware of: ___________________________
__________________________________________________________________________________
Explain any limits on physical activity: None

__________________________________________

A student may not receive medication unless written permission is signed by a parent or guardian.
Permission is hereby given for the following medications to be administered to my child if judged
appropriate by the person in charge: PANADOL -CELESTAMINE (ANTIHISTAMINE)
Signature of Parent: _________________________

Date:

/

/

Permission is hereby given for emergency measures to be initiated for my child in case of accident or
sudden illness with the understanding that I will be notified. I certify that all information given on
this form is complete and correct.
Signature of Parent: _________________________
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Date:

/

/

Appendix 14.5:

Emergency Response Plan
CONTENTS

Emergency Evacuation (Summary)
Emergency Telephone Numbers
Initial Response of the Principal

2
3
4

YELLOW PAGES

5

PLAN 1: EVACUATE

Evacuation Warning
The Safe Areas
The Control Centre
The Assembly Warden
The Role of the Assembly Warden
The Role of the Class Teacher
The Role of Specialist Teachers
The Role of the Business Manager
The Role of the Principal
The Role of the Canteen Manager

GREEN PAGES

5
5
5
5
6
7
8
10
12
13

PLAN 2: STAY INDOORS

CAUSE: External Toxic Emissions
The Role of Teachers
CAUSE: External Hostage Threat
The Role of Teachers
CAUSE: Siege Threat
The Role of Teachers
CAUSE: Serious Traffic Accident
The Role of Teachers
The Role of the Principal
The Role of the Assistant Principal
The Role of the Canteen Manager

WHITE PAGES

15
16
17
18
19
20
22

PLAN 3: FATALITY

23

CHECKLISTS:
Unaccounted-For Classroom Teachers
Unaccounted-For Students
Unaccounted-For Canteen Manager & Support Staff
Injured People
Unaccounted-For Specialist Teachers
Bomb Threat Questionnaire
Siege/Hostage Questionnaire

BLUE PAGES

14

FIRST AID INFORMATION
MAP OF BUILDING'S EMERGENCY EXITS
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24
25
26
27
28
29-30
31
32-34
35

INITIAL RESPONSE OF THE PRINCIPAL

•

Authenticate the nature of the disaster.

•

In the case of a bomb threat or internal siege/hostage threat, refer to the checklists in the
Emergency Response Manual.
Bomb Threat: page 30
Siege/Hostage: page 32

•

Activate either Plan 1, 2 or 3 as appropriate.
Plan 1:
Evacuate
page 12
Plan 2:
Stay Indoors page 19
Plan 3:
Fatality
page 23
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TO BE PHOTOCOPIED AND PLACED IN ATTENDANCE ROLL
PLAN 1:

EVACUATE

This procedure will be activated in the event of:
• A fire,
• An explosion in the school, nearby street or nearby building,
• A bomb threat,
• An internal hostage threat, OR
• An aeroplane crash.
EVACUATION WARNING
CONTINUOUS ELECTRIC BELL
OR
CONTINUOUS HAND BELL
OR
CONTINUOUS WHISTLE BLASTS
OR
STAFF WORD OF MOUTH

EVACUATION PROCEDURE
• Class teachers collect the roll.
• Immediately assemble all students in the class.
• Inform the students to, ‘Follow me to the safe area’
• Leave the school building using the safest planned route (see map).
• Assemble at the safe area (Specialist teachers hand over to class teachers, only if present).
• Keep the students calm and together (preferably seated).
• Check student attendance against the attendance roll.
• Report to the Assembly Warden:
- your arrival,
- any missing persons, injuries and unusual circumstances.
• Continue to supervise the class.
• Await instructions.

EMERGENCY TELEPHONE NUMBERS
FIRE
POLICE
AMBULANCE
STATE EMERGENCY SERVICE
ELECTRICITY
GAS
COMMUNITY HEALTH CENTRE

000
000
000
9696 6111
131280
132771
9429 5477
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PLAN 2:

STAY INDOORS

This procedure will be activated in the event of:
• External Toxic Emission;
for example, a traffic accident involving a vehicle carrying dangerous chemicals;
• External Hostage Threat;
involving people at nearby residential or industrial properties;
• Siege Threat;
where people at school are directly threatened by a person or people outside the buildings;
• A Serious Traffic Accident;
in immediate neighbouring streets.
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PLAN 3:

FATALITY

This procedure will be activated in the event of the sudden death of any person in the school
grounds or building.

THE ROLE OF THE FIRST STAFF MEMBER ON THE SCENE
•

•
•

Minimise any risk to self, bystanders and the school population
check for
electrocution
toxic fumes
attack
an unsafe physical environment
In all instances, notify the Principal immediately and request an ambulance.
Telephone: 000
Apply appropriate techniques to revive the person until the ambulance arrives
see ‘Treatment for Collapse’, page 35.

THE ROLE OF THE PRINCIPAL
•

Ensure that an ambulance has been called.
Telephone: 000

•

If the fatality occurred outside, Activate Plan 2, ‘Stay Indoors’.

•

If the fatality occurred inside and the cause places others at risk, Activate Plan 1, ‘Evacuate’.

•

Authenticate the fatality.

•

Support resuscitation attempts.

•

Ensure the dignity of the victim.

•

Organise a debriefing session.
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Appendix 14.6:

Matrix of Teacher Standards and Dr. Marzano’s Design Questions;

Teacher Behaviours

The Quality of Teaching

The Quality of Relationships
between the Teachers and their
Students

The Quality of a Family Connection
with Each Student’s Learning

The continuous Improvement of
Professional Knowledge and
Practice

What will I do to establish and
communicate learning goals, track
student progress and celebrate
success?

Assess point of need;
Provide individual feedback of need and
learning progress;
Use a variety of assessment approaches;

Set achievable learning goals;

Study & implement a variety of
assessment techniques;

What will I do to help students
effectively interact with new
knowledge?
What will I do to help students
practise and deepen their
understanding of new knowledge?

Teach research skills;
Provide practical resources to support
goal achievement;

Ensure relevance of subject matter to
need;

Incorporate student led reporting;
Use individual learning plans with family
input;
Conduct exhibition evenings to
celebrate the completion of work units;
Use authentic tasks for problem solving;

Require a variety of tasks for problem
solving;
Focus resources on a well defined
learning path;
Provide thinking tools;
Use scientific methodology to apply new
knowledge;
Present challenges that require creative
thinking;
Vary activities to cater for the range of
learning styles;
Ensure the relevance of the curriculum;
Organise Learning Teams;

Teach organisation skills;

Design homework assignments that
require family involvement;
Use homework diaries requesting a
parent signature;
Engage parent experts as guest speakers
& mentors;

Explore possible activities that require
the application of new knowledge;

Gain a knowledge of current student
interests;
Negotiate Units of Work;
Provide encouragement and
acknowledgement;
Involve students in the formation of
rules and procedures;
Systematically revisit & review class
expectations of behaviour;
Separate student behaviour from
personal worth;
Hold class meetings to identify &
address issues of concern;

Establish a class parent program;
Ensure adequate time for family input at
reporting sessions;

Gain a knowledge of current student
interests;

Communicate rules and procedures to
families;

Learn more about the role of social
competencies in classrooms;
Use class meetings to provide feedback
on effectiveness of rules & procedures;
Demonstrate self as a learner;

Adapt expectations with growth of class
maturity;
Be explicit, consistent & predictable
with transactions;
Encourage, support & reward risk
taking;
Explain the design & content of Units of
Work before implementing them;
Plan in Teams;
Reflect on performance and set goals
accordingly;

Communicate assignments &
assessment criteria to families;
Publish class newsletters;

Develop a bank of challenging but
achievable activity based tasks;

Communicate curriculum Scope &
Sequence charts to families;

Explore the connections between
learning goals & learning pathways;

STANDARDS
QUESTIONS

What will I do to help students
generate and test hypotheses about
new knowledge?
What will I do to engage students?

What will I do to establish or
maintain classroom rules and
procedures?
What will I do to recognise and
acknowledge adherence to and lack
of adherence to classroom rules
and procedures?
What will I do to communicate high
expectations for all students?

What will I do to develop effective
lessons organised into a cohesive
unit?

Establish routines and expectations of
compliance;
Apply consistent strategies to ensure
students remain on task;
Implement a restorative justice
approach to managing unsatisfactory
behaviour;
Model standards of expected behaviour
in all transactions;
Reject mediocrity;
Teach skills and knowledge about
effective teams;
Use rubrics for assessment;
Use an integrated curriculum approach;
Use outcomes based backward planning
for Units of Work;
Ensure compliance with Scope &
Sequence charts;

Assign teacher mentors to identified
students;
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Use communication books between
home & school;

Use student feedback on degrees of
success with different approaches;
Plan in teams;

Study recent research on brain
development and function;

Matrix of Teacher Standards and Dr. Marzano’s Design Questions;
STANDARDS

The Quality of Teaching

The Quality of Relationships
between the Teachers and their
Students

The Quality of a Family Connection
with Each Student’s Learning

The Continuous Improvement of
Professional Knowledge and
Practice

Articulate learning objectives & a plan
for success;
Communicate needs, interests,
strengths and challenges to teachers

Maintain work based dialogue;
Provide peer feedback & support;

Communicate needs, interests,
strengths and challenges to family;
Actively participate in student led
reporting of academic progress;

Complete assessment tasks to
demonstrate effectiveness;

Engage in activities to apply new
learning;
Engage with materials to explore and try
ideas;
Use multi-media;
Apply new learning to a variety of
problems;
Use multiple research sources;

Work in teams to solve problems and
achieve tasks;

Work with family members to explore
and clarify new knowledge;

Provide feedback on teacher
effectiveness through presentations;

Confidently take risks with applying new
learning;

Engage family members in targeted
aspects of homework assignments;

Indicate the degree of success with
applying learning to new situations;

Effectively use thinking tools;

Listen to and act upon teacher & peer
guidance on progress;
Apply learning to interest based project

Use family members as credibility sieves
for new ideas;

Provide feedback on degrees of success
with different teaching approaches;

Be involved in setting learning
objectives;
Explore hypotheses with teachers;
Appropriately request teacher
clarification, advice & support;
Work in different groups for different
purposes;
Be involved with designing behavioural
& transactional expectations;

Use respectful language with teachers;
Appropriately involve teacher in
activities;
Use issue based dialogue with teachers;
Have a sense of the teacher as a
complete person;

Present learning goals to family and
request input and advice;

Communicate needs, interests,
strengths and challenges to teachers;

Articulate expectations;
Negotiate standards within a class
framework of guidelines &
accountabilities;
Work independently with minimal
supervision;
Participate well in class meetings;
Readily engage in care based restorative
justice;
Be able to safely contest injustice;
Grant dignity in all situations;
Praise, encourage & support the success
of colleagues;
Accept challenges that require creative
thinking;
Progress at an optimal rate;
Appropriately access material resources
as needed;

Discuss and clarify classroom rules &
procedures with family members;

Provide feedback on the effectiveness of
a framework of guidelines &
accountabilities to improve standards;

Positively participate in parent/teacher
meetings about behavioural concerns;

Reflect on performance and set goals
accordingly;

Seek family advice on issues of moral
concern;

Adapt to higher expectations with the
growth in class maturity;

Communicate learning achievements
and challenges to family members;

Engage in assessment and reflection
tasks to guide improvement;

QUESTIONS
What will I do to establish and
communicate learning goals, track
student progress and celebrate
success?
What will I do to help students
effectively interact with new
knowledge?
What will I do to help students
practise and deepen their
understanding of new knowledge?
What will I do to help students
generate and test hypotheses about
new knowledge?
What will I do to engage students?

What will I do to establish or
maintain classroom rules and
procedures?

Student Behaviours

What will I do to recognise and
acknowledge adherence to and lack
of adherence to classroom rules
and procedures?

Accept and comply with consequences
for acceptable & unacceptable
behaviours;

What will I do to communicate high
expectations for all students?

Consistently use effective study skills;
Be well organised;
Challenge mediocrity;

What will I do to develop effective
lessons organised into a cohesive
unit?

Be excited and enthusiastic about
learning;
Stay on task;
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Appendix 14.7:

Student Association Constitution

Article One (Name)
The name of this organization shall be the Sunny Hills Middle Years Student Association, hereinafter
called the Association.

Article Two (Purpose)
The purpose of the Association shall be to:
1. Involve all students in sharing ideas to make our school the best it can be.
2. Allow students to have input into relevant decisions.
3. Help all students work together in our school.
4. Give all students practice in democracy in action.
5. Help other citizens and groups in our community.

Article Three (Membership)
Section 1: All students from Years 7 through to 10 shall have the opportunity to be nominated, to
vote, and to offer ideas for Association action.
Section 2: The members of the Student Association shall be representatives elected by their
homeroom students.
Section 3: The President, Vice-President, Secretary and Treasurer are elected by the Association
members.
Section 4: The School Principal shall be the final authority over all actions of the Student
Association.

Article Four (Representatives)
Section 1: (Qualifications) A student who wishes to be a candidate for the Student Association shall:
1. Be a good citizen.
2. Be a hard-working and diligent student.
3. Relate well to other students and adults.
4. Be interested in being an Association representative.
Section 2: (Nominations) Each homeroom, from Years 7 through to 10, shall nominate two or more
students to be candidates for election.
Section 3: (Elections) Election of Student Association representatives shall take place in
homerooms by the 25th of February of each school year. The students receiving the majority
(plurality) of votes shall be declared the representatives. Two students shall be elected from each
homeroom.
Section 4: (Powers and Duties) Each representative shall be responsible for performing the duties
of the representative as defined and agreed by the Association.
Section 5: (Term of Office) The term of office shall be for one (1) school year.

Article Five (Officers and Mentors)
Section 1: The officers shall be the President, Vice-President, Secretary and Treasurer.
Section 2: (Nominations) Two or more candidates for the office of President shall be nominated
from Association members. Two or more candidates shall be nominated for Vice-President from
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Association members. Two or more candidates shall be nominated for Secretary from Association
members. Two or more candidates shall be nominated for Treasurer. Nominations shall take place
according to procedures approved by the School Principal.
Section 3: (Elections) The election of officers shall take place no later than March 15th of each
school year and shall follow procedures approved by the School Principal.
Section 4: (Duties and Powers) The officers shall have the powers and duties listed for each office
as defined and agreed by the Association and such other powers and duties as may be approved by
the School Principal.
Section 5: (Term of Office) The term of office for all officers shall be one (1) calendar year.
Section 6: (Mentors) The Mentor shall be a member of the school staff who shall be responsible for
advising the Association on interpretations of this Constitution and proper procedure. The School
Principal may choose to be the Student Association Sponsor.

Article Six (Removal from office)
Any officer or representative may be removed from office by a majority vote of the Student
Association membership for poor attendance at Association meetings, failure to perform
required/requested duties, or failure to follow school rules or class rules.

Article Seven (Committees)
Section 1: (Standing Committee) Standing committees shall be the Executive Committee, the
Election Committee, and the Welcome Committee.
Section 1A: The Executive Committee shall be the Officers, the Mentor, and the School Principal. No
meeting of the Executive Committee shall take place without either the Mentor or the School
Principal in attendance.
Section 1B: The Elections Committee shall consist of five (5) members. It shall be responsible for
making arrangements for general elections, including notifying homeroom teachers when
homeroom elections are to take place, and conducting the general election.
Section 1C: The Welcome Committee shall consist of two students from each year level. It shall be
responsible for serving as friendly hosts and hostesses to new students and to visitors to our school.
Section 2: (Special Committees) Special Committees may be appointed by the President to plan
and carry out activities approved by the Student Association.

Article Eight (Meetings)
Section 1: Student Association meetings shall take place at least monthly. The Student Association
membership will decide each year the appropriate meeting dates and times. For example: the first
Friday of each month at 3 pm. An agenda shall be prepared and handed out to each member of the
Student Association at least one day before each meeting. Student Association members may
initiate agenda items. Additional agenda items may be added at the beginning of each Student
Association meeting by a majority vote of Association members. If a quorum (half of Association
members plus one) is not present for a meeting, no Association action may be voted upon.
Section 2: Class meetings shall be conducted by each Representative at least one day before and at
least two days after each Student Association meeting. The meeting may consist of a written
communication of Association agenda items. This type of communication may be needed when the
Association is being familiarised with rules, regulations and procedures.
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Article Nine (Voting Procedures and Rules)
Section 1: Each representative shall have one vote.
Section 2: All motions require a second; all motions require (for passage) a majority vote of the
Association members.
Section 3: Roberts Rules of Order, Revised Edition shall be the authority on any questions of
parliamentary procedure.
Section 4: Any and all actions of the Student Association are not official until approved by the
School Principal.

Article Ten (Amendments)
This constitution may be amended by a two-thirds vote of the Student Association representatives.
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Appendix 15.1:

Special Needs Students
Guidelines for Placement

Introduction
This document is adapted from guidelines provided to schools in the Victorian Government
Education System in Australia. The guidelines in this document are used to determine the
placement and classification of students identified as requiring special needs support. The three
placements are
•
•
•

Not Admitted;
Alternative Learning Centre (ALC) Placement, and;
Mainstream Placement with Support.

The three classifications are
•
•
•

Moderate Support;
Full Support, and;
ALC Support.

The criteria used to determine placement and classification are graded according to increasing
severity of a disability and are applied under the ability headings of
•
•
•
•
•
•
•
•
•
•
•

Mobility;
Fine Motor Skills;
Receptive Language;
Expressive Communication;
Challenging Behaviour;
Safety;
Hearing;
Vision;
Self-Care;
Medical, and;
Cognitive Skills.

The aim of placing and classifying a student with special needs is to optimise service delivery so that
the best possible access to an educational program can be provided. In determining the placement
and classification of a student, the Principal will lead a team consisting of the parents, designated
teacher and relevant supporting professionals, such as a paediatrician, psychologist, speech and
language therapist or special needs teacher.
The team shall consider the evidence gained from formal assessments to inform decisions about the
abilities of the student. Initial admission to school may be delayed until appropriate assessments
have been completed and, whilst it is preferred that consensus is reached about each ability, in the
absence of consensus, the Principal’s decision will be final.
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Mobility
01 – No Impairment
__________________________________________

Moderate Support
02 – Walks short distances independently.
I.e. The student has an ongoing impairment (e.g. shortness of breath, weakness in one or more limbs)
that requires modification of the educational program for students of the same age.
03 – Walks aided (walker, crutches, assistance of a person etc.)
I.e. The student walks but requires the use of a mechanical device such as a walking frame or
crutches, or may require assistance from a person from time to time to steady the student.
04 – Propels own wheelchair, bears weight for transfers.
I.e. The student is reasonably independent with the use of a wheelchair (electric or manual) and does
not require assistance to move from a wheelchair to other chairs, toilet, car etc.
_________________________________________________________________

Full Support
05 – Propels own wheelchair, total assistance with transfers.
I.e. The student is reasonably independent with the use of a wheelchair (electric or manual) but has a
lack of upper body strength to manage transfers to and from a wheelchair, e.g. to a chair or car. The
assistance of other persons is required.
06 – Uses electric wheelchair.
I.e. The student is able to operate an electric wheelchair (with hand control or other specialised
adaptation) and is able to negotiate most of the school environment. The student requires assistance
with transfers to and from the wheelchair.
07 – Unable to propel wheelchair.
I.e. The student can sit but has no physical capacity to operate a wheelchair and needs full assistance
to move around the school, and requires assistance in transfers to and from the wheelchair.
_________________________________________________________________

Not Admitted
08 – Not mobile due to overriding medical conditions.
I.e. The student has limited voluntary movement and has major difficulty in sitting upright. The
student is totally dependent on other persons and may require to be in a flat position for the majority
of the school day.
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Fine Motor Skills
Fine motor skills: The ability of the student to undertake a range of age-appropriate tabletop
activities necessary to access the curriculum.
01 – No impairment
02 – Impairment present, minimal effect on movement.
I.e. The student can manage regular classroom activities. Writing may be clumsy but can be read.
03 – Impairment present, requires occasional assistance.
I.e. The student is clumsy with small objects and objects may require simple modifications such as a
standard pencil grip or a larger pencil.
_________________________________________________________________

Moderate Support
04 – Impairment present, requires frequent assistance/adaptations.
I.e. Adaptations designed by teachers to assist fine motor skills are required on a frequent basis.
_________________________________________________________________

Full Support
05 – Impairment present, requires constant assistance/adaptations.
I.e. Specialised equipment is required for the student’s physical impairment, e.g. modified wristguards or head-pointer, or the use of point boards, concept keyboards etc.
_________________________________________________________________

Not Admitted
06 – Overriding medical condition, participation limited.
I.e. The student is unable to move any part of the body without the full assistance of another person.

Receptive Language
Receptive communication: The ability to understand a message or instruction
01 – Comprehends conversational speech
_________________________________________________________________

ALC Placement
02 – Comprehension delayed, understands simple instructions.
I.e. The student can understand simple instructions such as ‘go to the computer’ or ‘stand up’ but has
difficulty with instructions that require two or more actions.
03 – Comprehends phrases with gestural cues/modelling prompts.
I.e. The student can understand simple phrases that are accompanied by gestures, e.g. the teacher
points the student in the direction of the office where the student needs to collect books.
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04 – Limited comprehension, one to two words.
I.e. The student can understand simple instructions such as ‘stand’ and ‘sit’ but does not understand
simple phrases – even with gestures.
_________________________________________________________________

Not Admitted
05 – Comprehends signs/ gestures/modelling prompts.
I.e. The student understands signs or gestures such as ‘stop’ or ‘come’ but does not have any
understanding of any verbal communication.
06 – Does not comprehend verbal, visual or gestural communication.
I.e. The student has no understanding of simple one-word commands using either voice, visual or
gestural cues.

Expressive Communication
Expressive communication: The ability of the student to communicate with others.
01 – Age appropriate.
_________________________________________________________________

Moderate Support
02 – Speech is intelligible to familiar listeners.
I.e. The student’s speech can be understood by familiar listeners in the school setting, e.g. close
friends or teachers.
03 – Speech is intelligible but not presented in an ordered manner.
I.e. The student has no articulation difficulties, but speech is not presented in an ordered manner, e.g.
‘Drink want I’.
_________________________________________________________________

Full Support / Case By Case if Comorbid
04 – Speech is unintelligible even to familiar listeners.
I.e. Neither the teacher nor the student’s friends can understand what the student is attempting to
verbalise. The student communicates by pointing or indicating in some other manner their wants and
needs. This indicator includes students who are electively mute.
05 – Combines signs and gestures to communicate.
I.e. To express needs, the student combines informal gestures and signs. The student has a more
developed system of indicating needs than a simple point, and has not been taught or has not learnt
a communication system.
06 – Uses augmentative communication aid or alternative communication system.
I.e. Effective communication is possible only through an augmentative communication aid such as an
electronic communicator (small computer) or a sign board, e.g. Compic signs, or through an
alternative communication system (such as sign language or a simpler system such as Makaton).
While verbal attempts may be used in conjunction with an aid or alternative system, there is no
meaningful verbal communication.
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Not Admitted
07 – Has no expressive communication.
I.e. The student is totally dependent on other people to anticipate their needs. The student is unable
to express any needs with either verbal or non-verbal means.

Challenging (excess) Behaviour
Challenging (excess) behaviour: Behaviour that is manifestly beyond the expectations for students of
a similar age, and that includes major and constant violations of age-appropriate social behaviour
that are more than ordinary childish mischief or rebelliousness.
01 – No overt challenging (excess) behaviour
_________________________________________________________________

Full Support
02 – Shows depression/emotional outbursts beyond regular classroom control.
I.e. The student’s behaviour is either very quiet and withdrawn or the student has emotional
outbursts that are difficult to manage. The behaviours are accompanied by periods of reasonable and
acceptable social interaction.
_________________________________________________________________

ALC Placement
03 – Extreme withdrawal, unpredictable, moody, aggressive or persistent habit disorders (such as
self-reinforcing cycles of behaviour).
I.e. The student’s behaviour is extreme. The extreme withdrawn, unpredictable, moody, aggressive or
persistent habit disorders may be a habit – such as screaming, biting or hitting – or be repetitive,
such as finger-flicking, constant rocking or self-mutilation. The student is able to be part of activities
with constant reminders and structured program intervention.
_________________________________________________________________

Not Admitted
04 – Unable to function in almost all areas, needs supervision to prevent injury to self or others.
I.e. The student is unable to function in almost all school activities without constant supervision to
prevent injury to self or others. The student requires an individually tailored fully supported program
at all times.
The FREQUENCY element is designed to provide some understanding of the number of occasions
that the challenging (excess) behaviour is observed.
01 – Not appropriate
02 – Occasional (e.g. six to twelve times a year)
03 – Episodic outbreaks of excess behaviour
04 – Frequent (e.g. five to six times a week)
05 – Constant (e.g. two to ten times a day)

336

Student A: Is hitting out at other students. It appears that there are weeks when nothing is observed
but then for a short period of six or seven days the hitting-out behaviour is constant. This student
should be scored as 02 in challenging (excess) behaviour and 03 in frequency.
Student B: Is extremely withdrawn, does not interact with people, has a fixed stare and tends to hit
own head when distressed (happens daily). Will attempt simple tasks when explained but
concentration drifts. This student should be scored as 03 in challenging (excess) behaviour and 04 in
frequency.

Safety
Safety: The ability of the student to be maintained in the immediate school environment
(classroom, playground) with similar levels of supervision provided to the peer group.
01 – Is capable of operating safely in most school environments
_________________________________________________________________

Moderate Support
02 – Requires supervision in certain activities.
I.e. The student requires supervision beyond that required for age-appropriate students at certain
times of the day either in the classroom or in the playground. An example is the need for supervision
in woodwork classes to guard against the student being injured. At other times of the day, in general
classrooms and in the playground, the student is able to operate with normal supervision provision.
_________________________________________________________________

Full Support
03 – Requires constant supervision in a range of activities.
I.e. The student requires supervision and physical assistance to assure personal safety in both
classroom and playground activities. In a small number of activities the student is able to operate
with normal supervision provision.
_________________________________________________________________

Not Admitted
04 – Is not able to operate safely in school environments without intensive supervision.
I.e. The student cannot operate in the classroom and the playground unless constant supervision is
provided.
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Hearing
Hearing: The ability of the student to hear the teacher’s spoken instructions within the school with
whatever corrective or assisting device is provided. Impairment is defined as a bilateral sensorineural hearing loss that is moderate/severe/profound. These indicators are designed for students
with a diagnosed permanent hearing impairment rather than for students with a temporary ear
infection.
01 – No impairment
_________________________________________________________________

Moderate Support
02 – Copes reasonably well with little difficulty hearing conversational speech.
I.e. With whatever corrective or assisting device is provided, the student may have trouble hearing
faint or distant speech but copes reasonably well with conversational speech (may need instructions
repeated to ensure complete understanding).
03 – Difficulty hearing conversational speech, particularly with background noise.
I.e. With whatever corrective or assisting device is provided, the student has difficulty in hearing
conversational speech, particularly with background noise.
_________________________________________________________________

Full Support
04 – Aware of environmental sounds and some elements of speech only.
I.e. With whatever corrective or assisting device is provided, the student is able to identify louder
environmental sounds, but will be unable to hear conversational speech well enough to understand.
05 – No useful hearing.
I.e. With whatever corrective or assisting device is provided, the student cannot follow teacher
instructions and is almost entirely dependent on visual clues for information about what is
happening.

Vision
Vision: The ability of the student to visually access curriculum provision within the school with
whatever corrective or assisting device is provided.
01 – No impairment, including vision corrected to normal with glasses or contact lenses.
_________________________________________________________________

Full Support
02 – Difficulty with print, graphics or small objects OR at level of objects in environment.
I.e. With the use of either spectacles or contact lenses the student has difficulty with print, graphics
or small objects OR at the level of objects in the environment, e.g. difficulty with large print OR
difficulty negotiating tables/chairs in the classroom.
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03 – Difficulty with print, graphics or small objects AND at level of objects in the Environment.
I.e. With the use of spectacles or contact lenses the student has difficulty with print, graphics or small
objects AND at the level of objects in the environment, e.g. difficulty with large print AND difficulty
negotiating tables/chairs in the classroom.
04 – Uses tactile, auditory and/or voice-synthesised modes for access to, and production of, written
work.
I.e. The student is unable to access any learning activities through visual means. The student is
dependent on alternative means to access and produce written work.

Self-care
Self-care: The ability of the student to look after his/her personal needs within reasonable agerelated expectations.
01 – Independent
_________________________________________________________________

Moderate Support
02 – Minimal supervision (formal program not needed).
I.e. Minimal supervision. The student may occasionally need to be reminded to complete an activity
such as going to the toilet or tying shoelaces. No need for any formal program.
03 – Instruction required with expected outcome of increased independence.
I.e. The student requires an instruction to complete an activity most of the time. However, there are
indications that given time and training the student will be able to complete activities independently.
_________________________________________________________________

Full Support
04 – Assistance required for portions of an activity.
I.e. The student requires assistance for portions of an activity but is able to complete the task, e.g.
can complete putting on a T-shirt after it is placed over the head, can wash own hands after the tap
is turned on.
05 – Full assistance required throughout all activities.
I.e. The student is unable to dress, feed and toilet themself without the full assistance of another
person.

Medical
Medical: The requirement for support for highly specialised medical procedures that need to be
undertaken during school hours.
01 – No specialised medical needs at school
_________________________________________________________________
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Moderate Support
02 – Requires on-call medical attention for an infrequent but predictable medical condition at
school, e.g. severe seizure that requires medical intervention.
I.e. Requires on-call medical attention for an infrequent but predictable medical condition during
school hours, e.g. the student regularly has epileptic seizures at school that are managed within the
school but may infrequently (twice a year) require an ambulance or local doctor to be called.
_________________________________________________________________

Full Support
03 – Needs specialised or frequent support for ongoing medical procedures at school, e.g.
catheterisation, daily injections, respirators.
I.e. Needs specialised or frequent support for ongoing medical procedures during school hours, e.g.
daily medical procedures that require specialised training such as catheterisation (at school), daily
injections that the student cannot self-administer (at school), or access and use of a full respirator
(not an inhaler).
04 – Requires full-time medical attention throughout every school day.
I.e. This indicator is for students attending school whose medical condition requires constant
monitoring by a designated person during the school day.

Cognitive Skills
Cognitive skills: The ability to acquire knowledge. Knowledge includes perception, intuition and
reasoning.
01 – Able to access education programs provided within the year level
02 – Requires occasional assistance in skill acquisition.
I.e. Requires occasional modifications to the curriculum, e.g. the student can learn the same
mathematics skills as all other students, but needs a longer time to master the skills.
_________________________________________________________________

Moderate to Full Support (Case by Case Basis)
03 – Requires frequent assistance/adaptations in skill acquisition.
I.e. Requires frequent modifications to the curriculum, e.g. could involve the teacher having to break
down the skill to be taught into small achievable skills.
04 – Requires substantial assistance/adaptations in skill acquisition.
I.e. Requires substantial modifications to the curriculum, e.g. could involve the teacher having to
address the student’s individual needs and prioritise the important skills to be taught within the
curriculum.
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Appendix 15.2:

Individual Education Plan (Confidential)

Student name:

Date of Birth:

Date of meeting:
Present:

Assessments:
Assessment

Date

Notes

Hearing
Vision
Speech &
Language
Cognitive
Paediatric

Recommendations from Assessments:

Implications for Learning:
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Review Date

Education Plan
Student name:

Edith Maranti-Richards
Date of birth: May 11, 2002

Class Teacher:

Ms. Good
Date of plan: August 10, 2008

School contact person:

Ms. Coordinator
Review date: December 2, 2008

Parent[s] name[s]:

Isla Maranti and Joachim Richards

Goals
1.

To develop
one-to-one
correspond
ence when
counting
objects

Strategies and Tasks
•

•

•

•

•

2.

To
recognise
and write
numerals
from 0 to
20

•
•
•
•
•

Goals
3.

To
recognise
and make

Using counters with all counting games,
chants and songs during clinic times
with teacher
Specific tasks and math games during
clinic time with teacher; i.e. Count out
four sticks, followed up with
worksheets.
Counting aloud “incidentally” with her;
i.e. going up and down steps, tiles on
the floor
Activities from stories i.e.; “How many
bowls will the 3 bears need for
breakfast?”
Tasks in the classroom and home that
promote one-to-one correspondence;
i.e. setting the table, giving out
materials for a certain number of
children

Ms. Good
during class
time

Flashcard games; i.e. Concentration
and Tic Tac Toe
Ordering and labelling hands-on
materials
Practising writing with whiteboards
Specific worksheets
Homework, reviewing the recognition
and writing of numerals

Ms. Good
during class
time

Strategies and Tasks
•

Who/When

Using various materials, teacher/other
student makes patterns on the mat
then asks Edith to extend it. Edith then
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Everyone
Everyone
after reading
her a story
Everyone

Parents to
supervise –
Ms. Good to
send home

Who/When
Ms. Good
during class
time

Evaluation
A. Benchmark Tests
taken for
Mathematics
and Phonics at
beginning and
end of Term 3
B. Observations of
tasks
C. Analysis of
completed
Worksheets and
Homework
D. Assessment
tasks during the
term
E. Feedback from
parents

A. Benchmark Tests
taken for
Mathematics
and Phonics at
beginning and
end of Term 3
B. Observations of
tasks
C. Analysis of
completed
Worksheets and
Homework
D. Assessment
tasks during the
term
E. Feedback from
parents

Evaluation
A. Benchmark Tests
taken for
Mathematics

patterns
•
•
•
•

makes a pattern and asks
teacher/other student to extend it.
Body percussion games using pattern
during circle time
Specific worksheets
Draw Edith’s attention to patterns in
her environment
Homework reviewing the recognition
and making of patterns

Everyone
B.
Parents to
supervise –
Ms. Good to
send home

C.

D.

E.
4.

To improve
her
knowledge
of letter
names,
letter
forms and
lettersound
relationshi
ps

•
•
•

•
•
•

Flashcard games with small group
during clinic time
Handwriting activities in small group on
whiteboards
Listening activities in small group
concentrating on initial sounds of
words
Continue work in her Letters Booklet
Specific worksheets
Homework reviewing phonic work
covered in class

Ms. Good
during class
time

A.

B.
Parents to
supervise –
Ms. Good to
send home

C.

D.

E.
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and Phonics at
beginning and
end of Term 3
Observations of
tasks
Analysis of
completed
Worksheets and
Homework
Assessment
tasks during the
term
Feedback from
parents
Benchmark Tests
taken for
Mathematics
and Phonics at
beginning and
end of Term 3
Observations of
tasks
Analysis of
completed
Worksheets and
Homework
Assessment
tasks during the
term
Feedback from
parents

Education Plan
Student name:
Date of birth:
Class Teacher:
Date of plan:
School contact person:
Review date:
Parent[s] name[s]:

Goals

Strategies and Tasks
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Who/When

Evaluation

Appendix 16.1:
Units of
Inquiry

1st
Year

Program of Inquiry, PYP (Reviewed December 2009, next review December 2010)

Who we Are

Where we are in time &
place

How we express ourselves

How the world works

How we organise
ourselves

How we share the planet

An exploration into the nature of the
self; of our beliefs and values; of
personal health: physical, mental,
social, and spiritual; of our rights and
responsibilities; of what it means to be
human.

An exploration of our orientation in
place and time; of our personal
histories and geography form local and
global perspectives; of our homes and
journeys - actual and spiritual; of the
greater journeys of humankind - the
discoveries, explorations and
migrations; of human achievements
and the contributions of individuals
and civilizations; of the descent and
ascent of human kind; of the state of
the race

An exploration of the ways in which we
discover and express our nature, ideas,
feelings, beliefs and values through
language and the arts.

An exploration of physical and material
world; of natural and human-made
phenomena; of the world of science
and technology.

An exploration of human systems and
communities; of the world of work, its
nature and its value; of employment
and unemployment and their impact,
both personal and global.

An exploration of our rights and
responsibilities as we strive to share
finite resources with other people, with
other species; of individuals and
communities, human and animal; of
the relationships within and among
them.

WHO AM I?
Subject Focus: HEALTH
Central Idea: All people have
feelings that we need to
understand. We act in different
ways because of our feelings.
An inquiry into:
▪
How our feelings can be
communicated
▪
How our actions effect the
feelings of others
▪
How we can be safe in our
environment

CITIES, TOWNS AND
NEIGHBOURHOODS
Subject Focus: STUDY OF
SOCIETY
Central Idea: Cities, towns and
neighbourhoods have buildings
for people to meet in and
spaces for people to visit.
An inquiry into :
▪
The different types of
public spaces we use, and
their identifying features
▪
How these public spaces
are different from the
spaces in which we live
▪
Why public spaces are
needed
▪
How public spaces are
designed to meet a
specific purpose
▪
How we can represent our
city, town or
neighbourhood using a
symbol system

TELL ME A STORY
Subject Focus: LITERATURE &
THE ARTS
Central Idea: We learn and
express ourselves through the
telling of stories.
An inquiry into:
▪
What a story is
▪
Why we need stories, tall
tales and fairytales
▪
Why people tell stories
▪
Stories of our culture
▪
The difference between
factual and fantasy stories
▪
The difference between
making up a story and
lying, and why people
sometimes act this way
▪
The illustrations that are
used to aid understanding
of stories in books

SUN, AIR, WATER
Subject Focus: SCIENCE
Central Idea: Water, sun and air
are natural resources, essential
for the survival of all living
things.
An inquiry into:
▪
The role of water in our
lives
▪
Water safety
▪
The role of the sun in our
lives
▪
Sun smart behaviours
▪
The role of the air in our
lives

WHERE IN THE WORLD ARE
WE?
Subject Focus: STUDY OF
SOCIETY
Central Idea: Communities are
places in the world where
people do many different but
interdependent kinds of work.
An inquiry into:
▪
Where our community is
situated in the world
▪
The jobs people do in the
community
▪
Why these jobs are
important

ALL CREATURES, GREAT AND
SMALL
Subject Focus:
ENVIRONMENTAL SCIENCE
Central Idea: We share our
planet with other living things.
An inquiry into:
▪
Different lifestyles,
habitats, diets and
movements of animals
▪
The human impact on
other living things
▪
The different
classifications of animals
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Units of
Inquiry

2nd
Year

3rd
Year

Who we are
OUR BODY INSIDE OUT
Subject Focus: HEALTH
Central Idea: Maintaining a
healthy lifestyle leads to a
healthy body.
An inquiry into:
▪
The systems of our bodies
▪
How our bodies work
▪
How healthy eating effects
how our body functions
and performs
▪
How our senses work
▪
How we can explore our
bodies and environment
through our senses

LOOKING GOOD, FEELING
GOOD
Subject Focus:
HEALTH
Central Idea: People make
changes to their lifestyle to help
them strive towards physical,
social and emotional
improvements.
An inquiry into:
The range of activities people
do to keep fit
The nutritional needs of
athletes and other people
The healthy eating pyramid and
how it relates to people
Healthy living and the effect it
has on body systems

Where we are in time and
place
WE ARE ALL FAMILIES
Subject Focus: STUDY OF
SOCIETY
Central Idea: There are many
different types of families. We
all belong to one of those
families and have a personal
history.
An inquiry into:
▪
Important events in our
personal and family
history.
▪
Similarities and differences
between the structures of
different types of families.
E.g. Single parent, foster,
extended, and traditional.
MY COUNTRY, YOUR COUNTRY
Subject Focus:
STUDY OF SOCIETY
Central Idea: Where we come
from in the world effects our
beliefs, values and lifestyles.
An inquiry into:
The different cultural groups
that make up our population
The similarities and differences
of the values, rights and
responsibilities of people
around the world

How we express ourselves

How the world works

How we organise
ourselves

RULES, RULES, RULES
Subject Focus: STUDY OF
SOCIETY
Central Idea: All people follow
rules, which help them to live
together harmoniously.
An inquiry into:
▪
Why people have rules
▪
How rules are used in our
daily lives
▪
The positive and negative
consequences of rules

SEEING THE LIGHT, WATCHING
THE DARK
Subject Focus: SCIENCE
Central Idea: We receive light
from a variety of sources. Light
and dark have an impact on
living things.
An inquiry into:
▪
Causes of day and night
▪
The physical nature of
light
▪
Sources of light
▪
Nocturnal and diurnal
animals

MACHINES ON THE MOVE
Subject Focus: TECHNOLOGY
Central Idea: Technology
influences how things are made
and used.
An inquiry into:
▪
How people use
technology to make life
easier
▪
The characteristics and
uses of different materials
▪
How machines can be
evaluated and modified to
make them more efficient

CARING FOR THE
ENVIRONMENT
Subject Focus:
ENVIRONMENTAL SCIENCE
Central Idea: We all have a
responsibility to look after our
environment by being wellinformed and taking action.
An inquiry into:
• Why the environment is
important
• The impact that humans
are having on our
environment
• Different ways we can look
after our environment

YOU HAVE A CHOICE
Subject Focus:
HEALTH
Central Idea: Images in the
media influence the behaviour,
health and well being of people.
An inquiry into:
Images of health in the media
and popular culture
The effects of the images in
people’s choices and well being
Why informed choice is
important
How people can deal with
pressure to be influenced by
the images in the media and
popular culture

MACHINES, MAKING LIFE
EASIER
Subject Focus:
TECHNOLOGY
Central Idea: People create
machines to help us to get work
done more effectively and
efficiently.
An inquiry into:
Types of machines
The purpose and uses of
machinery
Different forms of energy that
make machines work
Whether using machines is
always the most effective way
to get a job done

WORK AND PLAY
Subject Focus:
STUDY OF SOCIETY
Central Idea: People need a
balance of time between
recreation and leisure activities
and employment.
An inquiry into:
The differences and similarities
between a range of jobs
The impact of technological
changes in the different kinds of
work over time
The variety of different leisure
activities in different cultures

THERE'S SOMETHING FISHY
HAPPENING IN OUR
WATERWAYS
Subject Focus:
ENVIRONMENTAL SCIENCE
Central Idea: The waterways of
the world are one of our most
important and delicate
resources.
An inquiry into:
The variety of waterways such
as rivers, lakes, ponds and bays
How environmental factors
effect survival
The relationships between
plants and animals in
waterways
Ways we can help to care for
and protect our waterways
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How we share the planet

Units of
Inquiry

4th
Year

Who we are
STAR GAZING
Subject Focus: SCIENCE
Central Idea: The Earth is a
small part of the universe.
An inquiry into:
The position of the Earth within
the solar system
How the movement of the
Earth effects day and night and
the seasons
Major geographical features of
the Earth such as the equator,
tropics, continents

Where we are in time and
place
AROUND THE WORLD IN 40
DAYS
Subject Focus: STUDY OF
SOCIETY
Central Idea: Geographical
discoveries and explorations
determine our knowledge and
awareness of the world.
An inquiry into:
Past explorations of the world
and their significance
Recent explorations of the
world and their significance
The development and use of
atlases and maps

How we express ourselves
ALL THE WORLD'S A STAGE
Subject Focus: THE ARTS
Central Idea: People express
their personality and culture
through a variety of dramatic
forms.
An inquiry into:
The elements of dance and
drama
How dance and drama are used
in different countries to portray
their culture
The dance and drama forms of
our country
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How the world works
LIVING ON THE BRINK
Subject Focus: SCIENCE
Central Idea: There are many
different natural disasters that
effect people's lives due to the
Earth's structure and its
atmosphere.
An inquiry into:
The structure of the Earth and
its atmosphere
Natural disasters that are
caused because of changes to
the Earth's structure and
atmosphere
The effect of natural disasters
on human populations

How we organise
ourselves
A TALE OF TWO TOWNS
Subject Focus: STUDY OF
SOCIETY
Central Idea: Metropolitan and
rural communities are built to
address the needs and
demands of the population.
They are dependent on
available resources and
geographical positioning.
An inquiry into:
The availability of resources to
meet people's needs
How the use of resources is
altered by technology and
community values and
preferences
The similarities and differences
between employment
opportunities in rural and
metropolitan communities
How geographical location
determines the nature of rural
and metropolitan areas

How we share the planet
THE SEA: A QUEST FOR
SURVIVAL
Subject Focus:
ENVIRONMENTAL SCIENCE
Central Idea: Relationships exist
between living and non-living
things, which effect their
survival in the ocean habitat.
An inquiry into:
The elements that define an
ecosystem
The relationships among living
things within the ocean
The independence,
interdependence and
dependence of living things
How human intervention
effects the ocean

Units of
Inquiry

5th
Year

Who we are
WHAT'S HAPPENING TO ME?
Subject Focus: HEALTH
Central Idea: Humans
experience a variety of changes
throughout their lifetime.
An inquiry into:
The human reproductive
system
The physical changes caused by
hormones
The required changes in
personal hygiene
The social and emotional
changes of puberty

Where we are in time and
place
JOURNEY OF OUR NATION
Subject Focus: STUDY OF
SOCIETY
Central Idea: Events in our
history have led to the creation
of a unique nation.
An inquiry into:
Our establishment and growth
as a nation
The effect of modernisation on
traditional culture

How we express ourselves

How the world works

SEEING THE ELEMENTS
Subject Focus: THE ARTS
Central Idea: There are
essential elements of artistic
expression that are used in the
arts to portray a wide variety of
feelings and ideas.
An inquiry into:
Works of art from different
cultures and historical periods
The elements of light, colour,
shape, line, texture and
perspective in visual art
Ways that people respond to
the content and ideas in artistic
works
The expression of feelings and
ideas in art works

WHAT WOULD WE DO
WITHOUT IT?
Subject Focus: SCIENCE &
TECHNOLOGY
Central Idea: Energy comes in
different forms and has the
ability to power devices.
Energy has the ability to change
and effect the way we use
technology in our daily lives.
An inquiry into:
What energy is
What renewable and non
renewable energy sources are
The energy sources that are
used today and how they are
used
Devices that are controlled by
energy
Devices that can utilise
renewable energy sources
The overuse of non renewable
energy sources
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How we organise
ourselves
GETTING THE MESSAGE
Subject Focus: TECHNOLOGY
Central Idea: Humans have
developed complex systems to
enhance communication.
An inquiry into:
One communication system –
print media
How print media has changed
and developed over time
Why print media changes
What impact those changes
have on society

How we share the planet
SAVE OUR PLANET
Subject Focus:
ENVIRONMENTAL SCIENCE
Central Idea: The environment
is a complex and delicate
natural system that we need to
care for in order for it to
survive.
An inquiry into:
The interaction of humans with
the natural environment
Human factors that contribute
to the degradation of the
natural environment
Ways that humans can care for
and preserve the natural
environment ecosystem

Appendix 16.2:

Unit of Work, Visual Arts: Level 4
Creating, Making and Presenting

Select, combine and manipulate images, shapes and forms using a range of visual skills, techniques and processes.
Curriculum Focus
Students use a variety of media
to visually express:
• perspective
• movement
• effects of mood
• a particular viewpoint
• time and place
They select materials and
design projects to be executed
individually or in collaborative
groups.

Understandings
Three dimensional effects can
be produced with two
dimensional media.
Different shades of colour
evoke different feelings.
Combinations of colours can be
manipulated to communicate
meaning.
Light comes from a source and
direction.
Different media give different
effects.

Learning Outcomes
Painting and Drawing:
A student will be able to:
- seek out imagery from a
variety of sources to create an
art work
- explore visual challenges
involving:
• position
• scale
• perspective
• size
- experiment with Primary,
Secondary and Tertiary colours
to express:
• mood
• light
• shade
• shadow

Activities, Materials &
Resources
Materials:
1. Acrylic paints
2. Food dyes
3. Drawing inks
4. Charcoal / Conte sticks
5. Oil & Dry Pastels
6. Silk Painting
7. Fine liners
8. Assorted Paper
9. Sketch Books
Activities:
• Skill clinics
• Landscapes
• Still Life
• Vanishing Point
• Abstract art
• Portraiture
• Drawings from nature
• Line drawings
• Pattern work
Resources:
• Artistic examples of relevant
works
• Guest artist
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Assessment
•
•
•
•

Checklists
Anecdotal Notes
Folio of Work
Self-Assessment

Appendix 16.3:

Standards, Studies of Society Level 5 and Science Level 5

Society
Historical Knowledge and Understanding
Level 5

Historical Reasoning and Interpretation

At Level 5, students analyse and describe key events in ancient and medieval
societies.

At Level 5, students frame key research questions, plan their investigations,
and report on their findings.

They use a variety of sources to describe key aspects of these societies.

They use a range of primary and secondary sources including visual sources
that record features of the societies in their investigations.

They describe aspects of daily life in these societies such as work, the division
of labour, family, clothing, housing and education.
They explain key features of community life including myths and legends,
religious beliefs and practices and cultural expressions such as art and drama.
They analyse the ways that ancient and medieval societies were governed,
identify political features and explain the nature of the political system, the
dominant groups and how they established and maintained power.
They describe the roles of key individuals and evaluate their contributions and
legacies.
Students analyse change and continuity over time and compare key aspects of
past and present societies; for example, aspects of daily life, social and
political ideas and structures, and cultural values and beliefs.
They demonstrate understanding of key concepts such as democracy,
governance, the rule of law, justice, religion, liberty, authority, leadership,
culture and feudalism.
They explain the influences of ancient and medieval societies on
contemporary societies.
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They identify the content, origin, purpose and context of historical sources.
They evaluate historical sources for meaning, point of view, values and
attitudes, and identify some of the strengths and limitations of historical
documents.
They use relevant historical evidence, concepts and historical conventions such
as bibliographies to present a point of view.
Students use a variety of forms to present their understanding.

Science
Level 5

Science Knowledge and Understanding

Science at Work

At Level 5, students use the particle model to explain structure and properties
of matter, chemical reactions and factors that influence rate.

At Level 5, students demonstrate safe, technical uses of a range of instruments
and chemicals, and of procedures for preparation and separation.

They explain the structure and function of cells and how different cells work
together.

They design investigations that include measurement, using standard
laboratory instruments and equipment and methods to improve accuracy in
measurement.

Students explain the relationships, past and present, in living and non-living
systems, in particular ecosystems, and human impact on these systems.
They analyse what is needed for living things to survive, thrive or adapt, now
and in the future.
They explain how the observed characteristics of living things are used to
establish a classification system.
Students use everyday examples of machines, tools and appliances to show
how the thermodynamic model describes energy and change, and force and
motion.

They make systematic observations and interpret recorded data appropriately,
according to the aims of the study.
Students justify their choice of instruments and the accuracy of their
measurements, commenting on the reliability of the procedures, the
measurements used, and the conclusions drawn against the prediction or
hypothesis investigated.
They use appropriate diagrams and symbols when reporting on their
investigations.

They use time scales to explain the changing Earth and its place in space.

Students make and use models and images from computer software to
interpret and explain observations.

Students distinguish ideas about the Universe that have a scientific basis from
those that do not.

In field work, they demonstrate use of basic sampling procedures and
represent relationships in ecosystems graphically.

They use physical and theoretical models to investigate geological processes.

Students use simulations to predict the effect of changes in an ecosystem.
They work effectively in a group to use science ideas to make operating models
of devices.
Students identify, analyse and ask their own questions in relation to scientific
ideas or issues of interest.

© VCAA December 2005
This material is an extract from the Victorian Essential Learning Standards by the Victorian Curriculum and Assessment Authority (VCAA), Australia.
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Appendix 17.1:

Classroom Newsletter

WEEKLY NEWSLETTER
Next Week’s Assignments
•
•

Year 4G
24 Au gu st , 2 0 07

Next Week’s Highlights

The essay comparing the function of the
respiratory systems of frogs and sheep is
due to Mrs. Lynne next Thursday at 8:00 am.
The Environmental Science assignment,
calculating how much water is needed to
make a cup of tea, from planting the bush to
washing the cup, is due to Mr. Greg next
Wednesday at 8:00 am.

Monday
Guest speaker on road safety.
Tuesday
Field trip to Art gallery.
Wednesday
Nil
Thursday
Lee’s birthday celebration, special lunch
Friday

Nil

Upcoming Events

Reminders to Students
• Bring money for field trip lunch Tuesday
• Bring a treat for Lee’s birthday lunch,

School Open House
Tuesday, September 6, 9:00 am
Barbeque Social with the Faculty
Friday, September 9, at school 5:00 pm
School Assembly
At this week’s school assembly, the Year
4G students are presenting the song,
‘That’s What Friends Are For’. The
assembly is at 11:20 am and we would
love to see you there. Please come.
School Sports
Friday, 16 September at school, starting
9:00 am. Please come.

Thursday
• Practise song for Friday’s assembly

News

Thank You Students!

The results for our students who participated in
the ‘How I Would Change the World’ essay
competition last Semester have arrived. We
will be sending individual results to families
next week.
You will be pleased to know that our students
were highly commended.

Special thanks are due the following students:
Jay Lee for volunteering to clean up after the
concert last week.
Kelly Hanson for donating her checkers set to
our activities library.
Brenda Chen for bringing her grandfather’s
photo collection to show for the unit of work on
machinery.
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Appendix 17.2:

Newsletter, Junior Years School
Sunny Banks Junior School
Newsletter: 23 May, 2007

Dear Parents,
Welcome to another week of our Newsletter. I hope all families enjoyed the long weekend. This
week, all classes have been participating in the anti bullying workshops run by Ms. Lyn. Ask your
child about strategies they can use to deal with bullying at school.
Canteen Vouchers
Canteen vouchers are available for purchase anytime from Rosa in our front office. Vouchers may
also be purchased at our Canteen at snack and lunch times. A booklet of 10 lunch vouchers costs
Rp200,000. A booklet of 10 snack vouchers costs Rp50,000.
Photo Gallery
We have some fun photos of our students working and playing and they are displayed on the display
board in our reception area.
Art Gallery
This week, we are featuring the art work of our Year 3 students and they are on display in our
reception area.
Swimming
Next week, Ms. Annie’s class and Ms. Vimla’s class will continue their two week swimming program.
Mr. Con’s and Mr. Lee’s classes will begin their swimming block on Monday, June 4. Each class will
be informed one week in advance. Please remind your children to wear bathers under their clothes,
as the first lessons start at 8:10am.
Students need to be prepared every school day with bathers, towel and underwear; all clearly
labelled in a separate swimming bag.
Getting to Know our Campus Staff
We feel that it’s very important to be familiar with and acknowledge all staff members who
contribute to making our school maintain the highest standards possible. We pride ourselves on the
community spirit and sense of belonging that is felt by all students, staff and parents.
This week, our classroom teachers continue to be featured. Please check the display board in our
reception area to find out more.
Dance Lessons
To celebrate National Day on August 18, we are planning to organise a Traditional Dance
performance at school. Those who want to join this Traditional Dance Group, please sign up before
June 8.
Details are as follow:
1. Maximum of 20 students (all students from Yr 1 to Yr 6);
2. Cost; Rp150,000/student (including 10 teaching sessions and 2 sessions of general rehearsal);
3. Costume Fee is Rp80,000 - Rp125,000 (depending on dance type);
4. Classes will run between August 1 and August 15 (40 minutes daily, during lunch time in the hall).
Please contact our front office for further information or to sign up.
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Welcome to Mr. Pisang
Mr. Pisang joined our school this week as our new Art teacher and we welcome him to our
community. He has a wealth of experience in Art and will be a great asset to our staff. Please check
out the photo gallery on the display board in our reception area to meet Mr. Pisang or come in and
introduce yourself.
Pizza Excursion
On Monday June 28, Ms. Jin’s and Mrs. Han’s classes will be going to a pizza restaurant to find out
what tools are used in making pizza.
Yoga Classes
Parents are invited to join the teachers for Yoga classes. This is a great opportunity to have lots of
fun while getting some exercise. These classes are designed for adults and are aimed at a beginner
level. All welcome. Please enquire at our front office to find out more or to sign up.
What:
Yoga Classes
When: Mondays and Wednesdays
Time:
4:15pm
Cost:
Donation
Where: Our Hall
Important Dates for Term 2
Week
Date
Week 7
Monday, May 28
Thursday, May 31
Friday, June 1
Sunday, June 3
Week 8
Wednesday, June 6
Wednesday, June 6
Week 9
Monday, June 11
Friday, June 15
Week 10
Friday, June 22
Week 11
Friday, June 29

Event
Ms. Jin’s and Mrs. Han’s classes; Pizza Excursion
Mr. Con’s and Mr. Lee’s classes; Zoo Excursion
Public Holiday- School Closed
Autism Training Course
Year 6 to Middle School
Athletics Carnival
Ms. Jin’s and Mrs. Han’s classes; Farm Excursion
Swimming Carnival
Student Performances
End of Term 2

Have a safe and happy week.
Kind Regards,
Greg Flattley
Principal, Sunny Banks Junior Years School
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Newsletter, Middle & Senior Years School
Sunny Banks Middle School
Newsletter 23/02/07

Dear Parents, Students and Friends,
Last week was marked by the presentation of the second of our parent information sessions and our
inaugural Parents Association function. The upcoming week promises to be somewhat quieter,
although our staff members are gearing up for two major events later in the term: Acoustic Night
and the School Camp. Details on both events will be available shortly.
Parent Information Nights
Over the previous two weeks, we have held information nights for parents of Years 7 to 10 and 11 &
12. Both nights were well attended and, hopefully, interesting and informative. Parental feedback
was very positive. Thank you to those parents who attended for contributing to the success of these
two nights. Additional thanks are due to Annie Lum, for her preparation and presentation of the
Years 7 to 10 session, and to Galu and Jenny for their work in the background.
Parent Survey Results
The parent survey results have been collated and, if there is enough interest, we will hold an
information session for parents who are interested in receiving the feedback from the survey.
Please contact our administrative staff or your Class Parent if you are interested in attending the
presentation of the parent survey results. If there are enough responses, we will conduct the
session as follows:
When:
Wednesday, March 7
Time:
7:00pm
Where:
Senior Years Campus
If the response rate is low, we will organise an alternative method for communicating the results.
Parents Association
The inaugural Parents Association function was held on Thursday, February 22 and twelve parents
attended this function. At this meeting, those in attendance set the time for the first Annual General
Meeting, at which the Constitution will be discussed and office bearers elected. Details of upcoming
Parents Association functions will be posted in the Newsletter and those involved will be notified
personally.
Staff Flood Donation
Our staff members raised the sum of Rp.1,180,000 to assist in relieving the hardship caused by
recent flooding in a nearby village. This money was used to purchase rice, sugar and vegetable oil
for the village. Thanks to all staff members who contributed.
If families also wish to contribute to the welfare of families stricken by the floods, please send your
contributions to Ravi at our front office.
Art Teachers Workshops
A collective of art teachers, gallery owners and other supportive parties are working together to
make a positive difference in the development, promotion and encouragement of the Visual Arts in
our city.
Consequently, our Art students will be participating in art workshops, being held for many schools,
on Saturday March 3, from 8:30am - 2:00pm at the City Stadium Centre. There will be seven
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workshop stations offering a wide variety of art-making activities. Students will be allocated
workshops, with a focus of mixing the students from the participating schools. One of the aims is to
give the students the opportunity to come together, socialise and learn from other art students.
The range of workshop activities offered include: painting transcriptions in acrylics, vacuum-formed
masks, leather collage, expressive watercolours, watercolour textures, handmade books and print
workshops. Each student will participate in two workshops, which run from 9:00-11:00am and
12:00-2:00pm.
Sports
Results
Sport
Team
vs
Result
Basketball
Girls, 17 & under
New School
45-4
An outstanding team performance with Delia the best on the day; nearly all of our players scored
goals.
Soccer
Boys, 17 & under, 11 a side
City West School
4-1
A great game, with us having the better team by far. A great performance from the team as a
whole with Ben the man of the match; goals by Lee, Nam, Ahmed and Ben.
Upcoming Games
Sport
Team
Basketball
Girls 17 & under
age group
Boys & girls 15
& under age
group
Under 15s

Soccer

vs.
New School

Home/Away
Away

City West
School

Date
February
23
February
28

Eastside School

March 3

Away

Boys & girls 15
& under age
group
Boys & girls 17
& under age
group
Boys under 15
age group

English School

March 7

Home

Green Meadows
School

March 15

Away

Starts
3.00pm

North River
School

March 17

Away

To be
Announced

Boys 17 &
under age
group,
11-a- side
Boys 17 &
under age
group

New School

February
23

Away

Depart
2.40pm

Green Meadows
School

March 5

Home

Starts
3.00pm
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Away

Time
Depart
2.40pm
Depart
1.45pm
To be
Announced
Starts
3.00pm

Important Dates for Term 1
Week
Date
Week 6
February 27
Week 6
March 3
Week 7
March 9 & 10
Week 8
March 12
Week 8
March 13
Week 8
March 16
Week 9
March 23 to 25
Week 10
March 27
Week 10
March 27
Week 10
March 28
Week 10
March 28

Event
Assembly, 11:50am – 12:10pm
Art Workshop
1st Aid Course for Outdoor Education students
Parent & Teacher Interviews
Assembly, 11:50am – 12:10pm
Acoustic Night
School Camp
Ball Sports Day
Year 6 Visit
Assembly, 11:40am – 12:00pm
End of Term, school ends at 2.00pm

Until next week, take care.
Best Regards,
Greg Flattley
Principal
Sunny Banks Middle Years School
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Appendix 17.4:

Parents Association Meeting Notes
Sunny Hill Junior Years School
Parents Association

Minutes of Meeting
Date:
Present:
Regret:

1 December 2007
[List of people present]
[List of people with other commitments]

===========================================================
1. Welcome
President Silvia welcomed everyone to the meeting.
2. Minutes from the Last Meeting
The minutes from the last meeting were passed without any amendment.
Completed Action Items from the last meeting were:
No
1.
2.
3.
4.
5.
6.

7.

Description
Canteen – Latest menu to be published to families
Camp presentation – can a copy of the photos be given to each child
who attended camp? This is going to occur. Done
Music Program – A list of what needs to be purchased be given to the
Parents Association. Done
Library Budget – request for a modern encyclopaedia to be included in
the references. Done
School Calendar – to be designed for next year. Done
International Day – Send contact details to the Class Parents, so a
letter can be sent out to parents, advising them who they can contact
if they want to be involved. Done
International Day – Should the children be given a bag to carry items
in? Done

By Whom
Juanita
Greg
Greg
Juanita
Calendar
committee
Marina

Marina

Accepted by: James
Seconded by: Emma
3. President’s Report
As written and distributed.
Accepted by: Nina
Seconded by: Lee
4. Treasurer’s Report
Please refer to the Cash flow Statement for the Period 06 October 2007 to 01 December 2007 (i.e.
the period since our last meeting). The opening balance in the PA account at 06 October was Riel
2,255,836 and the closing balance as of yesterday was Riel 1,429,456, seeing a decrease over the
period of Riel 826,380.
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Revenue of Riel 420,000 from the sale of 7 cookbooks was collected during the period. There are
only 12 cookbooks remaining, and we are currently investigating printing another batch of 50 or so
cookbooks, as these should continue to sell well to new families.
Location
Community Centre
Wonderkids Early Years School
On display/sale at our front
office
Total

Number
4
1
7

12

Comments
Including 1 sample. We should sell all 3 by end of year
1 sample, which will be taken back
1 good copy. 2 samples, plus 4 books with pages out of
order, which are discounted to Riel 30,000 from Riel
60,000.
We should collect Riel 180,000 by end of year from sales
at Community Centre.

There are 23 song books remaining, with 4 having been sold since our last meeting raising revenue
of Riel 285,000, and 1 given to Mr. Hung, who is leaving and who was instrumental in compiling the
song book. The 4 cake stalls held during the period raised Riel 4,035,200, net of purchases of drinks,
ice creams, and cakes.
A commission payment of Riel 2,000 per meal served was received from the canteen operator for
the months of August and September of Riel 1,596,000 and Riel 1,842,000 respectively. The average
number of meals served is now near the average last year of approximately 50. The number of days
on which more than 40 meals were served has risen from almost 17% in January to 91% in August.
Month
January
February
March
April
May
June
August
September
October

Average Number of
Daily Meals
30
35
36
35
33
36
42
46
45

Comments

2 days over 50 meals
4 days over 50 meals and 1 of 60 meals
2 days over 50 meals

A small oven was bought for Riel 1,075,000 for the kitchen where the students learn to cook. Many
small instruments such as shakers were bought for the music department for almost Riel 3 million.
Some books were bought for the library for Riel 227,000. The PA also supplied free refreshments for
parents and teachers on International Day in early November, at a cost of Riel 850,000. The PA held
its annual Teacher Appreciation Day last week with great success, including a mini-bazaar at which
teachers and parents could do some gift shopping and free refreshments for all.
Our Vice-President has been busy producing the 2008 calendar. The decision has been taken by the
School and the PA that 1 copy will be distributed to each family free. The cost of printing should be
covered by the generous donation of Riel 7,000,000 from the Fishing Cooperative, which was
received during the period. A down-payment on the printing costs has been made of Riel 5.5 million
and a residual payment of Riel 1.5 million will be made by the PA upon completion of printing.
Please see the Cash Flow Statement Year to Date for a summary of activity from January to now, and
the Budget for a summary of planned expenditure to the end of the year.
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Accepted by: Greg
Seconded by: Wenda
5. Principal’s Report
Read as distributed.
Accepted by: Rainee
Seconded by: Matisse
6. Canteen Report
1) The number of meals served has increased this term to around 50 – 60 meals served per day.
This compares to an average of around 30 at the end of last year.
2) There have been reports of a few occasions when the canteen ran short of particular menu
items. We have asked the canteen staff to anticipate the popular menu choices and plan
accordingly.
3) There have been some maintenance problems with the cooking stove. I recommend that we
purchase a new stove when this one is no longer able to be repaired.
Accepted by: Lee
Seconded by: Albert
7. Budget Proposal
Please see attachment
8. General Business
1) Social Calendar
Mayyadah presented the calendar to everyone and there were no changes.
Term 3
11 Aug
Coffee Morning
15 Sept
Parent Social Night
29 Sept
Athletic Carnival
9-12 Oct
Cake Stall
Term 4
7 Nov
International Day
24 Nov
Teacher Appreciation Day
5 Dec
School Performance Night
2) Policy on purchasing Farewell Gifts
It was agreed that we would spend a budget of approximately Riel 150,000 per teacher on a
farewell gift for those staff members who are leaving.
9. Date of Next Meeting
The next meeting is on Friday, 2 February 2008 at 9.00 am in the Assembly Hall.
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Appendix 17.5:

Parent Handbook
Alphabetical Table of Contents

Item
Absence Notes
Art Smock
Assembly
Attendance
Bank
Before and After School Care
Behaviour Expectations
Bicycles
Book Club
Books and Supplies
Camping
Canteen
Car Parking
Class Structure
Cleaners
Collection of a Child
Computer Education
Curriculum
Discipline
Early Dismissal
Emergency Information
Emergency Response Plan
Entrance Requirements
Excursions
Expectations
Expensive Items
Governing Body
Hats
Health Screening & Services
- Child Health Services
Homework
Appendices:

Page
7
7
7
7
7
7
7
7
8
8
8
8
8
9
10
10
10
10
11
12
12
12, 13
14
14
14
14
14
15
15
15

Item
Hot Weather
Immunisation Certificates
Individual Differences
Involvement
Late-comers
Library
Lost Property
Lunches
Medication
Money
Newsletters
Notices to Parents
Office Staff
Parents Association
Parent/Teacher Interviews
Photographs
Playground Supervision
Pupil Reports
Religious Education
School Hours
School Policy
Sick Children
Social Service
Spare Clothing
Special Needs
Staff Meetings
Supervision & Safety of Pupils
Term Dates
Transition
Uniforms
Wet Weather

1. Dress Code
2. Discipline and Welfare Policy and Program
3. Curriculum Program
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Pages 28, 29
Pages 30 to 35
Page 36

Page
16
16
16
16
16
17, 18
19
19
19
19
20
20
20
21
21
21
22
22
22
22
23
23,24
24
25
25
25
25,26
26
26
27
27

Absence Notes
Parents are requested to supply a note whenever a student is absent from school. These are filed by
the Home Room teacher and the reason for the absence entered in the attendance roll. These
statistics will be reported back to you in the student academic reports.
Art Smock
An Art Smock or any other suitable clothing protection is required for all students and must be worn
during practical Art activities in class. Parents should encourage their student to bring the Art Smock
home periodically for a well-needed wash.
Assembly
School Assembly is held every Monday morning in the hall. Students give reports on the previous
week's activities and general announcements are made. Parents are welcome to attend our
assemblies.
Attendance
Regular attendance is essential for the education of your student. However, home is the best place
for a sick child. All students arriving at or leaving school outside normal hours, must have their name
entered in the logbook situated at the office. An early dismissal or late arrival slip will then be
issued and must be presented to the Home Room teacher. Students must be signed in or out by a
parent or guardian. Students will not be permitted to leave the school grounds during school hours
unaccompanied by a responsible authorised adult.
Bank
Bank day is Tuesday. Your student may become a weekly contributor to the National Bank through
the school.
Before And After School Care
A program is available for students from 6.45 am to 8.30 am and 3.00 pm to 6.00 pm. For all
bookings and enquiries contact our Co-ordinator on 020 996 226. She will then pass on messages to
the students concerned.
Behaviour Expectations
With over 600 students in the school it has been necessary to establish guidelines to ensure the
safety and protection of all students. All rules have been carefully considered in view of the large
number of students in the grounds at any one time and are clearly based on common sense.
Please read the school's Discipline and Welfare Policy and Program; Appendix 2
Bicycles
Please note that, whilst all care is taken, the school cannot guarantee the security of bicycles ridden
to school by students. Responsibility for the security of bicycles and the safety of students is that of
the parents and students. However, the school does provide a locked cage for students to store
their bicycles during the school day.
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Appendix 17.6:

School Profile
Sunny Hills Junior School
School Profile

Sunny Hills Junior School was opened in 1996 and is situated in the Sentul area, South of Jakarta. It
is surrounded by new housing with a steadily growing school population. Currently the school has
727 students but a heavy increase is expected over the next few years because of one new housing
estate to the South-East and a slightly smaller one to the South-West. These estates have an
aggregate of more than 300 house blocks, which already have completed dwellings.
At Sunny Hills Junior School, we aim to provide a warm, caring and safe environment. We cater for
individual differences and expect students to strive for excellence, as reflected in our school motto
‘A School for Excellence’.
The school is committed to:
•
•
•
•
•
•
•

Focusing on student learning;
Developing a culture of high performance and development by and of students and staff
members;
Developing a student culture of high social competence;
Providing a broad, comprehensive curriculum which develops the child both academically
and socially;
Ensuring that all students experience success;
Developing attitudes and values which respect the rights of others and accept individual
responsibilities;
Developing an understanding, respect for and caring attitude to the natural environment.

The school buildings are situated in attractively landscaped school grounds with lawn areas,
basketball courts, playing areas for major ball games, a canteen, art room, music room, a centrally
located library, and outdoor playground equipment.
The school provides developmental programs in each of the learning areas, including a second
language program, which operates from Year 1 to Year 6. As a result of whole school planning, we
are adopting throughout the school an integrated curriculum approach which focuses on students
and the processes of enquiry, thinking, research, synthesis and presentation.
Sunny Hills Junior School has a strong commitment to the visual and performing arts through well
supported programs and wide involvement in locally organised cultural events. The school is also
fully committed to sport and recreational activities through a comprehensive Physical Education
program and involvement in many sporting and outdoor education activities.
Parent participation is actively encouraged in both formal and informal activities and its success is
reflected in strong representation in the classroom, excursions, sporting events, special activities,
fundraising, our Governing Body and Parents Association.
The school also provides an Out of School Hours Care Program, which operates both before and
after classes.
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Appendix 17.7:

Opinion Survey, Parent

This document consists of two sections; Advice to Administrators and the Survey that is distributed
to parents. The Advice to Administrators section describes how to group and process the responses
of the parents so that they indicate their perceptions about the six aspects of school performance
that are listed below. This section should not be distributed to parents with the survey.

Advice to Administrators
Survey Design
The following opinion survey has been adapted from the Victorian Department of Education and
Training in Australia and is the survey used in government schools during the year 1999. It is
designed to gather opinions about the following aspects of parent satisfaction with the school;
Teaching Quality, Academic Rigour, Student Reporting, General Environment, Customer
Responsiveness and General Satisfaction levels.
Each question relates to one of these aspects and, although the questions are distributed
throughout the survey, the averaged responses to them are grouped together under those headings
as follows.
Teaching Quality
Question 1 Teachers at our school motivate my child to want to learn
Question 6 My child’s teachers are committed and enthusiastic in their approach to teaching
Question 11 Teachers at our school provide a stimulating and challenging environment for my
child
Question 16 My child receives high quality teaching
Question 21 My child’s teachers care if my child is not doing as well as she/he can
Academic Rigour
Question 2
Question 7
Question 12
Question 17
Question 22

Our school is meeting the academic needs of my child
Our school has high academic standards
Our school has realistic educational expectations of my child
Our school is meeting the social needs of my child
Our school provides sufficient challenge for my child in other areas (e.g.
sport/music)

Student Reporting
Question 3 My child’s school reports are informative in that they indicate achievement level
Question 8 My child’s school reports are comprehensive
Question 13 The staff members at our school are approachable (by parents)
Question 18 Our school provides helpful information about my child’s progress
General Environment
Question 4 The student behaviour management policy at our school is fair and reasonable
Question 9 Our school is caring
Question 14 Our school has high standards of student behaviour
Question 19 Our school has a safe and secure environment
Customer Responsiveness
Question 5 The school takes the concerns I have seriously
Question 10 Our school is managed well
Question 15 I believe there is effective educational leadership within our school
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Question 20 I am given the opportunity to be involved in our school’s educational activities
General Satisfaction
Question 23 Overall, I am satisfied with the education of my child
The averaged results for each question under those headings are then averaged again to give an
overall result for each aspect. These results are then compared with those of the previous year to
indicate whether or not levels of parent satisfaction have improved.
For example;

1998

Aspect
Teaching Quality
Academic Rigour
Student Reporting
General Environment
Customer Responsiveness
General Satisfaction

1999

1998 Average
5.47
5.30
5.57
5.68
5.77
5.48

1999 Average
6.13
6.31
6.16
6.20
6.37
6.34

Survey Management
In the newsletter, alert families to the survey being distributed two weeks and one week before it is
sent home. Provide a deadline of one week for the completed surveys to be returned to the school.
One week after the surveys have been sent home, put a reminder in the newsletter that they were
due back at school but can still be returned by a certain date.
Ideally, you need a return rate of 85% or more of the surveys for the results to be valid. This means
that the office staff may need to telephone families individually to encourage them to complete and
return their survey. A return rate of below 85% is still useful but the lower the rate becomes the less
representative the results are.
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Date Survey Registered:

Sunny Hills College
Parent Opinion Survey

Middle Years Campus
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October, 2007

1

Teachers at our school motivate my child to want to
learn.

1

2

3

4

5

6

7

2

Our school is meeting the academic needs of my child.

1

2

3

4

5

6

7

3

My child's school reports are informative in that they
indicate achievement level.

1

2

3

4

5

6

7

The student behaviour management policy at our
school is fair and reasonable.

1

2

3

4

5

6

7

5

Our school takes the concerns I have seriously.

1

2

3

4

5

6

7

6

My child's teachers are committed and enthusiastic in
their approach to teaching.

1

2

3

4

5

6

7

7

Our school has high academic standards.

1

2

3

4

5

6

7

8

My child's school reports are comprehensive.

1

2

3

4

5

6

7

9

Our school is caring.

1

2

3

4

5

6

7

10

Our school is managed well.

1

2

3

4

5

6

7

11

Teachers at our school provide a stimulating and
challenging environment for my child.

1

2

3

4

5

6

7

Our school has realistic educational expectations of my
child.

1

2

3

4

5

6

7

The staff members at our school are approachable (by
parents).

1

2

3

4

5

6

7

14

Our school has high standards of student behaviour.

1

2

3

4

5

6

7

15

I believe there is effective educational leadership within
our school.

1

2

3

4

5

6

7

16

My child receives high quality teaching.

1

2

3

4

5

6

7

17

Our school is meeting the social needs of my child.

1

2

3

4

5

6

7

18

Our school provides helpful information about my
child's progress.

1

2

3

4

5

6

7

19

Our school has a safe and secure environment.

1

2

3

4

5

6

7

20

I am given the opportunity to be involved in our
school's educational activities.

1

2

3

4

5

6

7

My child's teachers care if my child is not doing as well
as he/she can.

1

2

3

4

5

6

7

Our school provides sufficient challenge for my child in
other areas (e.g. sport/music)

1

2

3

4

5

6

7

Overall, I am satisfied with the education of my child.

1

2

3

4

5

6

7

4

12
13

21
22
23
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Campus Questions
24 The office staff at this school is courteous and
approachable.

1

2

3

4

5

6

7

25 The fee structure at this school is clear and easily
understood.

1

2

3

4

5

6

7

26 Paying fees at this school is an easy and straightforward
task.

1

2

3

4

5

6

7

1

2

3

4

5

6

7

1

2

3

4

5

6

7

27
28

Subjects being taught:

The standard of work expected:

Grounds / buildings:

How the students are taught:

Discipline/welfare:

How the school is run:

Student reports:
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Parental involvement:

Are there any other comments you would like to make?

Thank you very much for your time and thoughts.
The information you have provided will help the school
enhance the quality of education for your children.
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Appendix 17.8:

Opinion Survey, Staff

This document consists of two sections; Advice to Administrators and the Survey that is distributed
to staff members. The Advice to Administrators section describes how to group and process the
responses of the staff members so that they indicate their perceptions about the fourteen aspects of
school performance that are listed below. This section should not be distributed to staff members
with the survey.

Advice to Administrators
Survey Design
The following opinion survey has been adapted from the Victorian Department of Education and
Training in Australia and was the survey used in government schools during the year 1999. It is
designed to gather opinions about the following aspects of staff satisfaction with the school; School
Morale, Supportive Leadership, Goal Congruence, Professional Interaction, Professional Growth,
Participative Decision-Making, Role Clarity, Feedback, Curriculum, Student Orientation, Effective
Student Discipline Policy, Student Misbehaviour, Excessive Work Demands, School Distress.
Each question relates to one of these aspects and, although the questions are distributed
throughout the survey, the averaged responses to them are grouped together under those headings
as follows.
School Morale
Question 8
Question 24
Question 38
Question 48
Question 59

There is a good team spirit in our school.
There is a lot of energy in our school.
The morale in our school is high.
Staff members go about their work with enthusiasm.
Staff members take pride in our school.

Supportive Leadership
Question 2
I am able to approach the school's managers (eg. Principal) to discuss
concerns and grievances.
Question 18
The school's managers (eg. Principal) DON'T really know the problems faced
by staff members.
Question 32
There is support from the managers (eg. Principal) in our school.
Question 47
There is good communication between staff members and the managers
(eg. Principal) in our school.
Question 53
The managers (eg. Principal) in our school can be relied upon when things
get tough.
Goal Congruence
Question 11
Question 27
Question 41
Question 50
Question 62

The staff members are committed to our school's goals and values.
The goals of our school are NOT easily understood.
Our school has a clearly stated set of objectives and goals.
My personal goals are in agreement with the goals of our school.
There is agreement about the teaching philosophy of our school.

Professional Interaction
Question 5
I feel accepted by other staff members in our school.
Question 15
I have the opportunity to be involved in cooperative work with other staff
members.
Question 21
There is good communication between groups in our school.
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Question 35
Question 45
Question 56
Question 66
Professional Growth
Question 1
Question 17
Question 31
Question 46
Question 52

Staff members in our school can rely on their colleagues for support and
assistance when needed.
Teachers frequently discuss and share teaching methods and strategies with
each other.
There is good communication between staff members in our school.
I receive support from my colleagues.

I am encouraged to pursue further professional development.
Others in the school take an active interest in my career development and
professional growth.
The professional development planning in our school takes into account my
individual needs and interests.
There are opportunities in our school for developing new skills.
It is NOT difficult to gain access to professional development courses.

Participative Decision-Making
Question 9
There are forums in our school where I can express my views and opinions.
Question 25
I am happy with the decision-making processes used in our school.
Question 39
Staff members are frequently asked to participate in the decisions
concerning administrative policies and procedures in our school.
Question 60
There is opportunity for staff members to participate in school policy and
decision making.
Role Clarity
Question 4
Question 20
Question 34
Question 55
Feedback
Question 7
Question 16
Question 23
Question 37
Question 58
Question 67

I am always clear about what others at school expect of me.
My work objectives are always well defined.
I always know how much authority I have in our school.
I am clear about my professional responsibilities.

I am encouraged in my work by praise, thanks or other recognition.
I have the opportunity to discuss and receive feedback on my work
performance.
I am regularly given feedback on how I am performing my role.
There is a structure and process that provides feedback on my work
performance.
I am happy with the quality of feedback I receive on my work performance.
Staff members receive recognition for good work.

Curriculum Coordination
Question 14
There is sufficient contact between different sections of the school in
curriculum planning.
Question 30
There is effective coordination of the curriculum in our school.
Question 44
The curriculum in our school is well planned.
Question 65
There are structures and processes in our school which enable teachers to
be involved in curriculum planning.
Student Orientation
Question 12
Question 28
Question 42

Students are treated as responsible people in our school.
Our school promotes the concept of students being individuals.
Students in our school are encouraged to experience success.
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Question 63

Students at our school have access to advice and counselling.

Effective Student Discipline Policy
Question 3
There is an agreed philosophy on student discipline in the school.
Question 19
My own expectations about student discipline are the same as most other
staff members in our school.
Question 33
The rules and sanctions relating to student discipline in our school are well
understood by both staff members and students.
Question 54
The rules and sanctions relating to student discipline are NOT enforced in a
consistent fashion in our school.
Student Misbehaviour
Question 10
The behaviour of students in our school is poor.
Question 26
Students who do not want to learn are a problem in our school.
Question 40
Staff members in our school do NOT support one another when dealing with
student misbehaviour.
Question 49
There is NO support in our school to help deal with behaviourally disturbed
students.
Question 61
Students are generally well-behaved in our school.
Excessive Work Demands
Question 6
There is too much expected of staff members in our school.
Question 22
Staff members are overloaded with work in our school.
Question 36
There is no time for staff members to relax in our school.
Question 57
There is constant pressure for staff members to keep working.
School Distress
Question 13
Staff members in our school experience a lot of stress.
Question 29
Staff members in our school are frustrated with their job.
Question 43
Staff members in our school feel anxious about their work.
Question 51
Staff members in our school feel depressed about their job.
Question 64
There is a lot of tension in our school.
The averaged results for each question under those headings are then averaged again to give an
overall result for each aspect. These results are then compared with those of the previous year to
indicate whether or not levels of staff satisfaction have improved.
Survey Management
Alert staff members to the survey being distributed two weeks and one week before it is given to
them. Provide a deadline of one week for the completed surveys to be returned to the front office
and have a box for them to place the surveys in. One week after the surveys have been distributed,
remind staff members that the surveys were due but can still be returned by a certain date.
Ideally, you need a return rate of 85% or more of the surveys for the results to be valid. This means
that you may need to remind staff members to complete and return their survey. A return rate of
below 85% is still useful but the lower the rate becomes the less representative the results are.
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Date Survey Registered:

October, 2007

Sunny Hills College
Staff Opinion Survey

Junior Years Campus
Please read each of the following statements about our school and indicate the extent to which you
agree or disagree with each of them
Circle one number ONLY for each statement (eg. 1, 2, 3, 4, 5, 6, 7)

1

I am encouraged to pursue further professional
development.

1

2

3

4

5

6

7

I am able to approach the school's managers (eg.
Principal) to discuss concerns and grievances.

1

2

3

4

5

6

7

There is an agreed philosophy on student discipline in the
school.

1

2

3

4

5

6

7

I am always clear about what others at school expect of
me.

1

2

3

4

5

6

7

5

I feel accepted by other staff members in our school.

1

2

3

4

5

6

7

6

There is too much expected of staff members in our
school.

1

2

3

4

5

6

7

I am encouraged in my work by praise, thanks or other
recognition.

1

2

3

4

5

6

7

8

There is a good team spirit in our school.

1

2

3

4

5

6

7

9

There are forums in our school where I can express my
views and opinions.

1

2

3

4

5

6

7

10

The behaviour of students in our school is poor.

1

2

3

4

5

6

7

11

The staff members are committed to our school's goals
and values.

1

2

3

4

5

6

7

12

Students are treated as responsible people in our school.

1

2

3

4

5

6

7

13

Staff members in our school experience a lot of stress.

1

2

3

4

5

6

7

14

There is sufficient contact between different sections of
the school in curriculum planning.

1

2

3

4

5

6

7

I have the opportunity to be involved in cooperative work
with other staff members.

1

2

3

4

5

6

7

I have the opportunity to discuss and receive feedback on
my work performance.

1

2

3

4

5

6

7

Others in the school take an active interest in my career

1

2

3

4

5

6

7

2
3
4

7

15
16
17
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development and professional growth.
18

The school's managers (eg. Principal) DON'T really know
the problems faced by staff members.

1

2

3

4

5

6

7

My own expectations about student discipline are the
same as most other staff members in our school.

1

2

3

4

5

6

7

20

My work objectives are always well defined.

1

2

3

4

5

6

7

21

There is good communication between groups in our
school.

1

2

3

4

5

6

7

22

Staff members are overloaded with work in our school.

1

2

3

4

5

6

7

23

I am regularly given feedback on how I am performing my
role.

1

2

3

4

5

6

7

24

There is a lot of energy in our school.

1

2

3

4

5

6

7

25

I am happy with the decision-making processes used in
our school.

1

2

3

4

5

6

7

Students who do not want to learn are a problem in our
school.

1

2

3

4

5

6

7

27

The goals of our school are NOT easily understood.

1

2

3

4

5

6

7

28

Our school promotes the concept of students being
individuals.

1

2

3

4

5

6

7

29

Staff members in our school are frustrated with their job.

1

2

3

4

5

6

7

30

There is effective coordination of the curriculum in our
school.

1

2

3

4

5

6

7

The professional development planning in our school
takes into account my individual needs and interests.

1

2

3

4

5

6

7

There is support from the managers (eg. Principal) in our
school.

1

2

3

4

5

6

7

The rules and sanctions relating to student discipline in
our school are well understood by both staff members
and students.

1

2

3

4

5

6

7

34

I always know how much authority I have in our school.

1

2

3

4

5

6

7

35

Staff members in our school can rely on their colleagues
for support and assistance when needed.

1

2

3

4

5

6

7

36

There is no time for staff members to relax in our school.

1

2

3

4

5

6

7

37

There is a structure and process that provides feedback
on my work performance.

1

2

3

4

5

6

7

38

The morale in our school is high.

1

2

3

4

5

6

7

39

Staff members are frequently asked to participate in the
decisions concerning administrative policies and
procedures in our school.

1

2

3

4

5

6

7

Staff members in our school do NOT support one another
when dealing with student misbehaviour.

1

2

3

4

5

6

7

Our school has a clearly stated set of objectives and

1

2

3

4

5

6

7

19

26

31
32
33

40

41
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goals.
42

Students in our school are encouraged to experience
success.

1

2

3

4

5

6

7

Staff members in our school feel anxious about their
work.

1

2

3

4

5

6

7

44

The curriculum in our school is well planned.

1

2

3

4

5

6

7

45

Teachers frequently discuss and share teaching methods
and strategies with each other.

1

2

3

4

5

6

7

There are opportunities in our school for developing new
skills.

1

2

3

4

5

6

7

There is good communication between staff members
and the managers (eg. Principal) in our school.

1

2

3

4

5

6

7

48

Staff members go about their work with enthusiasm.

1

2

3

4

5

6

7

49

There is NO support in our school to help deal with
behaviourally disturbed students.

1

2

3

4

5

6

7

My personal goals are in agreement with the goals of our
school.

1

2

3

4

5

6

7

Staff members in our school feel depressed about their
job.

1

2

3

4

5

6

7

It is NOT difficult to gain access to professional
development courses.

1

2

3

4

5

6

7

The managers (eg. Principal) in our school can be relied
upon when things get tough.

1

2

3

4

5

6

7

The rules and sanctions relating to student discipline are
NOT enforced in a consistent fashion in our school.

1

2

3

4

5

6

7

43

46
47

50
51
52
53
54
55

I am clear about my professional responsibilities.

56

There is good communication between staff members in
our school.

1

2

3

4

5

6

7

There is constant pressure for staff members to keep
working.

1

2

3

4

5

6

7

I am happy with the quality of feedback I receive on my
work performance.

1

2

3

4

5

6

7

59

Staff members take pride in our school.

1

2

3

4

5

6

7

60

There is opportunity for staff members to participate in
school policy and decision making.

1

2

3

4

5

6

7

61

Students are generally well-behaved in our school.

1

2

3

4

5

6

7

62

There is agreement about the teaching philosophy of our
school.

1

2

3

4

5

6

7

Students at our school have access to advice and
counselling.

1

2

3

4

5

6

7

64

There is a lot of tension in our school.

1

2

3

4

5

6

7

65

There are structures and processes in our school which

1

2

3

4

5

6

7

57
58

63
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enable teachers to be involved in curriculum planning.
66

I receive support from my colleagues.

1

2

3

4

5

6

7

67

Staff members receive recognition for good work.

1

2

3

4

5

6

7

1

2

3

4

5

6

7

1

2

3

4

5

6

7

1

2

3

4

5

6

7

1

2

3

4

5

6

7

1

2

3

4

5

6

7

Campus Questions
68
69
70
71
72

Are there any other comments you would like to make?
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Thank you very much for your time and thoughts.
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Appendix 18.1: Job Description, Principal
Competencies of a Principal
A Principal should be able to demonstrate the following competencies on a regular basis:
•
•
•
•
•
•
•
•
•
•

the ability to engage, enthuse and support individual staff members
the ability to organise, guide and support effective teams
an inclusive, considerate and responsive approach to leadership and management that
values diversity in the staff and student communities
an authoritative knowledge of current reputable research in human development, learning
theory and approaches to teaching
a high-level knowledge of appropriate curriculum scope and sequence and curriculum
resource needs
exemplary interpersonal skills
the ability to provide clear, relevant and timely information and advice to the whole school
community
high-level knowledge and skills in human resource management
high-level knowledge and skills in finance and material resource management
a strong commitment to personal professional growth.

Standards of Duties of the Principal
Reporting directly to the chairperson of the governing body of the school, the Principal will develop
and work in consultation and collaboration with a strong, positive leadership team. Together, they
will consider the needs and perceptions of the whole school community in their approaches to
decision making and management of the school.
The Principal will:
•
•
•
•
•
•
•
•
•
•

be directly responsible for the quality of leadership, management and resources in the school
ensure that all programs maintain a focus on student learning
establish and maintain a culture of high performance and development in staff members and
students
establish and maintain a comprehensive framework of relevant programs with policies,
procedures, resources and budgets
lead the implementation of a continuous school improvement program
ensure institutional excellence in the school through a quality assurance framework approach
appropriately delegate management responsibilities to autonomous representative teams
consult and arrive at consensus with key stakeholders about decisions that affect them
periodically articulate educational issues, perspectives and practices to staff members, families
and the wider community
be proactive in pursuing personal professional growth in leadership and management
competencies and practices.

It is expected that the Principal will consult and collaborate widely to fulfil these work requirements.
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Appendix 18.2: Selection Criteria, Principal
Selection Criteria
•
•
•
•
•
•
•
•
•
•
•
•

An academic qualification in education and teaching, as deemed appropriate by the
governing body of the school
A demonstrated ability to engage, enthuse and support individual staff members
A demonstrated ability to organise, guide and support effective teams
A demonstrated inclusive, considerate and responsive approach to leadership and
management that values diversity in the staff and student communities
A demonstrated authoritative knowledge of current reputable research in human
development, learning theory and approaches to teaching
A demonstrated high-level knowledge of appropriate curriculum scope and sequence
and curriculum resource needs
Demonstrated culturally appropriate interpersonal skills
A demonstrated ability to articulate educational issues, perspectives and practices to
staff members, families and the wider community
A demonstrated high-level knowledge of and skills in human resource management
A demonstrated high-level knowledge of and skills in finance and material resource
management
A demonstrated ability to lead highly effective continuous school improvement
A demonstrated commitment to continuous personal professional growth
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Appendix 18.3: Effective Principal Behaviours: A matrix of standards of effective schools and focus
questions
Sound leadership & management

A focus on student learning

A culture of high
performance and
development

A framework of programs
with policies, procedures,
resources and budgets

Continuous school
improvement

What will I do to
ensure highly effective
teaching?

Recruit well
Provide clear expectations of
teaching standards and competencies
Be available to teachers

What will I do to
ensure highly effective
learning?

Prioritise funding for targeted
learning resources
Be available to students
Ensure optimal learning conditions
and arrangements
Form a parents’ association
Provide job descriptions
Provide proper training to
administrative staff
Use clearly defined procedures for all
transactions
Give timely advice and support
Keep physically and mentally fit
Use a people-centric approach
Ensure fairness in workload and
resource distribution
Cater for diversity in the workforce
and community
Be consistent and predictable with
decisions
Protect the confidentiality of private
and privileged information
Ensure transparency and
accountability in systems Maintain
clean and attractive facilities

Provide appropriate, adequate high
quality curriculum resources
Minimise administrative tasks for
teachers
Limit weekly meetings to three
Engage significant family adults in
student learning
Ensure the relevance of the
curriculum
Ensure students are trained in
research and organisational skills
Ensure all programs relate directly
to student learning
Ensure a high degree of student
engagement in learning

Provide training on highlyfunctioning teacher-student
relationships
Establish formal teaching teams
Prevent silos from forming
Ensure an agreement on
academic standards
Support, acknowledge and
celebrate student achievement
Provide a curriculum that allows
success for all students
Establish autonomous teams
Delegate management
Provide intervention and support
to maintain team focus and
success

Establish student learning teams
Include a social competence
program in the curriculum
Include a school-to-work
curriculum program
Use effective procedures for
improving poor academic
performance
Ensure proper supervision and care
of students

Provide teams with clear
expectations, guidelines and
accountabilities
Support, acknowledge and
celebrate staff achievement
Establish a staff association
Establish a student association
Use and promote collaboration,
consultation and consensus
Use procedures for managing
inappropriate behaviour
Focus on being an inclusive and
supportive school

Include a program on
approaches to teaching
Allocate adequate funds to
teaching resources
Properly manage resources
Include a program on the
provision of learning resources
Allocate adequate funds to
learning resources
Participate in the special needs
program
Provide a comprehensive
framework of programs
Learning
Human Resources
Administration
Environment
Material Resources
Use agreed beliefs and
standards to support a high
compliance level with
programs
Establish codes of practice
Monitor the relevance of
administration procedures
Ensure payroll administration
is understood, correct and
timely

Keep abreast of educational
developments in learning
technologies and other resources
Study reputable research in human
development, learning theory and
approaches to teaching
Study best practice in special needs
provision

Identify, communicate and model
the expected standards of
behaviour, decorum, demeanour
and language
Attend staff professional
development activities

Encourage innovation
Adequately resource
professional development
Initiate, encourage and support
professional dialogue
Focus professional development
on improved student learning
Use student-led reporting of
academic progress to families
Engage parents in the school
improvement process
Use a quality assurance
methodology to guide
improvement
Use data from multiple sources
to identify improvement goals
Institutionalise feedback devices
Use external financial auditors
Grant control of performance
and development plans to the
individuals they apply to
Use representative teams to
manage school improvement
Use a representative team to
manage professional
development provision
Use a complaints procedure to
resolve issues of concern
Implement an assets
depreciation and replacement
program
Conduct regular safety audits
Ensure school improvement is
underpinned by reputable
research
Communicate, promote and
celebrate best practice

STANDARDS
QUESTIONS

What will I do to
ensure the highly
effective and efficient
administration of
programs?
What will I do to
ensure high morale in
staff members and
students?

What will I do to keep
myself authoritative
about education?

Be self-reflective about performance
Use a performance and development
plan
Study reputable research in
leadership strategies
Keep abreast of latest developments
in systems administration
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Ensure adequate funding for
personal professional growth
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