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MESSAGE FROM THE PRINCIPAL 
 
 
 
Dear Families, 
 
Welcome to St Charles Borromeo School. 

 

I am very proud of the tradition, reputation, achievements, culture and spirit of our school, its 

students, teachers and families, past and present. To experience life within the boundaries of St 

Charles Borromeo Catholic School is to experience life at its best and fullest. 
 
The purpose of this manual is to provide you with information about a wide range of issues 
related to having a child in this primary school. 
 
We invite you to participate in the life of our school through various activities.  Newsletters are 
sent electronically home weekly to you throughout the year keeping you informed of these 
activities. 
 
We look forward to working with you and your child and hope that your child finds in our school, 
a happy, friendly and secure atmosphere, one which will stimulate his/her desire to learn, create 
and discover. 
 
Families are the primary educators of their children. This is particularly true of the values and 
spiritual growth of your child. The Catholic school, as part of the parish, supports and 
complements the family in this development. Therefore, the full benefit of the Catholic school 
occurs when you enable the school, its families, the parish and the wider community to work 
together to create authentic lifelong learners. 
 
The school works closely with families to provide students with an authentic voice in their 
learning and belonging in our community. The Catholic school forms part of the parish 
community, and therefore your child's enrolment implies your active participation and belonging 
to this community. 
 
We hope that you will, through your interest, personal involvement and co-operation with us, 
come to feel very much part of St. Charles Borromeo. 
 
Greg Thomas  
Principal St. Charles Borromeo  
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HISTORY AND PROFILE OF OUR SCHOOL 
 

St. Charles Borromeo is a Catholic Primary School in the Parish of St. Kevin’s, Lower 
Templestowe. It opened in 1983 as the second primary school in the parish, catering for the 
eastern end of the Parish from Williamsons Road to Blackburn Road. 
 
St. Charles Borromeo Catholic Primary School was until recently part of the Serpell Community 
School Campus that nestles in 13 acres of land in Templestowe. The school shared core 
facilities with Serpell Primary School, such as a community hall, school library, art facilities and 
a canteen.  
 
In 2007 St. Charles Borromeo completed building a new state-of-the art school including 
classrooms, offices and multi-purpose facilities. In 2009 our Discovery Centre was completed 
which incorporates a new library and e-learning hub for the children to enjoy. In 2010, we will 
see the completion of another new building, our Art and Sports Complex. This building will 
consist of a ¾ basketball court, an indoor/outdoor stage area to accommodate Performing Arts, 
a room for Visual Arts, two offices, a foyer and kitchen facilities. New playgrounds will be 
installed and the garden landscaped to provide the children with a wonderful outdoor space to 
play in. 
 
St. Charles Borromeo’s classes consist of children at different ages in “multi-age” settings. Such 
groupings reflect our beliefs and understandings about how children learn. We employ a wide 
range of dedicated teaching staff, including a number of specialists. All classrooms are 
networked and have access to the Internet. St. Charles Borromeo has vast facilities and 
grounds and is involved in many programs including inter-school sport, dance, bike education, 
circus skills, Prep -Two swimming and a 3 to 6 school camping program. At St. Charles 
Borromeo we aim to be a place of learning – and fun! We offer a comprehensive curriculum, 
encompassing Religion and the eight Key Learning Areas as outlined in this handbook. School 
liturgies and sacramental programs, involving children and families, are important in our 
commitment to developing a Christian community. 
 
We focus on the needs of individuals rather than those of the ‘grade’. The children have the 
opportunity to work with others on the basis of skills, interests, personality and age. Much like a 
family, the children support and are supported by other members of the group and work 
cooperatively with students of different ages, allowing them to recognise the range of abilities 
and talents within their class group. This results in a wider variety of relationships and social 
experiences. 
 
Another important part of St. Charles Borromeo is our focus on values.  In October 2009, we 
were granted Values Education validation.  We are the first school outside of the United 
Kingdom to be recognised as teaching Values Education.  Our focus on values helps nurture 
the development of well-rounded children and adults. We are excited to announce in 2016 we 
gained re-accreditation and now have audited our values to reflect our current environment.  
 
 
Our school motto is  
 

‘Large  enough to  prov ide ,  smal l  enough to  care ’  
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VISION STATEMENT 

 

WE ARE A VIBRANT COMMUNITY BASED ON THE VALUES AND TEACHINGS OF JESUS. 

 

WE ARE COMMITTED TO SOCIAL JUSTICE AND MAKING A POSITIVE IMPACT ON THE 

LOCAL AND GLOBALISED WORLD IN WHICH WE LIVE 

 

WE SEEK TO BUILD CONFIDENCE AND PROMOTE LIFE LONG LEARNING 

 

THE MULTI-AGE CLASSROOM 
One of the unique features at St. Charles Borromeo is that ever since the school’s opening in 
1983, we have had a teaching and learning philosophy of Multi-Age Groupings.   
 
When first hearing about Multi-Age Groupings, many parents mistakenly equate it to composite 
grades.  Some schools run composite grades as a necessity due to enrolment numbers that are 
too large or too small to fit into a straight grade, but this is not the rationale behind multi-age 
classrooms. 
 
Multi-Age is our preferred choice and is built on the following rationale and beliefs: 
 

 Enables teachers to understand and deliver curriculum that is developmentally 
appropriate rather than age appropriate; 

 Enables students to have the opportunity to move from being the youngest in the group 
to the oldest; 

 Gives children the opportunity to work and associate with others on the basis of skills, 
abilities, interest, personality and age; 

 Enables children at different ages to be both supported and supportive; 
 Provides an opportunity to appreciate the diversity of talents, skills and abilities of 

classmates; 
 Makes the whole child the teacher’s focus. 
 The benefits for students are: 
 The multi-age classroom seeks to challenge a child’s interest and understandings, while 

at the same time match skills to the child’s developmental abilities. 
 The multi-age classroom allows the individual growth of the child.  Teachers are focused 

on the individual child and plans work and activities to cater for their particular levels in 
social, intellectual and physical ability. 

 Open-ended experiences and topics allows for different levels of achievements. 
 Older students have more opportunity to re-visit particular areas of their learning without 

embarrassment, as they engage in cross-aged tutoring. 
 The multi-age classroom fosters in the children an understanding that individuals learn at 

different rates and that everyone has something positive to contribute to the whole group. 
 
All staff at St. Charles Borromeo has been carefully selected for their ability and interest in 
working in a multi-age school setting. 
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The Assessment and Reporting feature of the school is highly developed, tracking each 
individual child’s particular improvement and learning.  This provides the teacher with invaluable 
information about the specific needs of the children and their programs.  The University of 
Melbourne provides us with valuable information twice a year on each child’s progress in 
Literacy throughout the first three school years, as they are tested at the beginning and end of 
each school year. 
 
Finally, the multi-age school and classroom settings create an atmosphere of friendliness, 
caring and respect of each individual child, accepting the huge responsibility of educating them 
to understand and live in tomorrow’s world. 
 
Fr. Charles McCann, the Parish Priest who founded the school, had a wonderful vision for 
creating the most challenging and caring learning environment possible, supporting both 
children and families in their learning and growing together as a Christian community. 

VALUES 
In 2005, St. Charles Borromeo was the lead school of six schools successful in the application 
for the Federal Government’s Values Education Good Practice Schools (VEGPS) Stage 1 
project. This project finished and in 2006 we were once again successful in our application as 
the lead school in VEGPS Stage 2.  These two projects were student led and directed, and 
culminated with St. Charles Borromeo Primary School working towards being a Values-based 
school. These were audited in 2016 and our new values are:  

 

The Values our school community chose to adopt are: 
 

 Respect 
 Friendliness 
 Courage 
 Determination 
 Inclusion 
 Care 
 Generosity  
 Empathy 
 Confidence 
 Resilience  
 Responsibility 
 Gratitude  

 

In 2008, St. Charles Borromeo was once again successful in their application as being the lead 
school of eight schools Federal Government’s Values in Action Project. 
This enabled our school to apply for International Values Education validation.  
In October 2009, Dr. Neil Hawkes, an International Values Education Consultant from the 
United Kingdom, visited St. Charles Borromeo to audit our eligibility for accreditation as a 
Values-based school. In 2016 we gained re-accreditation.  
 
After much rigorous investigation, St. Charles Borromeo Primary School, as the first school 
outside of the United Kingdom, was granted Values Education validation. 
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WE ARE SO PROUD 
Values Education is taught at all levels across the school.  The aim of Values Education is to 
allow children to experience and appreciate the importance of values in all facets of their life, be 
it at school, at home or within the wider community. 
 
Each value chosen by the school is discussed within the classroom and at school assemblies.  
Various means are used to focus on the values such as Circle Time (group discussions), role 
plays, Values Newsletters and Values Certificates.  By teaching the children the importance of 
values, we aim to promote their growth and development into well-rounded adults.  

SCHOOL PROGRAMS 
St. Charles Borromeo offers a broad curriculum including specialist teachers in the areas of 
Physical Education (PE), Library, Language other than English (LOTE), Information Technology 
and Music and Art.  Our curriculum is based on the Australian National Curriculum (AusVELS) 
that were released in 2012. These new standards identify what is essential to achieve from 
Years Prep to 10 in Australian schools and provide schools with a curriculum that prepares 
students for success in these years and beyond. Our Learning and Teaching Policy is based 
CEOM Learning Centre School’s, Sacred Landscape.  
 
The whole school curriculum framework encompasses the areas of: 
 
Religious Education  
 - Sacramental programs 
            - Social Justice programs 
            - Gospel Values 
English  

- Prep, Years 1 & 2 – Literacy Advance, Children’s Literacy and Success Strategy  
 - Years 3 & 4 - Literacy Advance, Literacy Assessment Projects.  
 - Years 5 & 6 - Middle Years Literacy 
 - Reading Recovery – Year 1 
 - Library 
 
Mathematics  
 - Success in Numeracy Education (SINE) 
 - Maths Intervention Years 1- 4  
 
Health and Physical Education  
 - Swimming (Prep – Grade 2) 
           - Gymnastics/ (Grade Three to Six) 

- Circus Skills (Grade Prep to Six) bi-annually  
- Dance (Grade Prep to Six) bi-annually   

 - Interschool Sports (5/6) 
 - District competitions (Grade Four up) 
 
Interpersonal Development 
 
Personal Learning 

- National History Challenge  
- Tournament of Minds  
- Maths Olympiad  

 
Civics and Citizenship 
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The Arts  
 - Performing Arts  
 - Visual Arts 
 
History  
LOTE - Italian 
Science 
Communication 
Design Creativity & Technology 
Information and Communication Technology (ICT) 
Thinking Curriculum  

 

EXTRA CURRICULA  

Many Co-curricular activities are also offered: 
 

 Student Wellbeing  
 Values Education  
 Restorative Practices (as outlined in this handbook) 
 Student Action Teams 
 Buddy Program 
 Anger Management 
 Integration and learning difficulties 
 Program Support Groups 
 Seasons - Grief & Loss Program 
 Service Learning with Roseville Retirement Village 
 Student Services 
 Integration and learning difficulties 
 Program Support Groups 
 Student Representative Council (SRC) 
 Leadership Roles 
 Grade 3/4 & 5/6 Camp Program 
 Excursion & Incursion Program 
 Physical Education Program 
 Music - Instrumental Tuition 
 Carols  
 Programming Club  
 Tennis  
 Library open at lunch times  

 
 
RELIGIOUS EDUCATION 
As a Catholic School, we believe that each child should be encouraged to develop and live out 
their faith in Jesus within a nurturing, safe and loving environment. 
 
Along with our parent community we walk with the children on this journey of faith. We listen to 
their concerns, we take note of their surrounds and we offer them Word and Sacrament to help 
make sense of their world. 
 
At St. Charles Borromeo we are very mindful of the fact that parents are the main educators in 
their child’s faith journey. To foster that core belief, we provide family workshops during which 
children and parents have opportunities to explore and further develop their faith.  
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Consequently, Religious Education not only permeates our entire curriculum, but also affects 
the type of relationships we foster and how we then translate that back into the community. 
Social Justice plays a big part in our teaching; it is through Social Justice we can bring Gospel 
Values alive.  
 
St. Charles Borromeo offers a Parish-based Sacramental Program as part of St. Kevin’s Parish. 
 

ENGLISH 
At St. Charles Borromeo we are proud of our strong emphasis on English.  
 
Each class has a Literacy block where speaking, listening, reading, viewing and writing are 
explicitly taught, taking into account the developmental stage of the learner. On-going 
assessment and monitoring of students identifies the support required to target individual needs 
for all students.  
 
Reading Recovery, which is a one-to-one intervention approach, is offered to Year One 
students who need extra support to get underway with reading and writing. Small group and 
independent support is also provided as part of our whole school approach to improving literacy 
outcomes for all our students. 
 
There are many opportunities for parents, carers or grandparents to become involved in the 
classroom. A Classroom Helper’s program is offered which equips you to work as a helper in 
the junior classrooms during the Literacy session. This is an excellent way of supporting, not 
only your own child, but all children in their early years of learning. 

MATHEMATICS 
St. Charles Borromeo has implemented the Catholic Education Office Numeracy approach, 
Success in Numeracy Education (SINE) focusing on identifying and developing the needs of 
individual students. The program is rich in activities and approaches that help facilitate and 
monitor the children’s mathematical understanding. 
 
Each class has a daily Numeracy block. The Australian Curriculum in Mathematics is followed 
as a framework in conjunction with our SINE program. Number and Algebra, Measurement and 
Geometry and Statistics and Probability make up our Mathematics curriculum. We have a 
strong focus on developing number sense and conceptual place value.  
 
At St. Charles Borromeo we encourage students through engaging activities and extensive 
resources to develop their skills, the Proficiency Strands in the Australian Curriculum (fluency, 
problem solving, reasoning and understanding) provide students with a framework to use 
mathematics in a variety of real life situations.  

LIBRARY 
Our Discovery Centre Library is an exciting, modern addition to our teaching and learning 
environment at St Charles Borromeo. The Discovery Centre has an interactive whiteboard to 
enhance student learning with students accessing the Library for borrowing, research and 
recreational activities.  
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PHYSICAL EDUCATION, SPORT AND CAMP 

The Physical Education Program at St. Charles Borromeo promotes healthy lifestyle, physical 
fitness, and skills in a variety of areas including athletics, gymnastics and the necessary ball 
skills to play games. 
 
The Program is skill based so the children can enjoy working at their own level and at the same 
time improve their fitness, increase their appreciation of games, and learn the rules for a variety 
of sports suitable for Primary School students.   
 
In the Swimming program at Aquarena, the children (Prep to Grade 2) learn or refine stroke 
techniques while focusing on the importance of water awareness and safety. Inter-school sports 
see our children in Grades 3-6 compete against other local schools, while our Grade 5 and 6 
students have an opportunity to go to an adventure camp which allows them to build effective 
relationships and self-confidence in a safe and enjoyable environment. Our 3/4 children have an 
overnight sleep over off site to prepare them for the 5/6 camping experience.  

VISUAL ARTS 
The Arts program at St. Charles Borromeo provides a major means of personal creativity, 
satisfaction and pleasure for all students. It allows opportunity for self-expression and the use of 
imagination during guided, interactive weekly activities. In the Visual arts area a wide range of 
artistic expression is provided in our well-equipped Art Room. Our biannual Art Show is a 
celebration of our student’s creative talents and showcases the Art Program.   
 
An Instrumental program allows students to further develop their musical skills. Children have 
the opportunity to learn keyboard, violin and guitar from qualified tutors who come into the 
school during school hours and offer lessons in small groups or as individuals. These rosters 
are on a rotational basis so children don’t miss the same class lesson every week.  
 
We offer two programs in Term 2 and Term 3 for the students in Grade 3 to Grade 6 in the area 
of dancing, drama or martial arts. We endeavor to change these programs from year to year to 
insure a broad experience for our students. 

 

LANGUAGE OTHER THAN ENGLISH (LOTE) - ITALIAN  
The study of the Italian Language is offered at St. Charles Borromeo as a program from Prep 
through to Grade 6. Lessons are held weekly and are of 60 minutes duration. The lessons and 
topics covered encourage the development of the four skills of listening, speaking, reading and 
writing.  
 
The Italian program also seeks to foster in the children an appreciation for other cultures. Hence 
the children participate in a Multi-Cultural Activity Day, during which they complete various 
activities in multi-age groupings. Italian drama and theatre production companies are also 
invited to perform for the children. 
 
Although the children are encouraged to work at their own pace, we aim to reach the 
established benchmarks for students in Victorian schools. We hope that through the program, 
the children will develop a confident and positive attitude towards lifelong language learning.  
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INFORMATION COMMUNICATION AND TECHNOLOGY (ICT)  
We are very conscious of the challenging world of tomorrow that our children will encounter and 
our Learning Technologies program ensures that they will be prepared. All classrooms are 
networked and the children have access to the Internet to provide them with the latest online 
information, programs and virtual learning classrooms. Communication and Technologies (ICT) 
are used and integrated across the curriculum. Currently we are expanding the hand held 
technology available to children. 
 
In the early years the children develop the basic computer skills of finding their way around the 
keyboard and using suitable software packages for Literacy and Numeracy. In the middle years 
the children learn how to present their work electronically, communicate with e-mail and 
increase their technology skills. The upper grades use advanced computer techniques in a 
variety of programs. In the last 12 months the school has embarked on increasing the presence 
of hand held devices. In 2014 P-2 a focus was established using I-Pads, 3/4 Chrome Books and 
5/6 Mac Airs operating off a duel platform.  

 

STUDENT EMAIL/ BLOG 
From Year Three, students are provided with access to a Virtual Learning Environment, which is 
in the form of a password protected Intranet. This access also provides the student with an 
email account. 
 
A user agreement sheet is sent home early in term one and is to be returned, signed, by a 
parent/career and the child, prior to access being granted. Unless the teacher has requested it, 
the students are restricted to filtered websites that are safe and tested. Teachers are able to 
place interactive multi-media objects, relevant websites, instructions and all sorts of information 
that the children can access from school and home. 

 

ST CHARLES IS AN E-SMARTSCHOOL 
Towards the end of the 2011 school year St. Charles became the first school in Australia to be 
accredited as an E-Smart school by The Alannah and Madeline Foundation. This program is 
primarily designed to keep student safe whilst using computer and communication technology 
and teach them appropriate and safe behaviours at all times. (See more under Student 
Wellbeing)   
 
An initiative of The Alannah and Madeline Foundation, eSmart equips everyone in the school 
community with the skills and knowledge they need for smart, safe and responsible use of 
technology. 
 
Using a behaviour change approach, similar to the SunSmart campaign, eSmart Schools aims 
to create a community of students, teachers and parents who are smart, safe and responsible 
with technology. 
 
Being eSmart means knowing how to guard against the security and privacy risks online, 
download content in a legal and ethical way, to research and reference information, as well as 
manage reputation and relationships in cyberspace. 

STUDENT WELLBEING AT ST. CHARLES BORROMEO 
The academic, emotional, social, physical and spiritual wellbeing of our students, in light of our 
vision statement, is extremely important to their success at St. Charles Borromeo and in their 
future lives.  Students whose wellbeing is supported are happy, able to deal positively with life’s 
challenges, and are well placed to develop into well balanced and successful young adults. 
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Developing the wellbeing of our students is central to our role as a school and is the 
responsibility of all staff. 
 
At St. Charles Borromeo, we highly value the wellbeing of our students and to support and 
manage this important area, we have a Student Wellbeing Leader on staff. 
 
The Student Wellbeing Leader will be available to all members of the St. Charles Borromeo 
community to listen and consult with on any concern that may arise.  The Student Wellbeing 
Leader will use a range of resources, both within the school and in networks developed outside, 
to address such difficulties.  Whatever the concern, each will be treated with care, respect and 
confidentiality. 
 
They will interact with outside agencies and relay new information to the school community 
whilst encouraging involvement of students and parents. 
 
Other aspects of the role involve counseling and arranging support for students and families in 
overcoming individual students’ social, emotional, behavioural and learning difficulties.  These 
include family separations, discipline, relationship breakdowns, grief and loss issues, personal 
problems, friendship and development skills. 
 
Please feel free to make contact through the school office at any time.   

RESTORATIVE PRACTICE 
St. Charles Borromeo is a Restorative School. This means all staff are trained in Restorative 
Practice. 
 
Restorative Practice is a framework of behavior management that moves away from the 
traditional punitive response to any indiscretion that may happen to your child or by your child. 
While still providing limits and consequences, it looks for ways to repair the damaged 
relationships and improve existing relationships. 
 
The Restorative School believes in the "Three R's"; 
 

 Relationships,  
 Responsibility and  
 Relevance 

 
In working with the student/s using a Restorative Approach, a staff member uses four (4) main 
questions: 

 What happened? 
 Who was hurt/ affected by what happened? 
 What needs to happen to make things right? 
 If the same situation happens again, how could you behave differently? 

SRC 

Every year in each classroom, students vote on two representatives for Student Representative 
Council (SRC). Meetings are held every fortnight to discuss ways we can improve our school. 
These meetings focus on developing student voice and lead to school improvements. In the last 
three years the children have initiated new playground equipment and a new soccer pitch.  
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SCHOOL WIDE POSITIVE BEHAVOUR (SWPBS)  
St. Charles Borromeo is a School-wide Positive Behaviour Support (SWPBS) school. SWPBS is 
an evidence-based framework for preventing and responding to student behaviour. It aims to 
create a positive school climate, a culture of student competence and an open, responsive 
management system for all school community members. It includes analysis of data in 
professional learning teams, implementation of evidence based practices and organisational 
systems for establishing safe, purposeful and inclusive school and classroom learning 
environments while providing the individual behaviour and learning supports needed to achieve 
academic and social success for all students. A copy of our behaviour matrix can be found in 
Appendix A.  

 
HEALTH AND SAFETY 

EMERGENCY CONTACT INFORMATION 

Please ensure that the school has up-to-date information about your contact details as well as 
those of any emergency contacts.  
 

HOURS OF CARE 

School begins each day at 8:50am and concludes at 3:30pm, except on Mondays when children 
are dismissed at 3pm. 
 
Children are fully supervised during work and play from 8:35am until 3:45pm.  Parents are 
requested not to leave children unattended at school prior to 8:35am or after 3:45pm. Children 
not picked up from the car park by 3:45pm will be supervised in the administration area until 
4pm for occasional care. Parents who are consistently later than 3.45 pm need to utilize after 
school care.   

CARPARK 

Please note the car park guidelines to ensure the safety of everyone in the school community.  
See Appendix B for these guidelines. 

LATE ARRIVAL OR EARLY DISMISSAL 

If children arrive late to school, parents are requested to fill in a ‘late arrival’ form in the office. 
 
If you wish to collect your child prior to 3:30pm, you are requested to fill in an ‘early dismissal’ 
form in the office prior to collecting your child from their classroom. Children taken home from 
an excursion by their parents must send a note in prior to the day. No child is permitted to be 
collected by another parent, unless a letter is sent prior to the event.  

ATTENDANCE 

If your child is unable to be present at school, a note should accompany the child on return to 
school and be given to the child’s teacher.  If it is known that a child will be away for an 
extended period of time, please notify the Principal. A phone call to the office is not necessary. 
As all absences need to be documented with a signed letter. All unexplained absences will be 
followed up by the school.  

ILLNESS OR ACCIDENTS WHILE AT SCHOOL 

If your child should fall ill or feel unwell while at school, you will be contacted through the 
contact numbers supplied on your child’s emergency form.  Even though the school has a well- 
equipped first-aid area, it is an impossible task for school staff to care for a sick child for an 
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extended period, so parents may be asked to collect their child early if they are unwell or 
organize someone to collect them.  
 
In case of accidents, the school’s first-aid personnel will treat the injury and assess whether the 
parents should be contacted immediately or simply be notified on a ‘treatment form’ at the end 
of the day.  If your child receives a bump or a hit to the head region, you will always be notified. 
We ask that all children recovering from an infectious illness are kept at home for the period 
recommended by the infectious diseases guidelines.  

ASTHMA 

Children who are asthmatics and use inhalers are encouraged to ensure access to these at all 
times.  If your child is asthmatic it is necessary to fill in an ‘Asthma Action Plan’ obtainable from 
the school office. These plans need to be updated each year and medication replaced. 

ANAPHYLAXIS 

An Action Plan for Anaphylaxis needs to be completed for your child and handed into the office.  
Your child’s action plan, together with their EpiPen, will be kept in the sickbay. 
 
Nut allergies: Owing to the difficulty in monitoring nut products, St. Charles Borromeo follows 
the recommendations from the Department of Education and Training.  While the school does 
not ban certain food products, it is aware of the risk factors and implements appropriate 
strategies to minimise risk.  However, in order to support the children who do suffer allergic 
reactions to nuts, it is requested that nut products (e.g. peanut butter or Nutella sandwiches) are 
not included as part of any child’s lunch These plans need to be updated each year and 
medication replaced  
 
INFECTIOUS DISEASES 
Children suffering from infectious diseases are not permitted to attend school.  Ask your 
doctor’s advice regarding time of return.  The Department of Education has listed several 
diseases that require a child to be excluded from school for a specified time.  The list can be 
found in Appendix C.   

MEDICATION 

Teachers are not permitted to dispense medication to children unless requested to do so in 
writing.  Therefore, if your child requires medication please provide a note containing the 
following: 
  - Name of the child 
  - Type of medication 
  - Date and times to be dispensed 
  - Dosage 
Medication deemed unsafe to be kept in classrooms is handed in to the school office and is 
dispensed from there.  A written record is kept in order to monitor each child’s daily medication 
program. Please see Appendix D for an “Authority to Dispense Medication” form.  This is 
to be completed and handed to your child’s teacher. 

COMMUNITY HEALTH CARE 

Health and Community Services provides us with annual visits from a school nurse.  The main 
focus of the school nurse is to check hearing and sight of all Grade Prep students as well as 
being available for parents to discuss any health related issue that might have an impact on the 
child’s education or social development and wellbeing. 
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SUNSMART 
The school implements a Sun-Smart Policy from September to the end of April. During this time 
parents are requested to ensure their child wears sunscreen to school and has access to a roll-
on sun screen during the day.  A sun-smart hat is also part of the school uniform and the 
children are expected to wear this during all outdoor breaks and activities. 
A “no hat, no play” rule applies. 

VISITOR PASS 

All visitors to the school, helping in the classrooms or excursions, are required to sign in at the 
front office and collect a numbered tag to wear for the duration of their visit.  This is to ensure 
the safety of all members of the school community and so that everyone in the building can be 
accounted for in the event of an emergency.  The tag is then returned when the visitor signs out. 
We do not require parents to sign in for school assemblies or whole school gatherings. All 
contractors, volunteers and external support staff must be registered on the school approved list 
and comply with all regulated safety standards. All visitors will be given an induction, when 
arriving (if working with or within close proximity of students).  

WORKING WITH CHILDREN CHECK 

By law it is required that volunteers who work with children must have a Working with Children 
Check card.  Forms for these are available online: www.workingwithchildren.vic.gov.au/.  Once 
you have your card, please give it to the secretary in the school office to photocopy so that the 
school has it on record that you are permitted to work with the children. All parents attending 
excursions must have a current Working with Children Card.  

INTERNET & STUDENT PHOTOGRAPHS 

Parents are asked on our enrolment form to give permission for the use of their children’s 
photographs on the school website.  Consent is not mandatory and the school respects the 
decision of parents at all times. Consent can be changed at any time in writing to the office. 
During special events we ask parents do not take photos at class masses and sacraments. 
Parents are welcome to take photos at assemblies and showcase events; we ask parents do 
not upload other children or staff onto social media.  

PLAYGROUND USE 

Due to legal and safety requirements, students are only allowed to use the school playground 
equipment under adult supervision.  
Teachers are not responsible for the supervision of preschool children.   
 

DOGS  

Law does not permit dogs on the school grounds at any time. This is to ensure the safety of the 
school community and to keep the school environment clean. 

 
BIRTHDAY CELEBRATIONS 
Parents who wish to supply treats for their child's birthday are requested to take into 
consideration food allergies. There are great nonfood items that can be purchased from $2 
dollar shops e.g. super balls, stickers etc. Please let us know if your child will be celebrating a 
birthday on school camp.  



 

17 

 

COMMUNICATION 

NEWSLETTER, BLOG AND NOTICES 

Parents receive the current weeks copy via email each Friday.  
 
Diary dates for the next week are included on the front page of the newsletter for your reference 
with a link to our calendar.  As well as the current newsletter, the Parent’s web page contains 
information such as previous newsletters, school review documents, term dates, swimming and 
sports information.  A generic excursion form and medication form are also available to 
download. 
 
We endeavour to include all notices and/or other relevant information with the newsletter in 
order to make Friday ‘communication’ day, however notices might be sent home at other times 
when necessary.   
 
If you for some reason you don’t receive a copy of the newsletter or your email address 
changes, please email secretary@scbtemplestowe.catholic.edu.au. 

SMS 

When urgent reminders are needed we also use SMS messengers which are send to parent’s 
mobile phone numbers – i.e. early school finish.   

INFORMATION EVENINGS 

From time to time Information Evenings are held to inform parents of new curriculum initiatives 
or developments within the school. The school might also at times invite you to participate in 
evenings where a guest speaker will explore topics of general interest such as parenting skills, 
human sexuality and drug education. 

PARENT/TEACHER CONFERENCES 

Parent/Teacher Conferences are held at the end of Term 1 and the end of Term 3.  Either the 
parent or the teacher may request additional conferences throughout the year if there is a need. 
 

REPORTS 

Written reports are sent home mid-year and end of year, covering the specific learning 
outcomes set out in the Integrated Units as well as in the other Key Learning Areas.  Where 
more frequent and ongoing support is needed, ‘Program Support Group’ meetings are set up. 

COMMUNICATION WITH YOUR CHILD’S TEACHER 

If you need to discuss a matter with your child’s teacher, please don’t expect this to be done 
while he/she is supervising a class, but make an appointment at a mutually convenient time.  
This will enable both parent and teacher to discuss the matter with the attention it deserves. 
 

CLASS FORMATION 
Teachers need to take a broad view and consider the needs of all students. It is our intention to 
provide well-balanced class groupings. To achieve this, we must consider all academic, 
emotional, social and behavioural needs of all students. Teachers will draw upon their collective 
knowledge of the students to arrange the classes. 
 
Individual requests made by parents compromise this process and inevitably inhibits our 
capacity to deliver balanced classes. I ask parents to consider how impossible the task of 
arranging classes would be if we were to act on all parent preferences. Therefore, I ask parents 

mailto:secretary@scbtemplestowe.catholic.edu.au
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to refrain from sending messages about the placement of students for classroom teachers and 
school leaders. 
 
If you feel there is a need to have an issue of placement discussed, please email me with your 
concerns. Emails must be received before the end of first week term four.  

COMPLAINT PROCEDURE 

From time to time you might wish to raise a concern in regard to an issue at school. 
In order for such a complaint to be listened to and dealt with in the most respectful manner, you 
are encouraged to follow the following procedure. 
 
1] If possible your first point of contact should be with the person directly involved i.e. your 
child’s teacher. Please always make a time for your meeting in order for both parties to give the 
necessary time and attention to the problem at hand. 
 
2] If you feel your concern has not been dealt with to your satisfaction, please make an 
appointment with either of the following persons, dependent of the issue involved: 
Greg Thomas – Principal 
Susan Camilleri – Vice Principal 
Sue Cahill – Student Wellbeing 
Frank Cotela- ICT Leader  
 
3] You should always avoid discussing concerns with other parents in and around the school as: 
Your concern will not be addressed in the appropriate forum; 
The issue of privacy and confidentiality will not be respected; 
Your concern if left unsolved might actually escalate. 
 

FRIENDSHIP LIST 

Each year a Friendship List (class contact list) is distributed to each class during the second 
week of Term One.  It is a great way to keep in touch with other families from your child’s class. 
The Friendship List contains the student names, parent names, phone and email contact 
details. 
 
Your consent for these details to be included on the Friendship List is requested in the 
enrolment application.  If consent is not provided, the student’s first name and first initial of the 
surname is the only information displayed on the list. Consent at enrolment is given for the 
duration that the family is enrolled at the school.  To withdraw consent or update information, 
please advise the school office in writing.  
 

FEEDBACK 
The school welcomes any input and enquiry from the community.  
Please feel free to email any feedback to 
pricipal@scbtemplestowe.catholic.edu.au.   

We also have parent forums to discuss certain issues or topics.  

 

SCHOOL TIMETABLE AND DATES TO REMEMBER 

8:50am Children assemble in grades / roll call / admin tasks / prayer 

mailto:pricipal@scbtemplestowe.catholic.edu.au
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9:00am Classes commence 

11:00am Morning recess* 

11:30am Classes commence 

1:30pm Lunch 

1:40pm Lunch recess 

2:30pm Classes commence 

3:30pm Classes dismissed (Final bell time on Monday is at 3pm.) 

 

* Please ensure your child has an adequate snack for morning recess that will sustain them through to 
lunch time at 1:30pm. 

NOTE:  Classes are usually dismissed early on the last day of any term.  Please ensure you read 
the newsletters for specific details. 

2017 Information 
TERM DATES for 2017: 
 

 Day commencing Day concluding 

Term 1  February 1 Prep 

February 2 1-6 

March 31, 1.30pm finish 

Term 2 April 18 June 30,  1.30pm  

Term 3 July 17 September 22, 1.30pm 

Term 4 October 9 December 19, 1.30pm 

 

FEE STRUCTURE for 2017 
 

Annual Family Fee 2017 

Payable yearly or per term 

 Books 

School Fees $1560.00  Prep $ 70.00 

Technology Levy $  130.00  Yr 1 and 2 $ 65.00 

Building Levy $  300.00  Yr 3 and 4 $ 65.00 

Insurance Levy $    50.00  Yr 5 and 6 $ 65.00 

Total Per Year $2040.00    

 

Educational Levy (per child per year) 2017              Payable at the start of the year 
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Prep - 2 Year 3 - 4 Year 5 - 6 

Curriculum $  237.00 Curriculum $  232.00 Curriculum $  232.00 

Excursions $  100.00 Excursions $  100.00 Excursions $  100.00 

Swimming/Extra 
Curriculum  

$  170.00 Extra 
Curriculum 

$  115.00 Extra 
Curriculum 

$  115.00 

Total P-2 $ 507.00 Sleep Over $  120.00 Camp $  340.00 

  Sports levy $    55.00 Sports levy $    55.00 

  Total 3 - 4 $  622.00 Total 5 - 6 $  842.00 

BOOKS 

Books will be bulk ordered for Prep to Six. This amount will be added to the levies. Additional Items list of 
requirements to be supplied from home for Years 1 – 6 are enclosed with reports where applicable.  

 

CAMPS SPORT & EXCURSIONS FUND 

The Victorian Government provides families who fall into the following categories with a special 
allowance, paid on application: 

a) hold a current Pensioners Concession Card or a Health Care Benefit Card or 

b) Veterans Affairs Pensioner Card or 

c) be a foster parent 

d) Applications are made at the beginning of Term 1.  Families will be notified through the 
Newsletter when forms will be available from the school office. 

e) This allowance can only be applied to Camp and Excursion Fees.  

 

Fee and Levy Statements will be sent home via email to the fee payers at the end of the first full week of 
school. Levies are payable at the beginning of the year. 

If you choose not to pay your all your fees upfront we ask that you pay a quarter of the fees on the 
second week of each term. (4 payments) When making a direct deposit please use your account number 
(found on the right hand side of your statement) along with your child’s surname. 

If you have issues with paying fees please contact the office to organise for a payment plan.  

 

STUDENT UNIFORM AND GENERAL APPEARANCE GUIDELINES 
Rationale:  
A uniform and general appearance code reinforces and promotes in students a pride in their 
appearance, instills recognition of themselves as integral members of the school community, and assist 
in developing pride in representing their school.  The guidelines are an expression of views held by the 
community as being reasonable expectation in regard to the standard set. 
 
Aims:       
To promote equity amongst all students; 
To further develop a sense of pride in, and identification with, our school; 
To develop durable clothing that is cost effective and practical for our school environment; 
To maintain and enhance the positive image of the school in our community. 
 
Implementation: 
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The St. Charles Borromeo school uniform provides choice for the students, allows for students to safely 
engage in the many and varied school activities, and caters for the financial strains of families. 
 
The school uniform must be worn during school hours, while travelling to and from school, and on 
activities where the school is represented such as sports and excursions. 
In Years 5 & 6 there is a white sports top to be used for interschool school sports as well as at normal 
sports lessons. 

 

Girls Uniform 

Summer Winter Sports 

- Summer dress OR  

- Green polo shirt and navy shorts 

- Windcheater 

- White school socks 

- Black shoes 

- School sun hat 

- School tunic,  with white school 
shirt and navy tights OR 

- Long navy pants, green polo 
shirt and white school socks 

- Windcheater 

- Black shoes 

- Green polo shirt (5/6 white polo) 

- Navy shorts, navy netball skirt, 
navy short or navy track pants 

- Windcheater 

- School sports socks 

- Black or white runners  

- School sun hat in Summer 

 

 

 

Boys Uniform 

Summer Winter Sports 

- Green polo shirt 

- Navy shorts 

- Windcheater 

- Navy school socks 

- Black shoes 

- School sun hat 

- Green polo shirt 

- Long navy pants 

- Windcheater 

- Navy school socks 

- Black shoes 

- Green polo shirt (5/6 white polo) 

- Navy shorts or navy track pants 

- Windcheater 

- School sports socks 

- Black or white runners  

- School sun hat in Summer 

BOMBER JACKETS 

These are available at the beginning of each school year and can only be ordered at that time.  A notice 
will be sent home and orders can be placed if you wish to purchase one.  Please note that this will be the 
only time throughout the year that orders for bomber jackets will be taken. 

JEWELLERY 

The only acceptable jewellery is watches and studs or sleepers worn in the ears. 
 

COSMETICS 

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

HAIR 

Hair should appear as natural as possible with no obvious highlighting, bleaching and/or colouring. 
 
Students with hair longer than shoulder length must wear their hair up using hair ties in any of the school 
colours, enabling them to participate safely in school activities. 
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Hairstyles should not be a fashion statement and extreme hairstyles should be avoided. 
 
The Principal and staff will be responsible for implementing these guidelines and will remind parents in a 
letter when transgressions of the above guidelines are observed. 
 
Parents seeking exception to these guidelines due to religious beliefs, ethnic or cultural background, 
student disability, health concerns or financial hardship, must apply in writing to the Principal. 

UNIFORM SHOP 

The uniform shop is open every Monday morning from 8:35am until 9:15am. If you are unable to visit 
during this time, uniform items can be ordered via the form included in Appendix E. 
 

MOBILE PHONE 

The use of mobile phones is not permitted during school hours.  If it is necessary for your child to bring a 
mobile phone to school, please ensure that it is handed into the office for safekeeping on arrival and 
collected at the end of the day. 

LOST PROPERTY 

Please make sure all items of clothing worn to school are clearly labeled.  Any named item that is found 
will be returned to the student.  However, should an item of clothing that is unnamed be found, it will be 
placed in the Lost Property Box located in the office area. 
 
Statement affirming and outlining St Charles Borromeo’s commitment to teaching our children 
what it means to be an Australian Citizen 
 
At St Charles’ we are committed to creating an environment which supports the development of effective 
Australian citizens, who have an awareness of the values and systems which underpin our democracy. 
 
We strive to ensure that our children develop the following: 
 

 An understanding of, and commitment to, Australia’s democratic system of government, law and 
civic life. 

 The capacity to clarify and critically examine values and principles that underpin Australia’s 
democracy and the ways in which these contribute to a fair and just society and a sustainable 
future. These values/principles include – Care and Compassion, Doing Your Best, A Fair Go, 
Freedom, Honesty and Trustworthiness, Integrity, Respect, Responsibility, Understanding, 
Tolerance and Inclusion. 

 The knowledge, skills and values that support active citizenship and the capacity to act as 
informed and responsible citizens. 

 An appreciation of the local, state, national and global rights and responsibilities of citizenship 
and civic life. 

 An appreciation of the experiences and heritage of Australia’s Aboriginal and Torres Strait 
Islander peoples and their influence on Australian civic identity and society. 

 An appreciation of the uniqueness and diversity of Australia as a multicultural society and a 
commitment to supporting intercultural understandings within the context of Australian 
democracy. 

 An understanding of the ways in which citizens and governments contribute to environmental 
sustainability in local to global contexts and a commitment to adopting values, behaviour and 
lifestyles required for a sustainable future. 

 An appreciation of the influence of media, information and communication technologies on the 
views and actions of citizens and governments. 

 An understanding of historical perspectives on Australia’s development as a democratic nation. 
 An understanding of the ways in which governance structures from other countries are similar to 

or differ from democracy in Australia.  
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PARENT/CARER INVOLVEMENT 

Our aim is to establish a climate that encourages a genuine partnership where parent and staff 
encourage and support each other in the interest of the children. Parents are encouraged to become 
involved in a wide range of activities as outlined below.  These include opportunities to participate in the 
classroom, working with the children or helping the teacher, or in a more community-oriented capacity. 
We are a community school that encourages full participation of all. All parents working in the school or 
assisting outside school must have a current Working with Children card. Selection of parents for 
excursions will be based on first in, unless there is an issue of the same parents putting their names 
down. Where possible we will try and share this experience. Please note all adults must not consume hot 
drinks when attending school events or working with children.  
 
 
Individual involvement: 
Classroom helpers 
Liturgical celebrations 
Parent/teacher conferences 
Curriculum evenings 
Assemblies 
Fundraising events 
Social events 
Parent/Carer Buddy Program 
Administrative work 
Library 
Excursions 
ICT in the classroom program  
 
Group Involvement: 
St. Charles Borromeo School Advisory Board 
Parents and Friends Association 
Uniform Shop  
Working bee  
Parent feedback forums 
 
You might like to add to this list yourself, if you feel you have a particular skill or interest that you would 
like to share with the school.  Please let the school office know if you are interested in becoming 
involved. 

ASSEMBLIES 

Assemblies form an important part of the school life as they give the whole community a chance to come 
together and celebrate who we are and what is happening in the school. We have assemblies every 
fortnight, these are on a Monday at 2.30pm (even weeks), and allow the various grade levels to present 
and share some of their learning. Special Values Certificates are presented to children who have 
demonstrated, through their actions, an understanding of a particular value. The weekly newsletter sets 
out the assembly schedule.  Assemblies are held in the Multi-Purpose Area of the main building with 
parents and siblings most welcome to attend.   
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STAFF EMAIL DETAILS 
 

Staff Member Email Address 

Amanda Ibrahim aibrahim@scbtemplestowe.catholic.edu.au  

Andrew Puls andrewp@scbtemplestowe.catholic.edu.au  

Annie Guzzardi aguzzardi@scbtemplestowe.catholic.edu.au  

Aspasia Catsamas acatsamas@scbtemplestowe.catholic.edu.au  

Britt Greenlaw bgreenlaw@scbtemplestowe.catholic.edu.au  

Brooke DiMuzio bdimuzio@scbtemplestowe.catholic.edu.au  

Carlie Anderson canderson@scbtemplestowe.catholic.edu.au  

Cathy Pondeljak cpondeljak@scbtemplestowe.catholic.edu.au  

Elise Hamilton ecopsey@scbtemplestowe.catholic.edu.au  

Frank Cotela fcotela@scbtemplestowe.catholic.edu.au  

Greg Thomas gthomas@scbtemplestowe.catholic.edu.au  

Jadwiga Krolikowski jadwiga@scbtemplestowe.catholic.edu.au  

Jane McPherson jane@scbtemplestowe.catholic.edu.au  

Jemma Lockyer jlockyer@scbtemplestowe.catholic.edu.au  

Jennifer Bretherton jbretherton@scbtemplestowe.catholic.edu.au  

Jola Starkowski jstarkowski@scbtemplestowe.catholic.edu.au  

Julie Demos jdemos@scbtemplestowe.catholic.edu.au  

Karen Rafton krafton@scbtemplestowe.catholic.edu.au  

Anne Morcom amorcom@scbtemplestowe.catholic.edu.au  

Leah Teleki lteleki@scbtemplestowe.catholic.edu.au  

Moya Weir mweir@scbtemplestowe.catholic.edu.au  

Rosa Sirianni rsirianni@scbtemplestowe.catholic.edu.au  

Rosie Kavanagh rkavanagh@scbtemplestowe.catholic.edu.au  

Sue Cahill scahill@scbtemplestowe.catholic.edu.au  

Susan Camilleri suec@scbtemplestowe.catholic.edu.au  

Susie Camilleri suecam@scbtemplestowe.catholic.edu.au  

Tamie Bugno tbugno@scbtemplestowe.catholic.edu.au  

Traci Maher traci@scbtemplestowe.catholic.edu.au  

Bethany Jewson bjewson@scbtemplestowe.catholic.edu.au  

Katie McLean kmclean@scbtemplestowe.catholic.edu.au  

Kate Callea kcallea@scbtemplestowe.catholic.edu.au  

Kim Manchee kmanchee@scbtemplestowe.catholic.edu.au  
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ST. CHARLES BORROMEO SCHOOL ADVISORY BOARD 
Functions of the school advisory board include: 

o support the provision of Catholic 
education in the parish by providing a 
link to the school community 

o promote the role of community in the 
life of the school 

o promoting and supporting the Catholic 
ethos of the school 

o act as a forum for discussion on 
matters concerning education in the 
school 

o involvement in policy review and 
development 

o contributing to setting objectives for the 
school year, providing advice on budget 
planning, finance-related matters and 
preparation of reports 

o supporting the parish school in practical 
ways, such as ensuring the 
maintenance of equipment and facilities 

o engaging in local promotion of the 
school 

o communicating with parents and the 
school’s parent groups and auxiliaries 

o planning for the future and ensuring 
that the parish school can 
accommodate future enrolments 

o facilitate the integration of parents and 
children new to the school 

o contributing to the selection process for 
the school principal 

 
Some recent initiatives of the St. Charles Borromeo School Advisory Board include the 
Friendship List, Parent/Carer Buddy Program, School Handbook and inclusion of Board meeting 
key points in the school newsletter. 
 
Board members: 
attend monthly board meetings (the second Tuesday of the month at 8pm) 
prepare for meetings by reading relevant papers beforehand 
participate in committee work 
participate in board formation activities 
actively participate in board discussions 
uphold board decisions 
 
The St. Charles Borromeo School Advisory Board meets once a month and welcomes any input 
from members of the school community for items of discussion. 
Annual General Meeting (AGM) 
 
All parents/legal guardians of a child enrolled at St. Charles Borromeo are invited to attend the 
St. Charles Borromeo School Advisory Board Annual General Meeting (AGM). The date, time 
and venue details are advertised in the school newsletter.  Each year at the AGM, the Advisory 
Board conducts an election for school parent representatives on the Advisory Board for the 
coming three-year period. This is a great opportunity for any parent with a child enrolled at the 
school to become involved, with the aim of developing St. Charles Borromeo in the best way 
possible. 
 
Through representation on the School Advisory Board, each board member assumes a 
leadership role in the school. Therefore, members must be committed to the ethos of the school 
as articulated in its mission and vision statements. 
 
For additional information or to register an expression of interest to become a member, please 
email board@scbtemplestowe.catholic.edu.au.

mailto:board@scbtemplestowe.catholic.edu.au
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PARENTS AND FRIENDS ASSOCIATION (P&F) 

The Parents and Friends Association (P&F) is a body of parents/carers who voluntarily work in 
partnership with staff to enhance the lives of our students. The P&F offer an opportunity for 
parents and carers to gather and become involved in the life of the school, providing 
opportunities for the development of community spirit among the staff and parent body. 
 
The Parents and Friends Association provide support for the school in areas such as: 
 
Social functions for the school community 
Uniform requirements 
Fundraising for projects and resources that are not otherwise financed 
 
Although activities and events vary from year to year, some of the things organised by the P&F 
in the past have included: 
 
Champagne Shopping Night and Art Exhibition 
Devonshire tea for The Biggest Morning Tea fundraiser 
Footy Day including sausage sizzle 
Lolly/chocolate and hot cross bun drives 
Mothers’ and Fathers’ Day stalls 
Mothers’ and Fathers’ Day Breakfasts 
Providing light refreshments for special events (e.g. Open Day and Prep Orientation) 
School disco 
School Ball  
St. Charles Borromeo Feast Day activities  
Trivia night 
 
The P&F meet once a term, usually the first Monday of each month, at 9am in the school 
Conference Room. The details are advertised in the school newsletter. 
 
We invite you to join us and encourage all parents in our community to become actively 
involved with the P&F. 
 
New members are always welcome to any P&F meeting.  Membership is open to parents and 
guardians of students attending the school, parents of past students, past students, members of 
the school staff and any friend of the school. Please feel free to bring along babies and toddlers 
too! 
 
If you think you have some ideas or special skills you think may be helpful but cannot attend the 
meetings, please contact an Association member anyway because we would love to include 
your involvement!  
 
Information regarding membership can be obtained by emailing 
parents@scbtemplestowe.catholic.edu.au. 

mailto:parents@scbtemplestowe.catholic.edu.au
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PRIVATE MUSIC LESSONS 
Private music lessons are available during school hours through 
Metro Music.  Lessons are held on specific days of the week.  Lesson times will vary from week 
to week so that the child does not always miss out on the same classroom curriculum. 
If you are interested, please obtain information from the office. 

BEFORE AND AFTER SCHOOL CARE 
Information is available from the office; Youth Services Victoria is (located on our grounds). The 
programs offered are: 
Before School Care (from 7am)  
After School Care (to 6.30 pm)  
Curriculum Day &  
Holiday Programs   
 

CANTEEN 
Lunch orders are available on a Wednesday or Friday from the school canteen.  Food can be 
ordered by placing the money in a brown paper bag with the child’s name, class, food items 
ordered and price on the front.  These will be collected at the beginning of the day in the 
classroom and processed in time for lunch at 1:30pm. Canteen is open on these days at lunch 
time for over the counter sales. It is suggested students bring no more than $3.00 for over the 
counter sales.   
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APPENDIX A  
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APPENDIX B 
 

 

 

 

 

 

 

 CAR PARK GUIDELINES 

FOR PARENTS 

MORNING 

K 
I 
S 
S 
& 
D 
R 
I 
V 
E 
 

Remember to 
give way when 
leaving school 
premises 
 
If possible make 
a left hand turn 
when leaving, as 
this will make 
the traffic behind 
you move faster. 
 

 

If you wish to 
park your car in 

the morning, 
you must drive 
right through 
the car park 

and around the 
roundabout.  

 
Please do not 
drive across 

the car park to 
park your car 
along the right 

side.  

S 
C 
H 
O 
O 
L 
 
 
E 
N 
T 
R 
A 
N 
C 
E 
 

Children walking 
to school walk 
this way. 

You will find a footpath on either side of 
the car park, enabling your child to walk 
in safety to the centre of the car park, 
where a teacher will supervise the 
crossing. 
 
If your child walks to school they are 
not to cross the car park entrance but 
walk on the footpath to the supervised 

crossing at the centre of the car park. 

CROSSING 

CROSSING 

DO NOT  
PARK ALONG 

THE LEFT 
CURB IN THE  

MORNING 
 

JUST PULL IN 
ALONGSIDE 
THE CURB, 
LET YOUR 
CHILD OUT 

AND  
CONTINUE 

ON. 

P 
A 
R 
K 
I 
N 
G 
 
O 
N 
 
T 
H 
I 
S 
 
S 
I 
D 
E 
 
O 
N 
L 
Y 
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APPENDIX  B (cont.) 

 

 

 

 

 

 

 

 

 CAR PARK GUIDELINES 

FOR PARENTS 

AFTERNOON 

Remember to 
give way when 
leaving school 
premises 
 
If possible make 
a left hand turn 
when leaving, as 
this will make 
the traffic behind 
you move faster. 
 

 

 
Please do not 
drive across 

the car park to 
park your car 
along the right 

side.  
Drive through 
the car park 

and around the 
roundabout 

before backing 
into the right 

side of the car 
park. 

S 
C 
H 
O 
O 
L 
 
 
E 
N 
T 
R 
A 
N 
C 
E 
 

Children walking 
from school walk 
this way. 

You will find a footpath on either side of 
the car park, enabling your child to walk 
in safety to the centre of the car park, 
where a teacher will supervise the 
crossing. 
 
If your child walks to school they are 
not to cross the car park entrance but 
walk on the footpath to the supervised 

crossing at the centre of the car park. 

CROSSING 

CROSSING 

If the car park 
is full please 
refrain from 
entering as 

you only will 
be caught in 
the driving 

lane, 
preventing 
other cars 

from leaving 
the car park. 
Wait in the 

main driveway 
for cars to 

leave.  
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APPENDIX C 

Minimum Period of Exclusion from Primary Schools and Children's 
Services Centres for Infectious Diseases Cases and Contacts 
(Public Health and Wellbeing Regulations 2009)  
 

 Statutory Rule  
A person in charge of a primary school or children's services centre must not allow a child to attend the 
primary school or children's services centre for the period or in the circumstances:  

 (a) specified in column 2 of the Table in Schedule 7 if the person in charge has been informed that the child 
is infected with an infectious disease listed in column 1 of the Table in Schedule 7; or  
(b) specified in column 3 of the Table in Schedule 7 if the person in charge has been informed that the child 
has been in contact with a person who is infected with an infectious disease listed in column 1 of the Table in 
Schedule 7.  
 
The person in charge of a primary school or children's services centre, when directed to do so by the 

Secretary, must ensure that a child enrolled at the primary school or children's services centre who is not 
immunised against a vaccine preventable disease (VPD) specified by the Secretary in that direction, does not 

attend the school or centre until the Secretary directs that such attendance can be resumed. (Note—VPDs are 
marked in the table with an asterisk (*). Contact the Department on 1300 651 160 for further advice about 
exclusion and these diseases.)  
 

Schedule 7 — Minimum Period of Exclusion from Primary Schools and Children's Services Centres 
for Infectious Diseases Cases and Contacts (Public Health and Wellbeing Regulations 2009)  
In this Schedule, medical certificate means a certificate of a registered medical practitioner. 
 

 

[1] Conditions  [2] Exclusion of cases  [3] Exclusion of Contacts  

Amoebiasis (Entamoeba histolytica)  Exclude until there has not been a loose 
bowel motion for 24 hours  

Not excluded  

Campylobacter  Exclude until there has not been a loose 
bowel motion for 24 hours  

Not excluded  

Chickenpox  Exclude until all blisters have dried. This 
is usually at least 5 days after the rash 
appears in unimmunised children, but 
may be less in previously immunised 
children  

Any child with an immune deficiency (for 
example, leukaemia) or receiving 
chemotherapy should be excluded for 
their own protection. Otherwise not 
excluded  

Conjunctivitis  Exclude until discharge from eyes has 
ceased  

Not excluded  

Diarrhoea  Exclude until there has not been a loose 
bowel motion for 24 hours  

Not excluded  

Diphtheria  Exclude until medical certificate of 
recovery is received following at least 
two negative throat swabs, the first not 
less than 24 hours after finishing a 
course of antibiotics and the other 48 
hours later  

Exclude family/household contacts until 
cleared to return by the Secretary  

Hand, Foot and Mouth disease  Exclude until all blisters have dried  Not excluded  

Haemophilus influenzae type b (Hib)  Exclude until at least 4 days of 
appropriate antibiotic treatment has been 
completed  

Not excluded  

Hepatitis A  Exclude until a medical certificate of 
recovery is received, but not before 7 
days after the onset of jaundice or illness  

Not excluded  

Hepatitis B  Exclusion is not necessary  Not excluded  

Hepatitis C  Exclusion is not necessary  Not excluded  

Herpes (cold sores)  Young children unable to comply with 
good hygiene practices should be 
excluded while the lesion is weeping. 
Lesions to be covered by dressing, where 
possible  

Not excluded  

Human immuno-deficiency virus infection 
(HIV/AIDS virus)  

Exclusion is not necessary  Not excluded  

Impetigo  Exclude until appropriate treatment has 
commenced. Sores on exposed surfaces 
must be covered with a watertight 
dressing  

Not excluded  

Influenza and influenza like illnesses  Exclude until well  Not excluded unless considered 
necessary by the Secretary  
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Leprosy  Exclude until approval to return has been 
given by the Secretary  

Not excluded  

Measles*  Exclude for at least 4 days after onset of 
rash  

Immunised contacts not excluded. 
Unimmunised contacts should be 
excluded until 14 days after the first day 
of appearance of rash in the last case. If 
unimmunised contacts are vaccinated 
within 72 hours of their first contact with 
the first case, or received NHIG within 

144 hours of exposure, they may return 
to the facility 

Meningitis (bacteria —other than 
meningococcal meningitis)  

Exclude until well  Not excluded  

Meningococcal infection*  Exclude until adequate carrier eradication 
therapy has been completed  

Not excluded if receiving carrier 
eradication therapy  

Mumps*  Exclude for 9 days or until swelling goes 
down (whichever is sooner)  

Not excluded  

Pertussis* (Whooping cough)  Exclude the child for 21 days after the 
onset of cough or until they have 
completed 5 days of a course of 
antibiotic treatment  

Contacts aged less than 7 years in the 
same room as the case who have not 
received three effective doses of 
pertussis vaccine should be excluded for 
14 days after the last exposure to the 
infectious case, or until they have taken 
5 days of a course of effective antibiotic 
treatment  

Poliomyelitis*  Exclude for at least 14 days from onset. 
Re-admit after receiving medical 
certificate of recovery  

Not excluded  

Ringworm, scabies, pediculosis (head lice)  Exclude until the day after appropriate 
treatment has commenced  

Not excluded  

Rubella (German measles)  Exclude until fully recovered or for at 
least four days after the onset of rash  

Not excluded  

Salmonella, Shigella  Exclude until there has not been a loose 
bowel motion for 24 hours  

Not excluded  

Severe Acute Respiratory Syndrome (SARS)  Exclude until medical certificate of 
recovery is produced  

Not excluded unless considered 
necessary by the Secretary  

Streptococcal infection (including scarlet 
fever)  

Exclude until the child has received 
antibiotic treatment for at least 24 hours 
and the child feels well  

Not excluded  

Tuberculosis  Exclude until receipt of a medical 
certificate from the treating physician 
stating that the child is not considered to 
be infectious  

Not excluded  

Typhoid fever (including paratyphoid fever)  Exclude until approval to return has been 
given by the Secretary  

Not excluded unless considered 
necessary by the Secretary  

Verotoxin producing Escherichia coli (VTEC)  Exclude if required by the Secretary and 
only for the period specified by the 
Secretary  

Not excluded  

Worms (Intestinal)  Exclude until there has not been a loose 
bowel motion for 24 hours  

Not excluded  

 

Department of Health 



 

33 

 

APPENDIX D 
 

AUTHORISATION FOR STAFF TO ADMINISTER MEDICATION 
 
 
I (name of parent / guardian)…………………………………………………………… 
 
authorise a member of St Charles Borromeo School Staff to administer the following medication 
 
(name of medication)…………………………………………………………………… 
 
to my child (full name of child)………………………………………….On (date)……/……/…………. 
 
The medication is to be given to my child at (time)………….. AM / PM  
 
The dosage my child is to receive is (indicate quantity)………………………………………………….. 
 
Parents / guardians are required to bring the medication to school in a plastic bag, with the authorisation 
included, together with the appropriate medicine measure i.e. glass/cup/dropper where required. 
 
This medication does / does not (please circle) require refrigeration. 
 
Please note: If due to unforseen circumstances the medication is unable to be administered, the 
parent/guardian will be advised. 
 
Parent/ Guardian signature……………………………………………………..Date……………… 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

34 

 

APPENDIX E 

 

The St.Charles Borromeo Uniform Shop is operated by parents. 

OPEN – Monday mornings, 8-45AM – 9.15AM 

 

USING THE UNIFORM ORDER FORMS: 

 

1. Please fill in your Childs Name and Classroom. 

 

2. Send with Money or Cheque via the classroom or School Office in an envelope marked 
“Uniform Shop”. 

 

3. Your order will be dealt with on Mondays only and together with a receipt will be sent home 
with your child. 

 

4. If stock is unavailable, items will be ordered. 

 


