
 

Pastoral Care Policy 

 

Purpose 

 

The Pastoral Care Policy of MacKillop Catholic College, Warnervale, affirms and is consistent with, the 

Diocesan Mission Statement and the Pastoral Care Policy of the Diocese of Broken Bay (refer to support 

document 1 and 2). 

 

The Policy exists to ensure that all members of the College Community understand their roles and 

responsibilities in the provision of Pastoral Care and that it encompasses all aspects of College life at 

MacKillop.  It also exists to promote among all members of the College Community the Kingdom of God 

through interpersonal relationships of care and support. The Pastoral care Policy exists to guide all 

decisions within the College relating to Pastoral Care and Wellbeing.  

 

Policy Framework 

 

Pastoral Care at MacKillop Catholic College operates for those who willingly seek to experience the 

Kingdom of God and is based firmly on the Christian vision as expressed in the following statements: 

 

Pastoral Care….. 

 

….has as its focus the life of Jesus Christ 

 

I have come that you may have life and have it to the full.  (John 10:10) 

 

Pastoral Care in the Church and hence in a Catholic school draws its expression and strength from the life 

of Jesus Christ.  In Jesus we see God’s paramount expression of love, compassion, reconciliation and 

justice.  In Jesus we experience God as a caring shepherd who is faithful to the flock, who knows them 

intimately, who frees and saves. 

 

Jesus demonstrates by his own life what we have been created to be – fully human, fully alive and able to 

participate in the life and love of God.  It is this vision of human life which the Catholic school community 

of MacKillop seeks to embrace and emulate in its approach to pastoral care. 

 

… is concerned with the dignity and integral growth of the person. 

 

God created humankind in God’s image.  (Genesis 1:27) 

 

We are made in God’s image and at the core of all the Church’s pastoral action is a deep respect for the 

innate dignity and uniqueness of individual persons. 

 

As an agent in the mission and ministry of the Church, the Catholic school aims to offer to all a vision and 

experience of learning that is an exercise of love (cf, The Catholic School on the Threshold of the Third 

Millennium, n15).  In a community that provides a strong sense of wellbeing, belonging and security, MCC 

students are given every opportunity to be affirmed in their dignity and worth, confirmed in their 

personhood, and assisted to grow to the fullness of their potential.  Likewise, the dignity of their parents 

and their noble place as prime educators of their children is respected and affirmed. 

 

… is a responsibility entrusted to all members of the faith community 

 

All members may be concerned for one another.  If one member suffers, all members suffer; if one member is 

honoured, all members share this joy.  You then are the body of Christ.  (1 Corinthians 12:25-27). 

 

In our Catholic school community responsibility is entrusted to all members – students, parents, staff 

clergy, and administrators – to contribute to one another’s growth and journey towards wholeness.  
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Pastoral Care endeavours to provide to all the experience of high quality interpersonal relationships of 

care and support.  Thus, each member is both a provider and recipient of Pastoral Care. 

 

…is a force for healing, reconciliation and liberation 

 

I shall look for the lost one, bring back the stray, bandage the wounded and make the weak strong.  I shall be a 

true shepherd to them.  (Ezekiel 34:16). 

 

The Scriptures present God’s work of redemption fully realized in Jesus; it is in and through Jesus that we 

learn to be a welcoming, forgiving and reconciling people. 

 

A Catholic school community immersed in the Gospel of Jesus and filled with his Spirit is committed to the 

values of compassion, tolerance, forgiveness and reconciliation.  Pastoral Care supports and provides a 

context for the growth and expression of these values in all aspects of College life. 

 

….is an expression of and commitment to justice 

 

He has sent me to bring good news to the poor, to proclaim liberty to captives and to the blind new sight, and set 

the downtrodden free. (Luke 4:18) 

 

The pursuit of justice for individuals and communities has long been a core focus of the mission and 

ministry of the Church.  Pastoral Care at MacKillop endeavours to uphold and sustain policies and 

practices that foster the values of mutual respect, responsibility and service within the community.  A 

commitment to democratic processes, cooperation and concern for the common good are principles that 

students are progressively encouraged to emulate in their relationships with others. 

 

A school community needs to respond with increasing sensitivity to the social and cultural diversity of its 

members.  It is in, and through, Pastoral Care that much can be done to promote respect and to support 

such things as diverse family structures, different ways of giving expression to Christian faith, and 

awareness of cross-cultural issues.  School policies and practices must be respectful of the dignity, rights 

and fundamental freedoms of individual students and must provide learning opportunities for individual 

students which are responsive to their unique needs for growth and fulfilment. 

 

As the Lighthouse sheds light on the darkened ocean, so does the light of  

Christ shed light on the heart and minds of people.  From the witness of  

Catholic educators emanates the light of the gospel message, faith,  

community and Christian service. 

 

Statement of Interpretation of the Broken Bay Educational Ministry Pin. 
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Policy Content 

  

The content of this policy has 3 interrelated sections: Care of our Community, Welfare and Curriculum. 

 

Care of our Community 

 

The care of our community: 

 Promotes ongoing formation of our students as Christian disciples and supports the family and 

parish in this endeavour. 

 Establishes and maintains effective networks of care using the available resources.(Parent 

Committees/Networks),Parent Liason, and the Wellbeing Team. 

 Has an orientation that empowers families, strengthening the relationships between home and 

school and supporting families in times of crisis. 

 Encourages all within the College community to foster high quality interpersonal relationships. 

 

Welfare 

 

Within the College, both staff and students should experience appropriate interactions, which affect 

positively their sense of self-worth, belonging and well-being. Corporal punishment to enforce 

discipline at MacKillop Catholic College is prohibited. 

 

Staff and student welfare encompasses: 

 Behaviour Management – Awards/Discipline 

 Work Health and Safety 

 Child Protection 

 Harassment/Bullying 

 Critical Incident Responses. 

 Major Disciplinary Sanctions 

 Peer Support 

 Orientation of Staff/Students 

 Social Committees 

 Special Needs/Gifted Committees 

 Pastoral Care and Counselling programs 

 Care Networks 

 

Curriculum 

 

The total curriculum shall include the development of the student as a well-integrated person in terms of 

spiritual and religious development. This includes; 

 Responsibility 

 inner-directed choice 

 growth in capacity to exercise moral judgement 

 a concern for the common good 

 Christian values 

 

Responsibilities 

 

College Principal/Primary and Secondary Principals 

In their leadership, the Principals, give witness to Gospel values and ensure that: 

 the Pastoral Care policy is widely known and practised by the Community 

 all policies and activities in the College shall have an identifiable pastoral dimension 

 the College Community reviews policies and practices related to Pastoral Care 

 the review processes take into account other mandatory policies 
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 Professional Development occurs in the area of Pastoral Care (including related documents) 

 

Middle Management/Leadership Team will ensure that: 

 the Pastoral Care policy is implemented into relevant areas defined by role descriptions 

 appropriate Professional Development needs are identified and addressed by members of their 

respective staff 

 collaboration occurs in the promotion of the College as a centre of excellence in teaching and 

learning 

 a cohesive staff community is developed 

 contribution to the leadership and administration of Pastoral Care within the College as a unified 

body occurs 

 effective mechanisms for integrating behaviour management, conflict resolution, and curriculum 

support for those in need are developed collaboratively 

 

Teaching, Administration and Support Staff according to their role in the College will ensure that: 

 the Pastoral Care policy and its related documents are known and practised 

 contribution is made to the provision of a caring, well-managed, safe environment for the entire 

community 

 participation occurs in the learning and teaching process in ways that take into account the dignity 

of the human person in the light of the gospels 

 effective conflict resolution is taught and practised. 

 

Students will be encouraged to 

 act according to the pastoral policies established by the College community 

 contribute to the provision of a caring, safe environment for the College community 

 participate actively and cooperatively in the learning and teaching process 

 provide their views on school community decisions using appropriate processes 

 learn and practise effective conflict resolution/anger management 

 

Parents will be encouraged to 

 participate in the academic, social, emotional, physical, religious/spiritual and cultural 

development of their children 

 actively participate in the life of the College where appropriate 

 share responsibility for shaping their children’s understanding about appropriate behaviour 

 support the provision of a caring, safe environment for the College community in light of gospel 

values 

 be involved in the review of the Pastoral Care Policy and related documents 

 

STUDENT AWARD SYSTEM FOR YEARS 7 – 12 
 

Purpose 

 

Students are to be rewarded so to publicly recognise their specific accomplishments and to encourage 

them and other students in the school community to continue to strive for their personal best in all their 

endeavours. The awarding of certificates at MCC is considered to be best practice for providing students 

with positive reinforcement for successful achievement in all dimensions of College life. 

 

Recognition of Exceptional and Consistent Behaviour 

 

1) Acknowledgement Vouchers: (being reviewed) 

These are awarded to the students by staff to recognise positive traits and to encourage students to be 

appropriate role models for other students in the school community. They are given on the spot, as a 

quick positive recognition/reinforcement to a student who a teacher deems to have earned it. 
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These vouchers are then entered into a box in the front office. A draw will be conducted at regular 

assemblies for a movie pass. 

 

The following is a possible guide for rewarding these vouchers. 

 showing initiative 

 participating in a school activity 

 improvement in class academically or in conduct 

 being helpful 

 involvement in community service 

 achieving good results in a subject 

 consistency in an area (always in full uniform, always has the Planner filled in and signed) This 

would have to be over at least half a term. 

 

2) Application Awards:  

An Application Award is given to a student for a high overall standard in the majority of his/her subjects 

over a one term period. It is for consistent behaviour and effort and will be awarded after teachers have 

completed the Application Log on student reports. 

Each student will be awarded one of four grades in the areas of punctuality, completion of homework, 

engaging in class work, completion of formal assessments, having equipment, catching up on missed work 

and showing respect to staff and peers.  The four grades being: exceptional, commendable, satisfactory 

and area for concern 

The Application Award will be given to any student who receives a large majority of exceptional grades, 

and no recorded areas for concern 

 

The Application Log will be completed by the end of Week 8 of Terms 1, 2 and 3 and by Week 7 in term 4.  

 

3) Award Levels (Years 9-12 only) 

a) Blue Award: 

A Blue Award will be given when a student has accumulated one Application Award and has actively 

participated in at least one community activity such as rep sport, choir, debating, peer support etc. This 

award is given at the end of a term. 

 

b) Bronze Award: 

A Bronze award will be given when a student has accumulated an Application Award, a Blue award and 

has actively participated in at least one community activity. This award is given at the end of a term and it 

takes at least 2 terms to earn this. The Community activity may be the same as in the first term if it has 

been an ongoing activity, eg. choir,  or it needs to be another activity if they are not ongoing, eg. rep sports 

days.  

 

c) Silver Award: 

A Silver Award will be given when a student accumulates an Application Award, a Blue Award, a Bronze 

Award and has actively participated in at least one community activity. This award is given at the end of a 

term and takes at least 3 terms to earn this. These students will earn a barbeque with the Principal at the 

end of the term. 

 

d) Gold Award: 

A Gold Award extends over one calendar year and is for excellence. A Gold Award will be given when a 

student accumulates an Application Award, a Blue Award, a Bronze Award, a Silver Award and actively 

participates in at least one community service. This award is given at the end of the term and takes four 

terms to gain. For Gold the community service must come from at least 2 domains, eg. Sport and the Arts 

or leadership and cultural etc. These students will be given a day out at the end of the year and all Gold 
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winners will be presented at an Award ceremony (In Year 12, the students all commence with Bronze and 

bypass Blue as Gold needs to be gained by the end of Term 3). 

 

NB:    

 Year Coordinators validate all awards before issue. 

 To receive the awards, students will have to have their Community Service section in their Planner 

completed and validated by the Year Coordinator. 

 Any student receiving Gold for 6 years would receive the MacKillop Award which acknowledges 

outstanding achievement in, and contribution to, the College Community.  

 

3) Award Levels (Years 7 and 8) 

Year 7 will receive the Application Grades for Terms 1, 2 and 3 and commence MCC JUMP at the beginning 

of Term 4 2018. Thus they are not eligible for the major awards until the following year. 

 

Year 8 awards are as follows depending on their hours of participation in MCC JUMP. 

 

To qualify students need to meet the following criteria. 

Years 8 The MacKillop JUMP Awards are designed to recognise students who voluntarily donate their time 

to support our immediate and broader community by ‘seeing a need and doing something about it’. 

 

MCC JUMP Award for 15 hours of Service MCC JUMP Certificate 

MCC JUMP Award for 20 hours of Service Bronze Award 

MCC JUMP Award for 40 hours of Service Silver Award  

MCC JUMP Award for 50 hours of Service Gold Award 

MCC JUMP Award for 100 hours of Service St Mary of the Cross Honours (a medal) 

100 hours x 3 years or more   St Mary of the Cross Honours 1st Class (a cross)  

 

STUDENT LEADERSHIP 
 

Definition 

 

Leadership at MacKillop Catholic College is a process through which students, regardless of their role, 

strive to create positive change in their community.  To accomplish this, they must be able to develop and 

articulate a vision of what they hope to achieve and foster meaningful relationships to advance the goals 

that lead to the accomplishment of the vision.  Throughout this process, students will be committed to 

understanding themselves, others and the community in which they serve while striving to recognize and 

appropriately address the ethical challenges they face.  Student leaders at MacKillop must recognize the 

benefit of bringing diverse perspectives together and lead with a commitment to inclusiveness. 

 

At MacKillop this leadership is to be guided by the College Mission and Vision statements. All students at 

the College have the potential for Leadership and are called upon to exercise it as part of their role of 

discipleship.  

 

Stage 6 students should display a high level of maturity and responsibility within the school. As the seniors 

of the school, all are required to show leadership to the K-10 students in all aspects of school life. 

 

There are many opportunities to be a leader and involved in leadership in the College but only 36 will be 

accepted into the College Parliament each year. 

 

Leadership Model 
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The leadership model at MacKillop is by Meritorious Selection where there is a review of all the 

information the College has gathered to make an informed and unbiased decision on who is the best 

applicant for the job. 

The process for this is as follows: (note leadership runs from the beginning of Term 3 to the end of Term 2 

in the following year. 

 

Leadership Nominations and Elections in Year 11:  

 Year 11 students may self-nominate or be nominated by a Staff member or another student. 

 A nomination form will need to be completed and supported by a teacher and another student. 

 The nominations to be studied by a Committee consisting of  the Principal, an Executive Member, 

the  Year 11 Pastoral Coordinator, a KLA Coordinator and a Year 11 Pastoral teacher.  

 All nominees whose nominations are accepted will make a 2 minute speech to the College  

 Staff and Years 10, 11 & 12 vote for the 20 students that they feel are most worthy. 

 The votes are compared from group to group (Staff, students) and the top 20 are discerned. 

 The 20 attend a 2 day leadership camp and at the end of the camp they vote for a male and 

female captain. 

 All students wishing to apply for College Captain are interviewed about their vision for the College 

by the Parish Priest and the College Executive. 

 This latter group then takes in all the data collected about these students and a male and female 

College Captain is selected. 

 The Senior Parliament will have 2 representatives from each House group and a Cabinet of 8 

students that includes the 2 College Captains. 

 

Year 11 Leadership 2018/19 

 

May 22
nd

   Pastoral assembly – Principal & AP address Year 11 on Leadership for 2018/19 

May 23
rd

             Nomination forms made available 

June 8
th

:              Nominations due to the Office 

June 19
th

             Nominees present a 2 minute speech at a College Assembly 

                             All Staff, Years 10-12 complete a voting form to vote in the final 20 leaders. 

June 26-27
th

   Leadership Camp  

July 4
th

   All students vying for College Captain interviewed 

August 3
rd

 College Captains and parliamentary positions announced to the students and the 

Staff. 

                            College commissioning service with the entire College 7-12 

 

Student Leadership Responsibility: 

All students are called to service. This group is monitored by their responsibility and reliability: 

 Being an excellent role model – wearing their correct uniform with pride; behaving appropriately, 

participating enthusiastically and working conscientiously in class. 

 Leaders are expected to be involved in the following: to work in the College Canteen, attend the 

Parish Ball, attend the Pizza Hut Night in Term 3, attend the 5pm Youth Mass and games nights 

monthly,  be leaders in Book Week, help organise the College Festival, attend all school events and 

to assist with any organisation. E.g. All College Masses, award presentations, sporting days, 

Spelling Bee, Welcome Day etcetera 

 Years 7-11 to attend every Parliament & House Meeting held. 

 

Leadership Nominations and Elections in Years 7-10: 

 Yr 7-10 students may self-nominate or be nominated by a Staff member or another student. 

 All nominees to make a 2 minute speech at a Pastoral period on their wish to be a member of 

Parliament to their own Stage House Group and their Pastoral Teachers 
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 The Pastoral teachers and students then vote and the Pastoral Teacher, Coordinators and 

Executive review the students and the voting and select 6 to represent the form, one from each 

House  

 

Review: This entire process will be annually reviewed to ensure that the system is refined and perfected.

  

Years 7-12 Leadership 2017/18: 

 

May 29
th

 In the Tuesday Education Seminar, Yrs. 7-10 meet together with the Principal and 

the AP to discuss nominating for Leadership in 2018/19 

May 30
th

 – June 30
th

 In Pastoral Period, Years 7-10 nominate 2-3 leaders from each Pastoral class.                             

July 3
rd

   2 minute speech max. from each nominee in Period 5 to their form. 

Pastoral Team and students vote. Discussion then occurs between Pastoral team 

and the Well-being Coordinator to select the 6 Leaders in each year group. 

July 4
th

   Leaders selected 7-10 – 1 per House per year group 

August 3
rd

  Year 7-10 leaders commissioned and receive their badges 

 

All students complete a contract of service signed by both the students and the parents. 

 

Student Leadership Responsibility: 

 

All students are called to service. This group is monitored by their responsibility and reliability: 

 Being an excellent role model – wearing their correct uniform with pride; behaving appropriately, 

participating enthusiastically and working conscientiously in class. 

 Leaders are expected to be involved in the following: to work in the College Canteen, attend the 

Parish Ball, attend the Pizza Hut Night in Term 3, attend the 5pm Youth Mass and games nights 

monthly,  be leaders in Book Week, help organise the College Festival, attend all school events and 

to assist with any organisation. e.g. All College Masses, award presentations, sporting days, 

Spelling Bee, Welcome Day, etc. 

 Years 7-11 to attend every Parliament Meeting once a fortnight during Pastoral Period. 

 Years 7-11 to attend every House meeting which are held during a Break 1 as decided by the 

House Leaders. 

 

STUDENT MANAGEMENT 
 

Rationale 

 

The student Management System at MCC provides a means to empower students to make decisions and 

choices that reflect the vision of the Catholic Education System. It encourages students to develop skills in 

self-management, autonomy and restoration. 

 

Mandatory Provisions 

 

 Corporal punishment will not be used at MCC by staff, external tutors or by parents 

to enforce discipline at the College  

 Staff will manage the behaviour of students both within and outside the classroom in 

accordance with the Student Management System. 

 Staff will familiarise themselves with all procedures which arise from the System 

 Staff will use positive discipline at all times and will model appropriate behaviour 

 Students and parents will agree to co-operate with staff in the implementation of the 

management system 

 The College Executive will provide opportunities for staff to evaluate and strengthen the 

system 
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 The Wellbeing Co-ordinator or Secondary A.P. will reinforce with students at the beginning 

of each term the behavioural expectations and management structures to ensure that the 

students understand these expectations and structures very clearly. 

 Staff will advise parents immediately when any of the procedures arising from the system 

are applied to a student where necessary.  

 

Classroom Management 

 

Teachers will have their own classroom management system. Classroom behaviour remains the 

responsibility of the classroom teacher until the behaviour becomes what the school defines as 

inappropriate. 

  

Consequences for classroom misbehaviour may include such things as, 

 Verbal reminders of expected behaviour 

 Changing seating 

 Staying behind to talk to the teacher 

 Writing in the Planner 

 Classroom teacher’s detention 

 Picking up papers 

 Writing lines 

 Extra homework 

 Phoning parents, etc 

 

Teachers will utilise a range of informal methods before entering the Formal System. 

 

INAPPROPRIATE BEHAVIOUR is defined at MCC as patterns of behaviour which impedes others learning 

or damages relationships between the students themselves or the student and staff. It is also behaviour 

which prevents the teacher from teaching effectively or other students learning effectively. 

 

Formal system for Years 7-10 

 

If a student’s behaviour becomes inappropriate and therefore beyond acceptable standards, then the 

formal classroom management system is to be enforced. 

 

1.         First Step – Inform the student that formal procedures are commencing. 

            “(Student’s name), you are now on your first and only warning for your behaviour  

            and if it continues you will go to Short Time Out.” 

 

2.         Second Step – If behaviour does not cease. 

            “Move to the STO area now and give me your Planner.” 

 Teacher writes in the Student’s planner that he/she is in STO and informs the student that they 

have a Lunch Detention. 

 During STO the student will not be allowed to participate in the lesson. The length of time in STO 

is up to the teacher. 

 Teacher to process a welfare entry in Edumate regarding the STO and schedule the required 

lunch detention. The teacher should copy the KLA Co-ordinator into the welfare entry as a 

referral. NB: Teachers decide their own STO area in the rooms and teachers are expected to 

discuss the incident with the student for restoration. 

 

3.         Students who refuse to go to STO or who continue to misbehave. 

            “Please leave the room and report to the Library for Long Time Out” 

 Teacher to send another student separately to ensure the student reaches the Library in the 

shortest possible time with the teacher making note of the time the student was sent from class. 
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 Teachers to complete a welfare entry through Edumate, detailing what occurred in class. The 

teacher must ensure that they refer the matter to the KLAC via the Welfare entry in Edumate. 

 If the student refuses to leave the room, another student is to be sent for the AP or another 

Executive member. In this case the other students may need to be removed from the classroom 

and Child Protection legislation should be followed. 

 

4.       Long Time- Out Procedures: 

 LTO will be in the Library 

 The student will be asked to register by having his/her details recorded in the LTO book and LTO 

will be recorded in the student’s Planner. 

 After receiving the notification of the incident through Edumate, the KLAC will discuss the matter 

with the classroom teacher and issue the student with a Short Afternoon Detention (SAD) if 

warranted. The Short Afternoon detention notification will be generated through Edumate. 

 Students will be given a reflection sheet to complete and will remain in the room until the end of 

that lesson and will then go back to the next class. 

 No conversation will occur with the student during this time. 

 

5.       Student refuses to go to LTO or misbehaves in LTO 

 Parents are contacted immediately and the student is isolated until an interview is organised. 

Further action is at the Executives discretion. 

 The KLAC will indicate this has taken place on the Welfare entry that they make in Edumate. 

 

N.B. All teachers are expected to follow Restorative Practices before the student returns to any class after 

a STO or a LTO 

 

Pass Outs, Withdrawals and Practical Withdrawals 

 

Some students will be given Pass Outs if they need “cooling down “time. These students report to the 

Office after using the Pass and will be looked after by designated staff. 

 

Practical Withdrawal is used only in practical classes where a student’s behaviour is considered unsafe for 

themselves or for others. These students will be sent to the LTO area in the Library where they will 

complete set work. A welfare entry is made via Edumate with a lunch detention being scheduled at the 

same time. 

 

Withdrawal is used when LTO is not deemed appropriate and the student needs to be removed from a 

class. The student will be sent with a note to the Office to a member of the Wellbeing Team or any other 

member of the Executive. 

 

Overall Structures 

        

3 Lunch Detentions in one term  = SAD 3.15pm-4.15pm 

3 SADs in one term                     = LAD 3.15pm-4.45pm 

3 LADs in one term                      = in-school suspension with consequences 

3 LTOs in one term                      = in-school suspension with consequences  

 

Consequences may include parental interviews, continued in-school suspension, referral to a counsellor 

(see Appendix 2 of Pastoral Care Policy), outside referral, a student special agreement form, loss of 

privileges as seen as just, suspension etc. 

 

Extreme Behaviours 
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The school recognises that certain behaviours and offences may have to be reported to agencies such as 

FACs or the Police. 

 

All extreme behaviours will bypass the Student Management System and will be handled by the Principal, 

AP or Wellbeing Co-ordinator (refer to Child Protection legislation and Appendix 3). 

 

Extreme behaviours include those related to illegal substances, physical abuse, continual peer bullying, 

extreme verbal abuse, extreme destruction of property, carrying weapons. 

 

Consequences may include counselling, detentions, in-school or out of school suspensions, police 

intervention, and recommendation to the CSO for either a request to the parents to withdraw their child 

from school.  

 

Note: 

 Lunch Detention to be 4 times a week at 11.10pm for 20 mins. (none on Thursday).  

 Lunch Detention will be for STO with teachers being responsible for their class’s discipline.  

 SADs and LADs will be held on a Wednesday afternoon with Pastoral Coordinators  

       rostered on a rotational basis. Also, one teacher will also be rostered on to assist    

       when necessary. 

 SADs and LADs to be issued by Middle Management only, however, staff may request these as a 

result of various incidents. 

 

NB. The College has a good working relationship with our Police Youth Liaison Officer. The police Liaison 

Officer may be called upon at any stage of the discipline policy for assistance. For MacKillop, our officer is 

stationed at Wyong Police Station, phone number: 02 4356 6099/ 

 

Formal System for Years 11-12 

 

Rationale 

The student Management System at MCC provides a means to empower students to make decisions and 

choices that reflect the vision of the Catholic Education System. It encourages students to develop skills in 

self-management, autonomy and restoration. 

 

The students have experienced Choice Theory and Practices since commencing MCC. By the beginning of 

Stage 6 students are expected to be able to manage their own behaviour and establish healthy 

relationships with their teachers.  

 

Classrooms in Stage 6 should be places of cooperative learning where the teachers are facilitators of 

learning and the students form a partnership with the staff so to pursue their personal best. 

 

Students will be expected to behave APPROPRIATELY to ensure the best learning environment. 

 

INAPPROPRIATE BEHAVIOUR is defined at MCC as patterns of behaviour which impedes others learning or 

damages relationships between the students themselves or the student and staff. It is also behaviour 

which prevents the teacher from teaching effectively or from the other students learning effectively. 

 

In Stage 6, if students are not acting appropriately and will not alter the behaviour they will be asked to 

report to the Library with their school work. The teacher on Long Time Out for the Junior School will 

record the presence of the student and will supervise the rest of the lesson where the student may 

continue their study. 

 

The student must restore their relationship with their teacher before being allowed back into the 

classroom by organising a meeting with the staff member to discuss what had occurred in the class. 
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If a student is sent 3 times to the library for inappropriate behaviour in a Term, a formal letter will be 

issued by the Assistant Principal or Wellbeing Co-ordinator to the student’s parents. Consequences for 

repeatedly being sent from class will vary depending on the circumstances but may include counselling, 

interviews, detentions and/or suspensions.  

 

Extreme Behaviours 

 

The school recognises that certain behaviours and offences may have to be reported to agencies such as 

FACS or the Police. 

 

All extreme behaviours will bypass the Student Management System and will be handled by the Principal, 

AP, or Wellbeing Co-ordinator.  

 

Extreme behaviours include those related to illegal substances, physical abuse, continual peer bullying, 

extreme verbal abuse, extreme destruction of property, carrying weapons. 

 

Consequences may include counselling, detentions, suspensions, police intervention, and 

recommendation to the CSO for expulsion (see CSO Policies). 

 

PRIMARY STUDENT AWARD SYSTEM 
 

Purpose 

 

Recognising children’s accomplishments and efforts serves to affirm, encourage and motivate all students. 

It also provides positive reinforcement and peer role models for continued successful achievement in all 

dimensions of school life here at MacKillop Catholic College, Warnervale.  For these reasons we regularly 

acknowledge, through various awards at weekly assemblies, desirable academic, personal and social 

behaviours.  All awards are meritorious in nature and seek to identify and reward students who make 

significant and positive contributions in classroom performance, behaviour and service to others. 

 

Awards 

 

Mission Awards 

These awards are given to those children whose words and actions reflect the teachings of Christ.  Both 

playground and classroom behaviours are taken into account when issuing these awards.  These are 

awarded at assemblies. 

 

Learning Culture Awards 

These awards are given to those children who have demonstrated sustained effort and achievement 

within different Key Learning Areas.  These are awarded each week at assemblies. 

 

Wellbeing Awards 

These awards are given in recognition of extraordinary and exceptional behaviour that reflects Mary 

MacKillop’s creed of “Never see a need without doing something about it”.  They contribute to making our 

community a place where everyone feels safe and happy.  These are awarded each week at assemblies. 

 

Principal’s Awards 

These awards are given at the final assembly each term except Term 4.  They are an acknowledgement by 

the class teacher of a student who has consistently worked hard in class, are models of the gospel’s Good 

News of Jesus and genuinely care for the wellbeing of all.   
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PRIMARY STUDENT MANAGEMENT 
 

Rationale 

 

The Discipline Policy and Practices at MCC are based on a Positive Behaviour Support (PBS) approach 

which promotes the ongoing formation of students in faith, self-discipline and responsibility. Disciplinary 

practices will be respectful of the dignity, rights and fundamental freedom of individual students, and at 

the same time focussed on the proper running of the school for the benefit of all. This policy operates 

within a context of justice, compassion, reconciliation and forgiveness. It is intended to promote the 

dignity and responsibility of each person while ensuring the respect for the rights of all students and staff. 

 

Behaviour Management Practices 

 

School and classroom rules have been established to ensure the children of MacKillop learn and play in a 

safe and happy environment.  The rules and the reasons behind them have been explained to the 

children and are regularly revisited.   

 

The aim of the school rules is to encourage positive behaviour. 

 

At MacKillop Catholic College we will teach and practise our school rules. 

 

These rules will be reviewed and amended at frequent intervals. 

 

Consequences 

 

All teachers will enforce MacKillop Catholic College’s Primary School Rules. All teachers will consistently 

apply rules and consequences for behaviour as set out in the Behaviour Management Policy.. 

 

The use of corporal punishment by school persons (staff and students) and non-school persons (parents 

and carers) is prohibited. 

 

Consequences for misdemeanours 

● Short time out 

● Individual teachers’ practices that they use in their own classes 

● Long Time Out 

● Meeting with parents when 3 or more LTO’s have been given 

● Internal suspension 

● External suspension  

 

Consequences for serious incidents (bullying / unsafe hands) 

1. Immediate Long Time Out/Suspension depending upon the degree of the misdemeanour (parents, 

class teacher and a member of the executive notified) 

 

Long Time Out (LTO) 

 

The next available lunchtime after the inappropriate incident occurs, the child will remain in a classroom 

for the second half of lunch. A teacher will supervise this child. The child will discuss the reason for their 

LTO with this teacher, and will complete a ‘Consequences Sheet’. The focus of the LTO is on restoration of 

the relationship and relearning and is never viewed as ‘punishment’.  

 

3 Long Time Outs in one term 

A meeting will be held with the child, their parents / guardians and the class teacher, grade mentor and/or 

principal. 
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STUDENTS WHO BREAK THE “SAFE HANDS / HANDS OFF” RULE ARE TO RECEIVE AN AUTOMATIC 

‘LONG TIME OUT’ 

 

MACKILLOP CATHOLIC COLLEGE PRIMARY SCHOOL RULES 
 

To help make MacKillop Catholic College a happy, safe and caring place to learn and play, we have 3 main 

rules: 

 

1. Respect ourselves and others 

● Know the rules 

● Follow the rules 

● Use our bodies safely- ‘Safe Hands’ 

● Speak politely to everyone 

● Include others 

● Discourage bullying 

● Take pride in our appearance (one set of sleepers/studs, one watch, school coloured hair 

accessories only, no nail polish or make up, hair tied back and off the face, natural hair colours 

only). A change of the uniform will require a note signed by a parent or guardian. 

● Wear a hat in the sun- ‘No hat, play in the shade’ 

● Take pride in our work 

● Play within the boundaries 

● Walk safely around the school 

● Play safely 

● Take care of all property 

● Move around the school with a buddy 

● Play on the playground equipment sensibly and safely 

● We ask before we take 

● Accept one another’s differences. 

 

2. Respect our school environment 

● Take pride in our playground areas 

● Take pride in our classrooms 

● Play within the boundaries 

● Only enter classrooms with teacher’s permission 

● Tidy up after ourselves 

● Use equipment carefully 

● Be reverent in God’s house 

● Keep our school clean 

● Recycle 

● Take care of our gardens. 

 

3. Respect everyone’s right to learn 

● Listen to each other 

● Take turns 

● Respond to bells 

● Work quietly 

● Work cooperatively 

● Take responsibility for our own learning 

● Allow others to learn 

● Have a go 

● Try our best. 

● The aim of these rules is to encourage positive behaviour. 



 

Pastoral Care Policy 

 

● At MacKillop Catholic College we will teach and practice our school rules. 

● These rules will be reviewed and amended at frequent intervals 
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PRIMARY CLASS PARENT NETWORK 
 

The idea of “Class Parents” is to establish a link between the classroom teacher and the parents of the 

students. We would like to establish this network as a positive part of the support system at MacKillop. 

 

These are some ideas/guidelines that could be taken on by the Class Parents and we welcome any other 

ideas you may have. 

 

 Welcome new students and their families to the class, perhaps with a welcome certificate. Help 

these new families familiarise themselves with the facilities available to them at our school. 

 

 Farewell students and their families leaving the school -  maybe a farewell party. 

 

 Access a box of greeting cards to acknowledge births, deaths, illnesses and general support of 

class families. This card box is located in the front  office, please see Michelle Baker.  

 

 Assist the children in celebrating teachers’ birthdays and International Teacher’s Day. 

 

 Assist with Mother’s Day and Father’s Day stalls and celebrations. 

 

 Encourage parent/family/carer involvement in school occasions.  

 Eg.  School and class Masses, assistance with excursions, school discos, fundraising activities, 

school community celebrations… 

 

 Encourage any parent/family member/carer who may have a concern to first approach the class 

teacher and if necessary then approach the Primary Principal rather than share the concern 

amongst a parent body. 

 

 Facilitate brief parent prayer sessions once/twice a term, perhaps at the start of the day or just 

prior to home time. 

 

 Respect families’ and teachers’ confidentiality and privacy at all times. 

 

We thank you for taking the time and interest in offering to be a MacKillop Class Parent and very much 

appreciate what you will be doing this year.  Please do not feel that you must do all these things, or only these 

things. 

MacKillop Primary Staff 
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Why do we have Class Parents? 

 

 To establish a personal link between individual class teachers and the parents of their students. 

 To enable parents to have another means of access to information about the school. 

 To involve the parents more closely in the school. 

 To provide support for the classroom teacher. 

 To build a stronger sense of school community. 

 

What is the Role of the Class Parent? 

 

 To encourage other parents to attend meetings, 

 Class/ School Masses and Liturgies, celebrations and activities. 

 To support the children within the class and the school. 

 To regularly communicate with the class teacher. 

 To liaise between the teacher and the rest of the parents to establish a supportive network. 

 To organise class socials and activities, that are inclusive of all families within the class, after 

checking suitable dates with the Head of Primary. 

 To refer to the Class Parent Co-ordinator when uncertain about practices and procedures. 

 To ensure that all letters, prior to being copied and sent home to parents, have been sited by the 

class teacher who, in turn, will ensure that the Head of Primary/Assistant Head of Primary has 

approved them.  

 

How can we achieve this? 

 

 Liaising with the class teacher. 

 Ensuring confidentiality, which is vital in maintaining the integrity of the school and privacy of the 

families in the school. 

 Welcoming those who are new to the school (e.g. morning tea, show them around the school, 

introduce them to other parents). 

 Remembering those who are sick (e.g. card, flowers). 

 Supporting those families experiencing sickness, trauma, grief (e.g. card, phone call) and by 

notifying Sr Marea, Family Liaison Officer, of any needs. 

 Contacting the class teacher, Head of Primary or Assistant Head of Primary, if you are aware of any 

circumstances you feel should be brought to their attention. 

 Familiarising yourself with school routines and procedures 
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APPENDIX 1: 

 

GUIDELINES FOR SUSPENSION AND EXPULSION: 

 

In keeping with the  ‘Pastoral Care Policy for Diocesan Systemic Schools’,   the ‘Pastoral Care and Wellbeing 

Framework’,  the Diocesan Mission Statement and the Pastoral Care Policy of the Diocese of Broken Bay, 

MacKillop Catholic College uses the following guidelines for more serious breaches of the College 

Discipline System. 

 

In-School Suspension. 

In-School suspension may occur through 2 main ways: 

1) Through the Discipline System, with cumulative breeches of behaviour 

2) Through a serious breach of behaviour 

 

Progression 

The College has a very clear and transparent discipline system that has a progression of steps that lead 

to more serious consequences. The Discipline System is explained to the parents on the College 

Websites and on Information Nights and, to the students, at Assemblies and in class. It is also in the 

Secondary Planner.  

 

As student behaviour progresses through the various steps the following must occur: 

 

 Parents to receive notification of infringements as they occur by letter, phone calls, parent interviews 

and/or through the Planner in Secondary. 

 Students to receive a number of consequences for offences and to have the opportunity to change and 

to restore relationships. 

 

When a student has progressed through all the steps and/or poor behaviour continues, then an in-

school suspension may occur. For this to happen: 

 

 Parents will be contacted informing them of the action and stating why the suspension has occurred. 

 The student is to be isolated in the Withdrawal Room (secondary) and to be supervised by the 

Wellbeing Co-ordinator, Pastoral Coordinator and  the AP (Secondary) or the HOP and AP (Primary) and 

the Office Staff to ensure the student has school work to do, is given supervised break times and is 

safe. 

 Parents are asked to make an appointment as soon as convenient to discuss the matter. At this 

meeting a plan will be established to attempt to create change in the student and to foster 

improvement and growth. 

 Students will then return to school with support to enhance the chance of success. 

 

Serious Breach: 

In the case of a serious breach, an in-school suspension may be given. This will be decided after 

discussions between the Pastoral Coordinator, the Wellbeing Coordinator and the AP (Secondary) or 

the HOP and AP (Primary). Other Coordinators and teachers may be included in the discussion as seen 

appropriate. 

If this occurs, the steps outlined for in-school suspension above will also be followed. There may also 

be further consequences such as community service, apologies etc. 

 

Suspension and Exclusion: 

For a very serious breach, out of school suspension and/or exclusion may occur. It must be noted 

that only the Director of Schools may expel a student. 

 

In the case of Suspension the two forms designed by the CSO must be completed. 
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1) Notification of Suspension to the Parish Priest and the Schools Consultant. 

2) Due Process in Case of Student Discipline. 

 

These two forms must then be sent to the CSO and Form 1 to the Parish Priest. Form 2 has procedures 

that must be followed by the College. 

 

Suspensions may be Short Suspension which is 2 to 3 days in length or may be Long Suspension which 

is for 5 days.  

 

If an investigation is pending, such as the Police or other agencies being involved, the suspension may 

have a longer duration. 

 

If the student is accepted back into the College, an interview must occur with the family and the school. 

Following discussion and agreement between the Principal and parent/s is to be agreed upon with 

Secondary students having to sign a Student’s Special Agreement form, along with their parents and 

College Executive members.  

 

Other consequences may also occur such as Community Service, apologies, etc. 

 

Special Circumstances: 

If a child is deemed to be at risk or unsupervised during an Out of School Suspension, the College may 

allow the suspension to occur with the student being supervised at school. 

 

Counselling may also be offered by the school if the student is distressed and/or at risk. 
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APPENDIX 2: 

 

SCHOOL COUNSELLING PROGRAM: 

 

School Counsellors: Mrs Samara Stark / Mrs Beth Marsh 

Family Liaison Officer: Mrs Natalie Tunstead 

Josephite Social Justice: Sr Marea Ross 

 

The School Counselling Program is part of a network in the Broken Bay Diocese.  

 

The School counsellors and Family Liaison Officer will be working together to provide the best support 

and assistance for the students and their families. 

 

The School Counsellor role is to work with students who have worries and difficulties in how they are 

feeling, thinking or coping with school, home or just how they’re feeling about themselves.  These are 

the emotional, social, behavioural, family and psychological issues that may be impacting on them. 

 

The Family Liaison and Pastoral Care Officer is a great support in this area.  The Family Liaison Officer 

will meet all the year 7 students in small groups as an introduction to MCC and to assist with the 

transition. The issues she will work with are pastoral, day to day issues of a less serious nature. This 

can mean friendship problems and concerns of this sort. 

 

The Counsellor will be continuing with a variety of programmes such as Cool Kids for students 

experiencing anxiety, Fantastics to support those experiencing social difficulties and bullying.  The 

Family Liaison Officer conducts the Seasons for Growth Program with students and parents, and the 

Anger Management group. 

 

In the Primary School the referral process is more formal and requires referral forms and consent 

forms from parents.  Also a referral form is completed by the classroom teacher and signed by the 

Head of Primary. 

 

In the secondary school referrals come from three main sources. 

1.   Students can self-refer by making an appointment at the office.  Students should do this the day 

before, if they need to they can come with just one friend, and usually only have one appointment with 

the Counsellor or the Family Liaison Officer in a week. 

2.   Parent’s may be concerned for their child and can therefore make contact and request counselling. 

3.   Teachers may be concerned for a students’ emotional, psychological or social wellbeing and 

development. Various concerns such as changes in behaviour, emotional state, skills in dealing with 

situations or events. 

 

Teachers can then…… 

→With these concerns the teacher may choose just to consult the counsellor regarding concerns and 

possibilities for support. 

→Teacher may already be in communication with family re concerns and counselling can be 

offered as a support. 

→Teachers may be in discussion with the student regarding concerns and therefore counselling 

contact could be offered and encouraged. 
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Appointments procedure:  When an appointment is made with a student, a note is placed in the 

teachers pigeon hole a day before advising them of the appointment.  If this is an inconvenient time for 

the student to be out of class the teacher can let the Counsellor or Front Office know and another time 

can be arranged.  Occasionally immediate appointments can be made for urgent issues and the 

teacher will be informed of the student’s absence from their class as soon as possible.  If the teacher has 

any suspicions that a student may be taking advantage of this system please let the Counsellor know. 

Students will receive a reminder notice of their appointment in Pastoral class and should have this with 

them. 

 

Confidentiality:  When it comes to confidentiality the students and families have the right to privacy 

so there are some things the Counsellor and the Family Liaison Officer are able to discuss and 

others they cannot.  When it’s a school related issue or something that may influence their learning 

they will endeavour to get the students permission to discuss the situation with the teacher/s.  Students 

will also be asked if the Counsellors feel the parents might need some feedback. At other times they 

may only be able to say something very general to staff and/or parents. 

 

Communication: Communication will be as open as possible and a collaborative working relationship 

developed, especially as the parents and teachers see the student 
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APPENDIX 3: 

 

SAFE AND SUPPORTIVE ENVIRONMENTS – LEGAL 

 

Every school has a teacher/staff handbook and most of these include an alphabetical guide outlining what 

staff need to know.  

  

Below are sections which assist school compliance in relation to the ‘Safe and Supportive Environments – 

Legal’ domain which requires staff to be informed of their responsibilities under the child protection 

legislation. 

 

Please note that the information is updated to reflect current legislation and policy requirements. To the 

extent that your staff handbook may already contain the following sections, it is important to ensure that 

the information in your handbook is up to date. To the extent that your staff handbook does not include 

the sections below, your handbook should be updated. 

 

If you have any questions, please contact the Child Protection Team on 9847 0610. 

 

Child Protection 

 

All staff are expected to know and understand their child protection responsibilities. The Diocesan School 

System Child Protection Resource Manual (CP Resource Manual) sets out the procedures which are 

followed at MacKillop Catholic College There are four key areas of responsibility regarding child protection 

in the school environment. Staff are expected to:  

 

 Understand that they are mandatory reporters required by law to report to the Community Services Child 

Protection Helpline when they have reasonable grounds to suspect that a child or young person is at risk 

of ‘significant harm’ from abuse or neglect. Staff must report these concerns directly to the Year Co-

ordinator who will consult with School Leadership about whether a report to the Helpline needs to made 

and who will make the report.  

 

 Act professionally and maintain appropriate professional boundaries when interacting with children. 

 

 Be aware of the complaint handling processes that must be followed when managing complaints involving 

a staff member’s alleged inappropriate conduct towards a child or young person. Staff must report any 

concerns directly to the Principal who will consult with the Child Protection team at the Catholic Schools 

Office to determine how those concerns are to be managed.  

 

 Be aware of the Working With Children Check requirements applicable to staff and volunteers. 

 

In relation to any child protection issues staff must maintain confidentiality at all times. 

 

See Appendix 4 Child Protection Guidelines for School Staff. 

 

Complaints 

 

Diocesan Policy states members of staff with a complaint about another staff member should, wherever 

possible, first raise the matter with the other staff member.  

 

For members of staff with a complaint about a parent you should first raise the issue with the principal.  
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For members of staff with a complaint about a student you should first raise the issue with the KLA 

coordinator or year coordinator with direct responsibility for the pastoral care of the student.  

 

If a parent or student has a complaint about another student they should raise it with the with the year 

coordinator. 

 

If a student has a complaint about another student they should raise the issue with the relevant teacher, 

KLA coordinator or assistant principal.  

 

If there is a parent or student with a complaint about a member of staff the issue should first be discussed 

with the relevant teacher, KLA coordinator or assistant principal. However, if the complaint is about 

inappropriate behaviour by a staff member toward any child or young person then this must be referred 

directly to the Principal (see Child Protection). 

  

Please refer to the Diocesan Complaints Policy and Procedures available on the CSO website at 

https://curianet.dbb.org.au/Catholicschoolsoffice/dssresources/Pages/default. aspx.  

 

See also Child Protection Guidelines for School Staff (Appendix 4) 

 

Duty of Care 

 

All staff have a duty of care towards all children and young people at MacKillop Catholic College The basic 

responsibility involves ensuring that no child or young person is exposed to any foreseeable risk and 

taking appropriate action to minimise risk. A failure to provide appropriate duty of care may be considered 

negligence. If serious harm or injury occurs to a child because of a failure to act, this may also result in an 

allegation of neglect which would need to be investigated in accordance with child protection policy. In 

exercising duty of care, the standard of care the law expects is that of a caring professional. Staff are 

expected to do what a reasonable person would do in the circumstances. 

 

Parent Helpers / Volunteers 

 

At MacKillop Catholic College parent participation, involvement and help are welcome and appreciated for 

various activities both in school and on excursions.  

 

Parent helpers / volunteers are subject to child protection legislation. This means all volunteers must: 

 

 sign on at the front office, be inducted and get a visitors badge from the office as per school procedure. 

 not engage in any inappropriate behaviour towards any children or young people. In particular although 

volunteers are technically not employed by the school, they are considered to be ‘staff’ for legal purposes. 

Any inappropriate conduct by any parent or helper must be reported immediately to the Principal or 

Assistant Principal (see Child Protection Guidelines for School Staff (Appendix 4) 

 

It is expected that teachers and volunteers have a prearranged time for help and do not just “drop in”. 

Volunteers are not to take responsibility for an entire class or to be left in a classroom by themselves with 

students. They should receive appropriate induction regarding what is expected of them in their 

management of students. No volunteer is permitted to chastise any student they are working with. Any 

problems are to be referred to the teacher. 

Professional Boundaries 

Maintaining professional boundaries is about ensuring that you do not take advantage of your position of 

trust, authority and influence to mistreat or misguide students either intentionally or inadvertently. To 

protect yourself it is important that you: 

https://curianet.dbb.org.au/Catholicschoolsoffice/dssresources/Pages/default.%20aspx
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• Demonstrate appropriate relationships with students that cannot be misinterpreted as overly personal or 

intimate. 

• Remain within the responsibilities of your role. 

• Minimise physical contact with children and young people. If physical contact is necessary for the 

management or care of children, ensure it is appropriate at all times. 

• Treat all students with respect, sensitivity, fairness and consistency 

Supervision / Duty 

 

Students must be supervised by a qualified teacher at all times. 

 

Supervision is critical to exercising appropriate duty of care. Teachers should note supervisory duties for 

the day and be responsible for prompt commencement of their allocated duty.  Teachers rostered on duty 

are responsible for all students in their care and need to ensure they roam all supervising areas.  

Supervision must be active and cover both visible playground areas and any areas less able to be seen.  

APPENDIX 4  

 

Child Protection Guidelines for School Staff 

At MacKillop Catholic College all staff are expected to promote child safety by having a clear understanding 

of their child protection responsibilities and act in accordance with those responsibilities.  

 

Our child protection responsibilities derive from three key pieces of legislation: 

 

 Children and Young Persons (Care and Protection) Act 1998 

 NSW Ombudsman Act 1974 

 Commission for Children and Young People Act 1998 

 

In practical terms we must be aware of the responsibility to:  

 

1. Respond appropriately when we suspect a child or young person is at risk of significant harm from 

possible abuse or neglect by a parent/carer. 

2. Maintain professionalism in our interactions with children and young people at all times by exercising 

appropriate duty of care and maintaining appropriate professional boundaries. 

3. Be aware of the requirement for the school to address allegations of inappropriate behaviour by staff 

towards children and young people. 

4. Be aware of the Working With Children Check (WWC) requirements applicable to staff and volunteers. 

 

Responding to Risk of Harm 

All school staff are mandatory reporters. If there are reasonable grounds to suspect that a child or young 

person is at risk of ‘significant harm’ from abuse or neglect, then a report must be made to the Community 

Services Child Protection Helpline (CP Helpline).  

 

The basic expectation of school staff is to inform the year coordinator when you are concerned that a child 

may be at risk. It is the role of the year coordinator to discuss the concern with school Leadership to 

determine if a report needs to be made to the CP Helpline and who will make the report.  

 

The person making the report will:  

 Consult with you and obtain your information. 

 Gather/collate all other available information. This may include requesting information from other schools 

or external sources under information exchange laws. 
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 Ensure all information is documented. This may include your record of your initial concerns.  

 Consult the online Mandatory Reporter Guide (MRG) to obtain a final decision about what action to take. 

 Print the MRG decision report and keep it with the other documentation. A confidential and restricted 

access file must be maintained for any risk of significant harm or serious wellbeing concerns, separate to 

the student’s education file. 

 If the MRG final decision is that a report is necessary, or professional judgement suggests a report is 

required, the report should be made by phoning the CP Helpline on ph: 13 3627. 

 Keep you informed about whether or not a report is made to the CP Helpline. If a report is not made and 

you reasonably believe that a report should be made, you may make an independent report to the CP 

Helpline. 

 Whether or not a report is made, develop a support plan to ensure that the school is providing 

appropriate support to the child or young person and/or their family.   

 In all cases the Schools Consultant will be advised and the Child Protection team (CP team) will be 

informed by phone, fax or email. 

 

In protecting children in the school from risk of harm it is important that you: 

 Remain alert to possible safety, welfare and wellbeing issues through your own observations of a child or 

young person or from direct or indirect disclosures by a child or young person.  

 Become familiar with the possible signs of abuse and neglect outlined in the Child Wellbeing and Child 

Protection – NSW Interagency Guidelines. 

 Take disclosures by a child seriously and respond sensitively.  

 Document your concerns, observations or disclosures clearly and thoroughly ensuring that your records: 

o Use non-judgemental language 

o Detail the facts only, not your opinion or your subjective feelings 

o Are legible, signed and dated 

o Are confidential. 

 Discuss your concerns with the year coordinator as soon as possible. 

 Participate as needed in supporting the child or young person. 

 

Maintaining Profesionalism 

All staff are expected to act professionally and in accordance with the school’s expectations regarding staff 

conduct toward children and young people. The document ‘Professional Guidelines for School Staff in their 

Relationships with Students’ provides guidance in relation to appropriate interactions  with students, how to 

exercise appropriate duty of care and how to maintain professional boundaries.  

 

Duty of care responsibilities are outlined in detail below. In a nutshell your duty of care cannot be 

delegated to another person and requires you to: 

 

• Ensure no child or young person is exposed to foreseeable risk of harm.  

• Take action to minimise risk. 

• Supervise actively and in accordance with the requirements outlined in this Handbook. 

• If you see others acting inappropriately with children, report your concerns to the Principal or seek further 

advice. 

 

http://sdm.community.nsw.gov.au/mrg/app/summary.page
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Maintaining professional boundaries is about ensuring that you do not take advantage of your position of 

trust, authority and influence to mistreat or misguide students either intentionally or inadvertently. To 

protect yourself it is important that you: 

 

• Demonstrate appropriate relationships with children and young people that cannot be misinterpreted as 

overly personal or intimate. 

• Remain within the responsibilities of your role. 

• Minimise physical contact with children and young people. If physical contact is necessary for the 

management or care of children and young people, ensure it is appropriate at all times. 

• Treat all students with respect, sensitivity, fairness and consistency. 

 

Addressing Allegations of Inappropriate Behaviour by Staff 

MacKillop Catholic College is committed to providing a safe and supportive environment for both students 

and staff. This includes addressing complaints of inappropriate behaviour by staff towards any child or 

young person.  

 

Such complaints are handled differently to other types of complaints which arise in the school because of 

legal obligations under the NSW Ombudsman Act 1974. The NSW Ombudsman requires schools and other 

organisations working with children and young people to ensure systems are in place for recording and 

responding to all allegations of a child protection nature against employees. This includes allegations of 

‘reportable conduct’ and allegations which are ‘exempt’ from notification to the NSW Ombudsman.  

 

Reportable conduct is: 

 

a) any sexual offence, or sexual misconduct, committed against, with or in the presence of a child (including a 

child pornography offence)  

b) any assault, ill-treatment or neglect of a child;  

c) any behaviour that causes psychological harm to a child 

 

whether or not, in any case, with the consent of the child.  

 

Allegations which are exempt are: 

a) conduct that is reasonable for the purposes of the discipline, management or care of children, having 

regard to the age, maturity, health or other characteristics of the children and to any relevant codes of 

conduct or professional standards, or  

b) the use of physical force that, in all the circumstances, is trivial or negligible, but only if the matter is to be 

investigated and the result of the investigation recorded under workplace employment procedures, or  

c) conduct of a class or kind exempted from being reportable conduct by the Ombudsman under section 

25CA.  

 

Allegations involving reportable conduct must be notified to the NSW Ombudsman within 30 days and 

investigated.  

 

The responsibility for assessing whether a complaint or allegation involves ‘reportable conduct’, or conduct 

which is ‘exempt’, has been delegated to the CP team. As staff you are required to report any complaints 

of inappropriate behaviour by a staff member towards any child or young person to the Principal who in 

turn will consult with the CP team to assess the complaint and determine how it will be managed. 

 

Most complaints arising in schools are exempt and are not serious. Where that is the case, after an 

assessment by the CP Team, the complaint will usually be handed back to the Principal for investigation 

and follow up. Where the complaint involves reportable conduct or involves serious risk it will usually be 

investigated by the CP Team. 

http://www.austlii.edu.au/au/legis/nsw/consol_act/oa1974114/s41.html#consent
http://www.austlii.edu.au/au/legis/nsw/consol_act/oa1974114/s25a.html#child
http://www.austlii.edu.au/au/legis/nsw/consol_act/oa1974114/s5.html#conduct
http://www.austlii.edu.au/au/legis/nsw/consol_act/oa1974114/s25a.html#child
http://www.austlii.edu.au/au/legis/nsw/consol_act/oa1974114/s25a.html#child
http://www.austlii.edu.au/au/legis/nsw/consol_act/oa1974114/s5.html#conduct
http://www.austlii.edu.au/au/legis/nsw/consol_act/oa1974114/s25a.html#investigation
http://www.austlii.edu.au/au/legis/nsw/consol_act/oa1974114/s5.html#conduct
http://www.austlii.edu.au/au/legis/nsw/consol_act/oa1974114/s25a.html#reportable_conduct
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It is important to be aware that whether the Principal or the CP Team investigates a complaint, all 

complaints are resolved through a fair and confidential process. A fair process involves listening to ‘both 

sides of the story’ and giving all involved an opportunity to be heard. No decision is made until the staff 

member about whom the complaint has been made has responded. 

 

A staff member involved in an investigative process has the right to be supported by a support person at 

any meetings during the process. The role of the support person is to be an independent witness to the 

process. A support person may be a friend, family member, legal or union representative. A staff member 

may also choose a colleague to support them provided that that person is not also involved in the process.  

 

The staff member, their support person and any other person involved in the process are expected to 

maintain confidentiality.  

 

At the end of the investigation a finding will be made and appropriate follow up determined. This may 

include no action, increased support for the staff member, professional development, increased 

supervision/monitoring or disciplinary action. 

 

If there is a finding that reportable conduct occurred or there is some evidence of reportable conduct, 

then the staff member’s details will be notified to the Commission for Children and Young People. This 

means that when the staff member next applies for a position in child-related employment, a risk 

assessment will need to be conducted. 

 

If the staff member is not satisfied with the investigation process then there are various avenues of 

appeal: to the Director of Schools, the NSW Ombudsman or through legal/industrial pathways.   

 

Staff with any questions about their child protection responsibilities should contact the CP Team on 9847 

0000.  

 

Child protection resources are also available on Curianet: https://curianet.dbb.org.au/ 

Catholicschoolsoffice/HR/childprotection/Pages/default.aspx 

 

Working with Children Checks 

Working With Children Checks are undertaken by staff applying to work in our school.  

 

The purpose of the check is to exclude people from working with children and young people who are not 

suitable.  A person who has been convicted or found guilty of a listed serious offence against children 

(whether in NSW or elsewhere) is prohibited from child-related employment.  Staff are expected to report 

any reportable conduct or criminal convictions. 

 

Staff may also be required to undertake a new WWCC: 

 

 When transferring to a new child-related position within the diocese (either in the same school or a 

different school).  

 When returning to work in a child-related role within the diocese after an absence of 12 months or more.  

 

External tutors and coaches working with students in dance, music, sport, art etc are also expected to 

obtain a check which is verified prior to engagement.  

 

Parent participation, involvement and help are welcome and appreciated for various activities both in 

school and on excursions. Volunteers assisting in our school are subject to child protection legislation. This 

means all volunteers must: 

https://curianet.dbb.org.au/%20Catholicschoolsoffice/HR/childprotection/Pages/default.aspx
https://curianet.dbb.org.au/%20Catholicschoolsoffice/HR/childprotection/Pages/default.aspx


 

Pastoral Care Policy 

 

 

 not engage in any inappropriate behaviour towards any children and young people. In particular although 

volunteers are technically not employed by the school, they are considered to be ‘staff’ for legal purposes 

and need to be aware that complaints about inappropriate behaviour towards any child or young person 

must be investigated. 

 sign on at the front office, be inducted and get a visitors badge from the office as per school procedure. 

It is important that all volunteers and casual staff receive appropriate induction regarding what is 

expected of them in their management of students. 

 

Further information on the Working With Children Check can be found on the website for the NSW 

Commission for Children and Young People http://www.kids.nsw.gov.au  

 

If you would like further information regarding any of the above please speak to your Principal first or feel 

free to contact the CSO Child Protection Team on: Phone:  9847 0618   or   Office Fax:  9847 0611 

 

 

 

 

 

http://www.kids.nsw.gov.au/

