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Telephone: (03) 5825 2060 

Facsimile: (03) 5825 1303 

Principal: Steve Rogers 

Assistant Principal: Carla May
Welcome to Mooroopna Primary School (MPS)
The following guide is the result of frequently asked questions from new staff over the years and requests from staff about information to be passed on to new staff. Together, we can refine the suggestions but as an initial guide, we hope that you find this a useful tool in “getting started”.

Above all, don’t be afraid to ask questions. We are delighted to have you on our staff and want it to be the beginning of a long and happy partnership.

INITIAL EXPECTATIONS:

· All staff must wear a name badge daily.

· Staff are expected to dress appropriately to a professional standard.

· Staff to wear shoes that cover the toes and heels.

· All staff must wear a broad-brimmed hat when outdoors at any time including recess, lunch and sport from September to including April.

· Chairs are to be put up on tables at the end of the day or as negotiated with cleaning staff. The room is to be left neat, tidy and secured. (Students must not enter rooms without a teacher present).

· Avoid being alone with a single student and never behind closed doors.
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‘GETTING STARTED’
	Briefing
	Watch the white board in the staffroom for day to day information.  An occasional briefing will take place, this will be written on the whiteboard.  If there is a briefing it starts at 8:40 sharp in the staff room. This allows for the sharing of notices, announcements, program or routine changes and student issues. Compulsory attendance for all teaching staff.

	Classroom Management
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	The Student Wellbeing and Engagement Policy document is compulsory reading and it is important this is adhered to by all members of staff.  Please refer to the policy attached.
Do not resort to sarcasm or belittling students when you are in conflict. We are teachers, adults and role models of positive and appropriate behaviours.

The Leadership Team and mentors can give helpful advice including teaching tips and strategies. See them for strategies or background on individuals that may assist with their management. 


	School Strategic Plan-Annual Implementation Plan           [image: image3.wmf]

	These documents outline the broad goals, priorities and targets that the school expects to reach in the pursuit of improvement over a three year period. It drives resource allocation and curriculum directions that are set within the school. Teacher and student performance are then measured against state-wide benchmarks to allow for comparison and evaluation of the school and individual’s progress. Available on the school Network.

	Communication
	Always check the white board in the staffroom and the electronic term and yearly planner for important information.  

Check your Edumail daily as much information is shared in this way. A daily bulletin is sent at 8:30am.
Minutes of meetings are available to staff.


	Class rolls
	These are legal documents and can be called as evidence in a court of law. Please make sure that these are accurate and marked every day PRIOR to 10am.  Each morning and afternoon these need to be completed online. The classroom teacher is the only person to mark this roll.  Hard copies of rolls will be given to CRT’s to complete.  

	Canteen
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	Orders should be placed in the classroom bucket before school. The canteen staff will collect the bucket from your classroom in the morning.   During eating time, lunches need to be collected from the canteen by a student in your class. Please promote tolerance and acceptance of the canteen staff who have disabilities.  Lunch orders will not be taken after 11am. 


	Golden Rule for Staff
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	Be to class on time. Never leave students unattended.  



	Hours of Duty
	You are required to be on duty at least 10 mins before the commencement of the school program and 10 minutes after the conclusion of classes, in addition to three hours of meetings per week however, it is expected that your correction and preparation time will exceed this time.




	Student Engagement
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	Students have mixed abilities and different learning styles, which need to be catered for to allow them to experience success.   Make your lessons interesting, challenging and exciting. Ensure that all tasks are at the appropriate level for all students. Have high expectations of all students.  Speak to your mentor and our Leading Teacher for support.

	Assessment schedule
	We have an assessment schedule in numeracy and literacy. All assessments are expected to be finished as documented.

Please see your mentor or co-teacher if you have any questions.   



	Excursions, Out of routine classroom activities
	Paper work must be completed for all excursions and activities. This must be given to Carla prior to going to the office. All notes to parents must be signed by a Principal Class Officer, and a copy left in the office.  All notes must be sent home at least one week prior to the outing and it is the teacher’s responsibility to ensure appropriate arrangements are made for all students, both attending and not attending the outing.   Parent consent or permission slips are very important.  No student will attend an outing without appropriate permission.  
On the day of the excursion a class list needs to be sent to the office with who is attending and where the students who are not attending will be.  


	Extra Curricular Activities
	Camps, productions, visits, performances and a host of other activities are offered to enrich students’ opportunities. Take the opportunity yourself to get involved and see a different side of students, outside the classroom.  Please ensure that you publicise any activities going on in or out of your classroom.  Permission from the Principal/Assistant Principal needs to be gained and dates given to the Assistant Principal to be shared on the whiteboard and put in the school calendar.


	First Aid
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	All student injuries and accidents must be recorded in the First Aid room. The room is only occupied during recess and lunch. Do not send a child there during class time.
When students are sick or injured and need immediate attention send them and the green card to the General Office personnel. The child should be sent with their bag.
Minor ailments need to be dealt with in the room.




	Illness/absents
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	If you are ill or will be absent, please call the Assistant Principal on 0458 252060 with as much notice as possible to allow for your class to be covered.  Please call before 10pm the evening before or after 6:30am the morning of.   Please leave your work program.  Give your medical certificate to the Business Manager and complete Edupay.
DET employees may have 5 days absence without a medical certificate and receive 15 days credit for sick leave per year. 5 days carer’s leave is also available and is deducted from the annual sick leave entitlement.



	Induction Program
	Runs throughout the year.
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	These will be provided by the school.


	Mandatory Reporting
	Should staff have concerns regarding a student’s safety or well being they should speak with the Principal/Assistant Principal.
The obligations and responsibilities of schools and school principals and teachers for identifying and responding to child abuse and neglect, including allegations of sexual abuse, are described in Schools Policy Advisory Guide. (SPAG)

	Viewing of DVDs and Electronic Media
	The viewing of DVDs and other electronic media needs to be appropriate to students’ learning needs and maturity levels as well as meeting community standards.

MPS utilise the classifications from The Office of Film and Literature.

MPS deem the ‘G’ ‘General’ classification suitable for primary aged students. 

If teachers require students to view ‘PG’ ‘Parental Guidance’ classification footage for educational purposes, they must obtain written parent permission following discussion with the Principal/Assistant Principal.

No ‘M’ rated DVD or electronic media will be shown at MPS.

When teachers are planning the viewing of electronic media that is not subject to formal classification, they must ensure that the content, and its surrounding advertising, falls within the boundaries of a ‘G’ classification.


	Meetings
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	Held before school and after school. A schedule will be published outlining the composition, function and frequency of the meetings for all staff. Meeting times are included on the white board in the staff room and the electronic term calendar.
Apologies, in advance, to Principal/Assistant Principal, are expected for all scheduled meetings. Meetings are compulsory.                        

	Mentors
	A trusted colleague that you can go to for support, help, advice and professional or personal discussions. A two way learning model is preferred.  All graduate teachers will have a mentor who will assist them with VIT registration.  This will be discussed at induction meetings.


	Dietary Needs
	When organising camps/functions please consider students with special dietary needs eg. Halal, vegetarian, lactose intolerance anaphylaxis etc.
If you are having a class party a reminder needs to be attached to the bottom of the note about allergies. 


	Parents
	Most parents expect above all to be kept informed about their child and their progress, educationally and personally.  Talk with your mentor about appropriate communication and remember that parents appreciate a phone call and do not like surprises about poor performance.  Good news phone calls are always well received.
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	Occur at the end of Term 1 or start of Term 2 depending on the length of Term 1.


	Performance and Development
	A significant D.E.T. program for all employees to monitor individual performance and support development and growth. This is done on an annual basis and is linked to pay increases. This will be covered in more detail as the year progresses.   1st Year Graduates will complete the application for VIT Full Registration.



	Professional Learning
	An essential tool in gaining new knowledge and skills and maintaining a professional edge.  Speak with your mentor and the Assistant Principal about this.   Inform Principal about PL you would be interested in and ask if you can do any that come up along the way. You must complete a PL plan.

	Queries about your pay or other official employment documents 
	See our Business Manager. 



	Student Reports


	Full reports are written at the end of each semester.

Keep accurate records of student progress, results and achievement to assist you with the compilation of reports. Reports are completed electronically.



	Resources
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	As soon as you are able to log onto the network, have a look around the Shared drive (S drive)
Talk to your team members

Use the library

Basic equipment will be delivered to your classroom at the start of the year.  Speak with your co-teacher.

Guided reading books can be found in the library.
Maths and science equipment can be found in various storage areas around the school.
Your most valuable resource is yourself. Get plenty of exercise, socialise and rest. Work on your stress triggers. Talk to others.

A smile and not taking yourself too seriously goes a long way.  Speak with Principal/Assistant Principal if you are struggling with your workload or there are other pressures in your life.


	Security
	Secure personal valuables, including computers, at all times. Always lock rooms as you leave. Resources are too expensive to replace and vandalism is senseless.


	Special Programs
	Provision is made for some students with needs that are different from mainstream.  All staff have a professional responsibility to be aware of the issues and educational needs of these students and to cater for them in their classes.  This will be discussed periodically at staff and team meetings.  The role of Education Support staff will be discussed.


	Staff Welfare

    
	Periodic, ‘special’ morning teas are organised. It is a good opportunity to “catch up”.


	Uniform
	Is compulsory for all students. All staff are expected to monitor that correct uniform is worn by all students.


	Useful Websites
	www.education.vic.gov.au


	Workplace Issues
	Schools are smoke free. Workplace Discrimination and Sexual Harassment Training must be undertaken online and are prohibited under State and Federal laws. Similar laws outlaw Racial Vilification.


	Working a Second Job
	Full time staff should discuss with the Principal if they are working in a second job.


	Yard Duty
	It is a critical legal requirement that you do your yard duty when you are assigned to it, including bus duty. Your supervision can be called to account for several years after an event that may arise in the yard.


	Student Weekly Awards
	Every week you need to nominate a student for a “Beeing  MPS Award”.  You will need to fill out and print an award that can be found on the shared server.  Then take it to the office before Thursday lunchtime.  They will be presented at assembly on Monday morning. 

	School Assembly 
	Are held every Monday between 9:00 and 9:15.  Please be there by 9:00 so we can begin on time.  You are responsible for actively monitoring your students during this time.


	Specialists
	Collect your class from their specialist teacher.  Students are not to be sent back to class unsupervised or with an E.S. accompanying them.


	House points / House system
	Each child will be assigned a house on enrolment at the school.  The houses are Archer (red), Morrell (blue), Cowper (green) and McLennan (yellow).  You can give out house points in your room for children following the rules. The house points are collected every week and the results are announced at assembly.  The winning house gets to say their chant at assembly. 


	Bee Tokens
	You can give out personal Bee Tokens for those students demonstrated particular behaviours which are encouraged. Each fortnight, students attend the Bee Shop where they can convert their tokens into a purchase. A master copy of the Token sheet and Bee Focus statement will be put in your pigeon hole each term.

	Code of conduct
	Make sure that you are familiar with the Bee Matrix to guide our code of conduct. 

Please get to know and develop a relationship with your students. All students are individuals. Therefore a range of strategies are necessary. 

Our school is a SWPBS school.

At any time a yellow card should be used to get assistance should a student be not compliant or act in a way that you determine is unreasonable.

A red card should be used to get urgent assistance if a student’s behaviour is deemed dangerous to themselves or others. Ask for colleague support in the interim.



	Staff Information Booklet eSmart 
	Mooroopna Primary School is an eSmart school which means we have created policies and procedures to assist students to become smart, safe and responsible users of technology.  Teachers are expected to actively supervise students when using digital technologies.

Teachers are expected to teach students their rights and responsibilities when using digital technology as well as an awareness of the risks. Teachers are expected to follow the process for reporting and managing students who have inappropriately used digital devices. Consequences for students using digital devices inappropriately to be determined by the leadership team.

	Timetables 
	Please make sure that your timetables are visible in your room or office (class timetable, yard duty timetable, specialist timetable, facilities timetable).


	Printers fax photocopier 
	Photocopiers can be found in the B Block and A Block hallway.  Please be paper wise. Where possible copy on both sides of the page. Any mistaken copies can be taken to the classroom and used for scrap paper. Please replace paper and advise the office of any alerts that appear ie toner low.

	Staffroom duty
	Two staff members are on duty every week on a rotational system.  Please look at the pantry to see what is expected and when you are on.  



	Wet day/Extreme weather timetable 
	On these days the children stay inside and you share the duty with the teacher who shares an office with you.  Specialists have duties in other areas.  



	Work program
	Your work program is a very important document.  You need to put in enough detail as if another teacher was coming into the room and could follow what you have planned.  Make sure you have the requirements of Literacy and Numeracy every day. Your work program needs to be easily found and saved on s drive. 


	Bell times 
	8.50-9.00

Reading (in home rooms) 

9.00-10.40

Sessions 1 & 2 

10.40-10.45

Recess (supervised eating in home rooms)

10.45-11.10

Recess (outside) 

11.10-12.50

Sessions 3 & 4

12.50-1.05

Lunch (supervised eating in home rooms) 

1.05-1.35

Lunch (outside) 

1.35-3.20

Sessions 5 & 6

3.20-3.30

Review (home rooms) 



	Newsletter 
	An electronic newsletter goes out every Thursday.  You can put items in the newsletter.  All items need to be in by Tuesday. 
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