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Working within a school: Policies and Procedures

Funding parameters 
When Every Girl was developed, the [Funder] required [the Organisation] to deliver the Every Girl Program as follows:
· in schools with an Index of Socio-Educational Advantage score of less than 1000, (or higher by exception with approval from the Office for Women). 
· free of charge to schools and participants
· with an appropriately trained facilitator 
· with the opportunity for community engagement with a community event organised by participants

What is the Index of Community Socio-Educational Advantage (ICSEA)?
The Index of Community Socio-Educational Advantage (ICSEA) was created by the Australian Curriculum, Assessment and Reporting Authority (ACARA) specifically to enable meaningful comparisons of National Assessment Program – literacy and numeracy (NAPLAN) test achievement by students in schools across Australia. ICSEA should be interpreted with the assistance of our infographic contained in the About ICSEA fact sheet, the video explaining ICSEA and the Guide to understanding ICSEA values below.
See: 
· http://www.acara.edu.au/verve/_resources/About_icsea_2014.pdf
· https://www.youtube.com/watch?v=J5wCfuJrS84
· http://www.acara.edu.au/verve/_resources/Guide_to_understanding_icsea_values.pdf

Key factors in students’ family backgrounds (parents’ occupation, school education and non-school education) have an influence on students’ educational outcomes at school. In addition to these student-level factors, research has shown that school-level factors (a school’s geographical location and the proportion of Indigenous students a school caters for) need to be considered when summarising educational advantage or disadvantage at the school level. ICSEA provides a scale that numerically represents the relative magnitude of this influence, and is constructed taking into account both the student- and the school-level factors.

What is My School?
My School enables you to search detailed profiles of Australian schools simply by entering a school’s name, suburb or postcode. 
On this site, you can quickly find statistical information about schools of interest to you and then compare their resources and performance with similar schools across the country.
http://www.myschool.edu.au/


How to engage schools: A step by step guide

1. Scope for potential schools in your local area by researching their websites 
2. Go to the My School website http://www.myschool.edu.au/ and find out their ICSEA score
This score provides an indication of the socio-economic backgrounds of students; it has nothing to do with the staff, school facilities or teaching programs of the school. The lower the ICSEA value, the lower the educational advantage of students who attend this school.
3. Make a list of all the potential schools with ICSEA scores of less than 1000.  
4. Contact the School and ask to speak with the school principal regarding the Every Girl Program. You should indicate that the Program is federally funded and that you are scoping potential schools to receive this 8 week program free of charge. Request an opportunity to meet with them in person or on the phone if necessary.
5. Schedule a meeting date. 
6. At the meeting, use the key messages document (below) to explain the program and delivery framework to the Principal. 
7. Sign the Memorandum of Understanding (below) 
8. Schedule a school orientation meeting with principal or other school representative and review the following policies and procedures which are outlined in the sections below: 
· Emergency Management
· School operations
· Duty of care / Mandatory Reporting 
· Discipline 
· Facilitators’ general information.
9. Clarify the schools use of media (photography and video policy)
10. Request permission slips to be given to relevant participants before the commencement of the program to ensure parental consent.  


Schools Information Pack
Please provide the Schools Information Pack (p.5-18) to school principals for their reference. 
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What is Every Girl? 
‘Every Girl’ is a national program that provides girls aged 10 to 13 with the opportunity to develop their own leadership identity in order to achieve societal transformation in a way that is relevant to their lives, whether this is with their family at home, their peers at school or within their broader community. 
The program aims to create a respectful, age appropriate and culturally safe environment where they can explore and articulate their individual strengths and values. This assists them to reframe negative and unrealistic attitudes and perceptions of themselves into more positive and helpful perspectives, thus helping them to bolster their self-esteem. It also aids participants to better understand the community in which they live, thus expanding on their sense of belonging, their individual and collective ability to influence change and building their resilience.  
Every Girl enhances girls’ understanding of human rights and aims to assist participants to find their personal voice. This is done by helping them to identify and communicate their views on a community issue.  Then they are given an opportunity to develop and apply their problem solving and interpersonal skills through collectively planning and implementing a community project that aims to influence community change. The eight weekly modules engage various learning styles- arts, music, discussion and group activities- to ensure that all participants have an opportunity to utilise their strengths, are engaged and can thrive.
In summary the program assists participants to:
· Develop their individual leadership identity;
· Build on and identify their strengths thus bolstering their self-esteem;
· Better understand and feel more connected to their community thus building their resilience;
· Enhance their understanding of human rights and effectively communicate their views on a community issue;
· Develop and collectively plan and implement a community project that aims to influence community change.
Why do we need this program?
The health and wellbeing of young women in Australia is being seriously impacted by poor self-esteem. Research has shown that self-esteem peaks for girls in childhood then takes a nose dive – with far reaching repercussions[footnoteRef:1]. While this is true for girls across Australia, girls in disadvantaged communities are being further affected by the lack of opportunities to develop resilience and community connection that better resourced communities can provide. With poor self-esteem girls are less hopeful about overcoming challenges and less resilient. They are more likely to bully other girls and more readily buy into early sexualisation and the body beautiful culture, with 15 percent of women in Australia going on to develop an eating disorder. With low self-esteem, girls struggle to find their sense of belonging, affecting the role they think they can play in our community. In the long term, poor self-esteem has a detrimental impact on girl’s leadership potential, negatively affects women’s relationships and sexual and reproductive health, contributing to the perpetuation of violence against women, and results in a range of other public health concerns, including poor physical and mental health and drug use.[footnoteRef:2] Refer to the Theoretical framework if necessary. [1:   Robins and Trzesniewski, Self-Esteem Development Across the Lifespan, Current Directions in Psychological Science, 2005, 
Vol. 14, No. 3, pg 158-162]  [2:  Australian Institute of Health and Welfare, Young Australians: their health and wellbeing, 2008 ] 

Funding 
The Every Girl Program was funded by Federal Government, as part of the Women’s Leadership and Development Strategy.  
When Every Girl was developed, the [Funder] required [the Organisation] to deliver the Every Girl Program as follows:
· in schools with an Index of Socio-Educational Advantage score of less than 1000, (or higher by exception with approval from the Office for Women). 
· free of charge to schools and participants
· with an appropriately trained facilitator 
· with the opportunity for community engagement with a community event organised by participants
How is the program delivered?
Every Girl has been developed for girls ages 10-13.  It is designed for group sizes of 8-20 participants. Please note that where possible, the program should be delivered with a ratio of 1 facilitator to 10 students maximum. This means that for programs with more than 10 students, an assistant Facilitator and a consistent teacher or school representative should also be present for each workshop as much as possible, to support facilitators with using school policies and procedures, and in order to support the girls to continue to use and build on the skills learnt in the program.
Every Girl is made up of eight weekly 90 minute workshops which will use art, music, verbal and group activities to examine issues relevant to girls and position them in a broader social context through the underlying theme of leadership and community engagement. Each workshop builds on each other and culminating in a community engagement event. The community event is designed to pull the whole program together and offer a successful experience in leadership and community engagement.  The program has a flexible delivery model and is resource light, which means it can be done in a classroom, in an after school care setting, in a clubhouse, in a sporting complex, or even outside. 
How should the program selection be communicated? 
It is important that the communication to the girls by schools is positive and affirming, and that they understand why they have been selected to participate in the program.  For example, ‘Every Girl is a leadership program for girls just like you who are 10-13 years old and in grades 5 and 6 all over Australia’.
[bookmark: _Toc451942560]Learning outcomes and workshop activities
	Workshop 1
	Introduction to Every Girl and pre-program evaluation



	Learning Outcomes 
	· Participants understand what the Every Girl program is about, and what they are going to be doing
· Participants complete the Every Girl survey
· Participants get to know each other
· Participants create an Every Girl Group Agreement


	Workshop Agenda

	· Housekeeping
· Acknowledgement of country
· Introduction ice breaker
· Every Girl program large group discussion 
· Participant feedback surveys
· Every Girl Agreement and RESPECT rule
· Leadership Reflection Garland and Leadership Inspiration Award



	Workshop 2 
	Strengths 


	Learning Outcomes 

	· Participants can recognise and explain their own personal strengths
· Participants can recognise strengths in others
· Participants understand that other people often see us differently to how we see ourselves


	Workshop Agenda

	· Housekeeping
· Acknowledgement of country
· Learning outcome 
· Body moves warm up activity
· Grounding exercise
· Introduction of strengths topic in large group discussion 
· Imagining how others see us activity 
· Strengths sculpture activity 
· Guided imagery power animal meditation (optional)
· Leadership Reflection Garland and Leadership Inspiration Award
· Reflection (optional)


	Workshop 3 
	Personal voice


	Learning Outcomes 

	· Participants recognise that they have different personal voices
· Participants have a better understanding of how they prefer to learn and to communicate with others
· Participants understand that other people’s preferred personal voices may be different than their own


	Workshop Agenda

	· Housekeeping
· Acknowledgement of country
· Learning outcome 
· Rhythmic sounds warm up activity 
· Introduction of personal voice topic
· What is my preferred voice activity
· Use your voice activity
· Leadership Reflection Garland and Leadership Inspiration Award


	Workshop 4 
	Leadership 


	Learning Outcomes 
	· Participants can identify the characteristics of leaders
· Participants begin to identify leadership qualities in themselves and their own leadership identity 
· Participants can recognise leadership qualities in others
· Participants understand that there will be situations in life that they can and can’t control
· Participants develop the ability to understand who and what influences them and how to make good choices for themselves


	Workshop Agenda

	· Housekeeping
· Acknowledgement of country
· Learning outcome 
· What does a leader look/sound/feel like discussion 
· Leadership qualities activity 
· Choices and influences activity 
· Circle of control activity 
· Follow your heart and make the right choices meditation
· Leadership Reflection Garland and Leadership Inspiration Award


	Workshop 5 
	Community and belonging


	Learning Outcomes 
	· Participants can identify what a community is, how they are a part of it and what resources they can access within their community
· Participants can identify multiple levels of community and understand their connection to the local, national and global community


	Workshop Agenda

	· Housekeeping
· Acknowledgement of country
· Learning outcome 
· Community web activity
· What is community activity
· How circles of community relate to each other activity
· Match the helper activity
· Leadership Reflection Garland and Leadership Inspiration Award


	Workshop 6 
	Diversity and Human Rights 


	Learning Outcomes 
	· Participants are able to recognise differences in a positive way by exploring how they see “themselves” and how they see “others”
· Participants gain an understanding of what diversity is and their feelings about diversity
· Participants gain an understanding of human rights, specifically child rights
· Participants develop an understanding of gender equality and inequality
· Participants gain a deeper understanding of the right to education 


	Workshop Agenda

	· Housekeeping
· Acknowledgement of country
· Learning outcome 
· Walk the diversity line activity
· Making connections in the circle of trust activity
· What are human rights activity 
· What do you know about women in the world activity
· The right to education activity 
· Malala Yousafai- An every day hero


	Workshop 7 
	Community Project Part A


	Learning Outcomes 
	· Participants understand what an ambassador/agent of change is and how they can become a change agent in their community
· Participants reflect on their strengths and leadership qualities to create an Every Girl Ambassador declaration
· Participants plan on how they will present their Every Girl Ambassador declaration to others in the school community


	Workshop Agenda

	· Housekeeping
· Acknowledgement of country
· Learning outcome 
· Why does girls’ education matter snap
· Every Girl Ambassadors Community Project
· Practice your declaration 
· Plan for next week’s community project presentation


	Workshop 8 
	Community project, evaluation and celebration


	Learning Outcomes 
	· Participants have considered what makes a good presentation
· Participants have presented their Every Girl Ambassador Declarations and celebrate their success
· Participants are aware of how they can find help in their community and are familiar with some community support services
· Participants have completed feedback survey


	Workshop Agenda

	· Housekeeping
· Acknowledgement of country
· Learning outcome 
· Community Project presentation
· Certificates and affirmation ribbon with photos
· Participants give each other the secret admirer postcards




What are the evaluation questions that the [Organisation] will be asking participants? (See below) 
[image: ]Every Girl Participant Survey Week 1 
Your voice matters and we want to understand who you are and what you already know about the things that we will be talking about over the few weeks. Your answers to the questions below will help us to get to know you better and also make improvements to Every Girl so that it can be as useful and interesting for you as we can make it! 
	What is the date?


	Please tick the below if you belong to one of the following groups and would like to share this information with us:

I am Aboriginal or Torres Strait Islander 

I speak a language other than English at home 

I am a person with a disability

I am a person with a learning difficulty

	Which school do you go to? 


	

	What is your full name?


	

	How old are you?


	

	What grade or year level are you in? 


	



	
How much do you agree or disagree? There is no right or wrong answer, so please circle the answer that best shows what you think:
	[image: ]

	
	Not at all
	A little bit
	Some-what
	Quite a bit
	Very much

	1. I know what my strengths are
	0
	1
	2
	3
	4

	2. I feel confident telling others about my strengths
	0
	1
	2
	3
	4

	3. I know what my preferred personal voice is
	0
	1
	2
	3
	4

	4. I feel that I am a Ieader 
	0
	1
	2
	3
	4

	5. I understand what human rights are  
	0
	1
	2
	3
	4

	6. I understand why we need human rights
	0
	1
	2
	3
	4

	7. I feel like I am part of my community
	0
	1
	2
	3
	4

	8. I know some of the things I could do to fix a problem in my community
	0
	1
	2
	3
	4
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Your voice matters and we want to understand what you thought of the program.  Your answers to the questions below will help us understand what you learnt and also make improvements. This will help Every Girl be useful and interesting for future participants too!


	What is the date?

	Please tick the below if you belong to one of the following groups and would like to share this information with us:
I am Aboriginal or Torres Strait Islander 

I speak a language other than English at home 

I am a person with a disability

I am a person with a learning difficulty

	Which school do you go to? 

	

	What is your full name?

	

	How old are you?

	

	What grade or year level are you in? 
	



	
How much do you agree or disagree? There is no right or wrong answer, so please circle the answer that best shows what you think:
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	Not at all
	A little bit
	Some-what
	Quite a bit
	Very much

	1. I know what my strengths are
	0
	1
	2
	3
	4

	2. I feel confident telling others about my strengths
	0
	1
	2
	3
	4

	3. I know what my preferred personal voice is
	0
	1
	2
	3
	4

	4. I feel that I am a Ieader 
	0
	1
	2
	3
	4

	5. I understand what human rights are  
	0
	1
	2
	3
	4

	6. I understand why we need human rights
	0
	1
	2
	3
	4

	7. I feel like I am part of my community
	0
	1
	2
	3
	4

	8. I know some of the things I could do to fix a problem in my community
	0
	1
	2
	3
	4

	9. I feel like I can make a positive difference in my community 
	0
	1
	2
	3
	4

	10. I have been part of a community project  
	0
	1
	2
	3
	4

	11. My Every Girl Leader was easy to understand
	0
	1
	2
	3
	4

	12. My Every Girl Leader made me feel included
	0
	1
	2
	3
	4


Please tell us:
13. One of my strengths is:  
_______________________________________________________________________________

14. My favourite personal voice is: _______________________________________________________________________________

15. A human right I know is: _______________________________________________________________________________

16. A time when I used what I learned about human rights was: _______________________________________________________________________________
_______________________________________________________________________________

17. An issue I care about is: 
_______________________________________________________________________________
_______________________________________________________________________________

18. One of the good things about having diversity in the community is: 
_______________________________________________________________________________
_______________________________________________________________________________

19. An organisation that works in my community is: 
_______________________________________________________________________________

20. My favourite Every Girl activity was: 
_______________________________________________________________________________ 

21. My least favourite Every Girl activity was: 
_______________________________________________________________________________

22. If I could change one thing about the program what would it be?
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

23. If I could give advice to another girl about doing the Every Girl program I would say: 
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
24. Something else I want to share with you is:
_______________________________________________________________________________
[bookmark: _Toc451942562]Checklist for Principals:

 Has the MOU been signed?
 Which students will be nominated for the program (note it’s for 10-13 year olds in grades 5 and 6)?
 What will be the workshop dates and times? 
 Which teacher or school representative will be present for the workshops? 
 Who will be the key contact for the Every Girl facilitator?
 What capacity is there to engage with other classes or teachers for the Week 8 community project workshop which is a program requirement for participants?
 Has a school orientation for the facilitator been scheduled? 


[bookmark: _Toc451942563]Every Girl Program Memorandum of Understanding

Purpose
The purpose of this MOU is to form an agreement between the following parties for the delivery of the Every Girl Program. 

	School name:

[Organisation]:

Program:	

Venue:

Commencement: 

Completion: 

Program Times: 

Program Duration:





Agreement
The above parties agree to the following arrangements for the duration of the program including its evaluation:

Roles and Responsibilities

[Organisation] responsibilities regarding the Every Girl program:

· The program is free of charge for participants and schools.
· The program consists of eight, 1.5 hour workshops, usually completed in eight consecutive weeks.
· There will be a community engagement activity completed within the timeframe of the program.

School responsibilities regarding the Every Girl program:

· To support participants to attend all eight workshops.
· To provide a school representative to attend all eight workshops.
· To provide an appropriate space for workshops.
· To communicate with [Organisation] any schedule changes prior to scheduled workshop dates.
· To support facilitators with using school policies and procedures.

All staff have checks for child related work relevant to each state and territory (Working with Children Checks, Working with Vulnerable People or Criminal History assessments), and experience in their roles.


Resources
(ORGANISATION): has provided the program outline and participant evaluation documents to a school representative. 

Discipline
The school has provided the whole-school discipline plan to the [Organisation] and disciplinary procedures for disruptive students has been discussed between parties prior to program commencement.  

Generally the steps will be as follows:

Step 1. Respond to inappropriate behaviour: Acknowledge and address the inappropriate behaviour.  Link the behaviour to the classroom rules (that should be displayed in the classroom) and make links to the RESPECT Working Agreement. 

Step 2. Request for inappropriate behaviour to stop.  Use firm, direct and specific statements to remind children of rules or the consequences of breaking them.
Step 3. Act according to whole school disciplinary procedures. 

Key school stakeholders including classroom teachers, Principals, Assistant Principals and Welfare Co-ordinators will flag which students exhibit challenging behaviours and what their personal behaviour management plans are prior to program commencement. 

	Name:

Position:

School:

Signature:

Date: 

	Name:

Position:

Organisation:

Signature:

Date:













	



Permission for participation very Girl
(INSERT NAME OF SCHOOL) is working with [Organisation] to provide Every Girl to approximately (INSERT NUMBER) participants from (INSERT DATE).  The program will occur during the school day on school premises, and no special provisions are needed to attend.

I, __________________________________, give permission for
(please print parent/guardian name)

____________________________________, to participate in the Every Girl program.
(please print name of student)

_________________________________      ____ / ___/_____
(please sign name) 				 	(date)
The Every Girl program provides girls aged 10-13 with the opportunity to develop their own leadership identity in order to achieve societal transformation in a way that is relevant to their lives, whether this is with their family at home, their peers at school or within their broader community. The program aims to create a respectful, age appropriate and culturally safe environment where they can explore and articulate their individual strengths and values. This assists them to reframe negative and unrealistic attitudes and perceptions of themselves into more positive and helpful perspectives, thus helping them to bolster their self-esteem. It also aids participants to better understand the community in which they live, thus expanding on their sense of belonging, their individual and collective ability to influence change and building their resilience.

Every Girl enhances girls’ understanding of human rights and aims to assist participants to find their personal voice. This is done by helping them to identify and communicate their views on a community issue.  Then they are given an opportunity to develop and apply their problem solving and interpersonal skills through collectively planning and implementing a community project that aims to influence community change. The eight weekly modules engage various learning styles- arts, music, discussion and group activities- to ensure that all participants have an opportunity to utilise their strengths, are engaged and can thrive.

By signing this permission slip parents/guardians are allowing their student to participate in the full Every Girl Program.

Please return this permission slip to (person) by (date).






Permission to Photograph

I_____________________________ (parent/guardian name) consent to [Organisation] collecting my child’s personal information in the form of photographs or electronic images and using these in an ethical manner for the purpose of promoting and delivering the Every Girl program.
I understand that their own name and personal details will not be used, however their identity may be revealed by descriptive text or commentary. 
In particular I give consent for _____________________________ (participant’s name) to participate in a photographs and/or digital recording to be used: 
1. on the websites for Every Girl, and [Organisation] to provide an overview of the program to the public, interested schools, funders and current, past and potential participants;
1. to promote the program in other forums, such as giving a presentation on Every Girl at a conference.
I understand that there will be no financial or other remuneration for recording the participant, either for initial or subsequent transmission or playback.
[Organisation] undertakes that these multimedia materials will only be used for the following five years.
_________________________________      ____ / ____ / ___
(please include name and signature) 		(date)




Every Girl School Feedback Form

Thank you for participating in the Every Girl program!
We would greatly appreciate if you could take a few minutes to answer this quick feedback form.
School: ___________________________________________________ Date:___________________
Number of girls: _______________  Grade(s) or Year Level(s) participating:_____________________
Please rate how much you agree to the following.  5 being “I strongly agree” and 0 “I strongly disagree”. 
	1. Signing up to the program presented no difficulties
	1
	2
	3
	4
	5

	2. Information regarding the program was clear
	1
	2
	3
	4
	5

	3. Communication with [Organisation] was effortless
	1
	2
	3
	4
	5

	4. The program was in line with the school’s expectation
	1
	2
	3
	4
	5

	5. The facilitator engaged all participants
	1
	2
	3
	4
	5

	6. The participants were interested and motivated
	1
	2
	3
	4
	5

	7. The school would be interested in running the program again
	1
	2
	3
	4
	5

	8. I would recommend the program to another school
	1
	2
	3
	4
	5

	9. The school would you be interested in a similar program for boys
	1
	2
	3
	4
	5



The program is currently funded for girls aged 10-13 years old. Is there anything you would like to say to [Organisation] about the program?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Have there been any benefits for participants since they participated in Every Girl?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Any further comments or suggestions:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
THANK YOU!

Important information for facilitators regarding working in schools

Schools can be overwhelming space for visitors to step into as they are bound by many government requirements. It is for this reason it is very important that facilitators meet with a school representative to have a school orientation before the program delivery can commence. 
During this school orientation, facilitators should be given a brief OH&S induction and taken through parts of the schools operating manual that relates to you.  
Although processes and procedures may vary slightly between schools, the below sections outline the things that [Organisation] requires you to consider and abide by, in the absence of more specific Policies and Procedures at the school. 
· Section 1: Emergency and Risk Management
· Section 2: School operations
· Section 3: Duty of care / Mandatory Reporting 
· Section 4: Discipline 
· Section 5: Facilitators general information 

Facilitators should ensure that they have clarified and are familiar with the local state and territory legislation, requirements and contact details.  
SECTION 1: EMERGENCY AND RISK MANAGEMENT 
Emergency Management Plan:  An emergency management plan is intended to detail the school's response to a range of incidents such as fire, flood, natural occurrences and man-made occurrences that put the school, students or staff at risk. 
All schools should have an emergency management plan that provides broad guidelines for all incidents and events. Facilitators need to have a basic induction with school led staff to familiarise themselves with emergency management plans. E.g. fire evacuation procedures, medical emergency, school lockdowns, intruder alert, bomb threat, severe weather conditions.
Duty of care requires facilitators to have a school induction that outlines the school operations plan and emergency management plan.  
Facilitators require a School Operations Induction, OH&S Induction and Emergency Management Plan induction and Mandatory Reporting Process before training can commence. 
Communications in case of Emergency/Incident: Facilitators should complete the table provided ‘Communications in Case of Emergency/Incident’ on p.21 with the relevant key contacts in the state or territory.  
Below is a checklist of documents and inductions facilitators require before program delivery can commence.


Risk Management Checklist
	Document
	Received 
	Date 
	Notes

	Local Area Map / School Map
	
	
	


	Evacuation Map / Routes
	
	
	


	Lockdown safe areas
	
	
	


	Location of extinguishers, hose reels & fire hydrants
	
	
	


	Lockdown checklist
	
	
	


	Useful contacts
	
	
	


	Location of first aid kits
	
	
	


	Action card – staff instructions – Evacuation
	
	
	


	Action card – staff instructions – Lockdown
	
	
	


	Medical Alerts
	
	
	


	Individual Student Medical Action Plan
	
	
	


	Whole school Discipline plan
	
	
	


	Students with special needs management plan 
	
	
	


	Individual Behaviour Management Plan
	
	
	


	INDUCTION
	
	
	


	OH&S Induction
	
	
	


	School Operations Induction
	
	
	


	Emergency Management Plan Induction
	
	
	


	Mandatory Reporting 
	
	
	






[bookmark: _Toc271643921][bookmark: _Toc271709541]Communications in Case of Emergency/Incident

	Incident occurs
	CALL
	000
Police/Ambulance/Fire Brigade

	· 
	CONTACT

	__________________   Primary School



	Advise
	WHO
	· The number and name/s of persons involved.
· Name of the person reporting the emergency/critical incident.

	· 
	WHAT
	· The nature of the emergency/critical incident.

	· 
	WHEN
	· The time you became aware of the emergency/critical incident.

	· 
	WHERE
	· The location of the emergency/critical incident and contact phone numbers if the emergency/critical incident is away from the school.



	Service
	Phone Number

	Police
Ambulance
Fire Services Authority MFB/CFA
	000
(Life-threatening or time critical emergency OR Non-life threatening incident)

	State Emergency Service
	Number

	Key contact at School 
	Request Emergency Key Contacts at each school

	Key contact local [Organisation]
	Number

	State or Territory 
Child Protection Contact 
	Number of relevant state department or organisation



See: ‘escalation procedure’ below for the processes for facilitators in case of incidents, issues, grievances or complaints. 

SECTION 2: SCHOOL OPERATIONS

Storage of personal belongings: Facilitators need to be aware of the dangers of leaving money and valuable personal property in their classrooms. The school can accept no responsibility for stolen property so personal belongings need to be kept under lock and key at all times.  Ask the Key School Contact (KSC) where you can safely store your belongings. 

Internal communications: Facilitators are to prepare their own correspondence to students regrading school activities.

External communication: Drafts of formal written communications to parents should be approved by the Principal, e.g. notification of a school event, community engagement activity.   

Treating Injured Students: 
If an injury occurs in your classroom: If a student is injured or becomes ill whilst in the classroom, the teacher will send them, accompanied by other student, or adult, to the Office for treatment.   It is the teacher’s responsibility to send a form indicating to the administrative staff the treatment and/or procedures recommended.  Treatment will be provided by the First Aid Officer/administrative staff according to the procedures outlined above. The administrative staff member will then notify the class teacher of the treatment using the forms located in the First Aid Room. The student will be returned to the classroom, left supervised in the First Aid Room or collected by the parent, depending on the nature of the illness or injury.

Medication: Students who require medication during the school day must have documentation relating to dosage and time to be administered. Only the office staff or principal class staff are to administer medications.  Appropriate details of all medication administered to children must be recorded in the Register located in the office. Under no circumstances should any medication, including paracetamol, be given to a child without written permission. During your initial consultation with the school, ask the school contact person if there are any students on medical management plans, e.g. diabetes, asthma, anaphylaxis, diabetes, etc. All students who have injured themselves on the head area must be sent to the sickbay.  A staff member from the office area will contact the child’s parent/s to notify them of the injury.  Report to the office to document the injury. 

Occupational Health and Safety:

Facilitators: 
· have a duty to take care for their own health and safety and of others affected by their actions
· should comply with the school’s safety procedures and directions agreed upon
· must not wilfully interfere with or misuse items or facilities provided in the interest of health, safety and welfare of school employees and students
· must, in accordance with agreed school procedures for accident and incident reporting, report potential and actual hazards to the Principal 
Teacher / Facilitator Illness or accident:
· If you suffer an injury at school, inform the Principal or Assistant Principal and complete the relevant documentation.
Smoking:
Staff and visitors are not permitted to smoke on school grounds. This is in accordance with Government policy.
SECTION 3: DUTY OF CARE / MANDATORY REPORTING

Duty of Care

School staff and facilitators have a duty of care to protect the safety, health and wellbeing of children in their care. If they have concerns about the safety, health and wellbeing of children in their care they should take immediate action by making a report.  In cases where facilitators have concerns about the safety and wellbeing of a child or young person, you should notify the Principal and your Key School Contact (KSC) of your concerns and the reasons for those concerns (See: ‘Making a report’ below for more information).

General Care
Teachers/ Facilitators are expected to supervise the students in their care at all times so that a safe, orderly and harmonious school environment is maintained. Teachers/ Facilitators are required to ensure that their classroom provides a secure and safe learning environment for all students. Students are not to remain unsupervised in classrooms and classroom supervision should ensure that all students are observing the school rules and behaving in an orderly manner. Classroom noise levels should be reasonable and not intrude on the rights of students and teachers in neighbouring rooms.
Most facilitators are not trained counsellors, and are not expected to know all the right answers when participants identify potentially harmful or big issues during a workshop. Talking about human rights can (and should!) make all of us reflect on our personal stories, but sometimes young people disclose very personal and troubling things about themselves or their families in these conversations. 
Defining child abuse and neglect 

Child abuse and neglect refers to any behavior by parents, caregivers, other adults or older adolescents that is outside the norms of conduct and entails a substantial risk of causing physical or emotional harm to a child or young person[footnoteRef:3].  Child abuse and neglect can have a significant effect on a child’s physical or emotional health, development and wellbeing.    [3:  Australian Institute of Family Studies, ‘Child Family Community Australia (CFCA) Resource Sheet: Reporting abuse and neglect – State and territory departments responsible for protecting children’, Commonwealth of Australia, viewed 25 May 2016, <https://aifs.gov.au/cfca/publications/reporting-abuse-and-neglect> 
] 


Types of child abuse include:
· physical abuse
· sexual abuse
· emotional abuse
· neglect
· medical neglect
· family violence
· sexual exploitation 
· human trafficking 

Mandatory Reporting
Whilst the mandatory reporting laws vary across state and territory jurisdictions, the Victorian laws are listed below as they set a good benchmark for organisations in all states and territories.  However, facilitators should be aware of their obligations that comply with set laws operating in their state or territory.
Mandatory reporting laws describe the conditions under which an individual or particular occupations are legally required to report suspected cases of child abuse and neglect to the relevant government agency in their jurisdiction.  Mandatory reporters, who believe on reasonable grounds that a child or young person is in need of protection from physical injury or sexual abuse, must report their concerns to the relevant government agency in their jurisdiction to ensure all reasonable steps have been taken to remove or reduce that risk.  
In Victoria, any person 18 years or older must make a report if they form a reasonable belief that a sexual offence has been committed in Victoria against a child (under 16 years of age) by another person of or over the age of 18 years.  Other mandatory reporters are registered medical practitioners, midwives and registered nurses, teachers registered or granted permission to teach under the Education, Training and Reform Act 2006, principals and police where:
· They form a belief on reasonable grounds that a child is need of protection from physical injury or sexual abuse; 
· the parents cannot or will not protect the child;
· and the belief is formed in the course of practicing his/her position of employment.[footnoteRef:4] [4:  ‘Child Protection Toolkit: What every not-for-profit organisation must do NOW’ created by Moores Legal Pty Ltd and published by Our Community (2016), viewed 14 June 2016 
< https://www.communitydirectors.com.au/files/ICDA/Child_Protection_Toolkit_2016_Online.pdf >] 

Making a report 
Step 1: In cases where facilitators have concerns about the safety and wellbeing of a child or young person, you should notify the Principal and your Key School Contact (KSC) of your concerns and the reasons for those concerns. The school representative should then act according to the set laws in their state or territory in terms of whether they should make a report about the child or young person and to whom the report should be made.
Step 2: The Principal, KSC or a school representative should then report their concerns to your state or territory based Child Protection Government Department or another appropriate agency.
Step 3: Facilitators need to keep comprehensive notes and make a written record of the report according to the policies and procedures of the local Member Association which commonly includes the following information:
· child’s name
· date and time the report was made
· a summary of what was reported
· information that has led to concerns about the child's safety (e.g. physical injuries, student behaviour)
· the  source of this information (e.g. observation of behaviour, report from child or another person)
· the actions taken as a result of the concerns (e.g. consultation with principal, report to Child Protection etc.).

Step 4: Make a copy for your records and report the incident to the relevant staff member according to the policies and procedures of the [Organisation], and seek supervision support as well as de-briefing counseling services if necessary.
Discuss Confidentiality with your participants
Please know for yourself, and explain to the participants, that what is discussed during the workshops should be respected and not repeated outside the program. It’s a delicate balance because you as a facilitator want to create a safe space where girls can talk about ideas, share their stories, and ask questions without fear of being ridiculed or repeated out of context. However, it’s important to convey that there are limits to confidentiality and wherever there is a risk of physical, emotional or sexual harm to participants or others, information will not be kept confidential.  It’s important for students to think about how much they want to share before speaking up because it just might end up on a Facebook page or tweeted to thousands in minutes. It’s every one’s responsibility to make sure only the stuff we want out in the world gets out in the world.
SECTION 4: ISSUE ESCALATION PROCEDURE

Grievances or complaints

Facilitators must:
· ensure that participants and school representatives have access to a comments, complaints and feedback process 
· deal with issues raised by participants and school representatives/carers fairly, promptly and confidentially
· follow internal escalation process of [Organisation]

Local Coordinators must:
· follow internal escalation process of [Organisation]

Incident Reporting 

Facilitators and Local Coordinators must:
· follow incident reporting process of local Member Association
· make a written record of the report according to the policies and procedures of the [Organisation]
· send the written record to the relevant staff member of the [Organisation] according to the policies and procedures of the [Organisation]











SECTION 5: DISCIPLINE

Discipline
Schools that provide a safe and respectful learning environment create the foundation for all students to realise their learning potential. However, many schools, principals and teachers are faced with students whose behaviour poses challenges to maintaining order in the classroom.

Discipline is best handled at the classroom level, led by the classroom teacher. During your initial consultation with your Key School Contact (KSC), ask the school if they have a whole-school discipline plan.  Each school should have established classroom agreements with appropriate consequences. During your meeting ask what the appropriate plan of action is if disciplinary incidents should occur.  Key school stakeholders including classroom teachers, Principals, Assistant Principals and Welfare Co-ordinators should also flag which students exhibit challenging behaviours and what their personal behaviour management plans are. 
Managing Challenging Behaviours in the Classroom: 
Step 1. Respond to inappropriate behaviour: Acknowledge and address the inappropriate behaviour.  Link the behaviour to the classroom rules (that should be displayed in the classroom) and make links to the RESPECT Working Agreement. 

Step 2. Request for inappropriate behaviour to stop.  Use firm, direct and specific statements to remind children of rules or the consequences of breaking them.
Step 3. Act – 
· Scenario 1 - If children comply with the direction, their behaviour can then be acknowledged positively. 

· Scenario 2 – If children do not comply with the direction: Take action and enforce consequence. For example, if a student continues to distract others after being reminded not to do so, the consequence is that they will have to work away from others.  Consequences might include being moved in the classroom, a loss of privileges, or staying in during a break to finish work or tidy up a mess (where a teacher needs to be present). Consequences should never be harmful or humiliating. 

Step 4. If extreme behaviour continues to disrupt teaching and learning: the child goes to a particular place in the classroom, designated as the ‘time out’ or ‘cool down’ area.  Whilst in this area they are supported by the Supervising Teacher where they can discuss the individuals Behaviour Management Plan. The teacher will develop and model problem solving strategies that children and facilitators can use if the challenging behaviour continues during subsequent sessions.
Step 5. Do not exit the child form the classroom under any circumstances, this is the supervising teacher’s responsibility. 
Step 6. Facilitators will keep a written record of all instances of serious misbehavior and forward to supervising teacher and [Organisation].  



Strategies for Promoting Positive Behaviours 
Build relationships
Communicating interest and positive regard for the child helps to build a relationship and encourages cooperation. 
Use positive reinforcement
Look out for and praise the student’s appropriate behavior, ongoing links should also be made to the learning outcomes of each module and the RESPECT group working agreement. Be sure to emphasise when the child is doing things right.
Have positive expectations of all students
Create a classroom environment that affirms positive behaviour in all students. Ask your KSC what the established classroom rules are so you’re clear of expectations of behavior. It is important that they’re reinforced consistently. It often works well when students contribute to the construction of the rules and have a sense of ownership of them (Refer to Module 1 group work agreement).
Avoid power struggles
Whenever possible, give students options and avoid direct commands.
Establish a ‘cool down’ strategy
Children who are prone to angry outbursts can manage them better if they have an appropriate ‘cool down’ strategy. This might include using an ‘anger thermometer’ to tell them when it’s time to take a deep breath or walk away from an angry confrontation. 
Use positive strategies
Responding positively to your child’s appropriate behaviour is essential. Both praise and incentive programs (star charts) can be very useful in encouraging positive behaviour.
Match level of instruction to the child’s ability
Make sure what is being taught is appropriate to the child’s ability. If the work is too difficult (or too easy) the student will be frustrated and problems may escalate.
Make learning fun
When students have completed set work, allow time to do something they find more enjoyable. For example, access to a computer may encourage a student to work well.
Support belonging through structured activities
Children with disruptive behaviours often feel alienated from others. Structure activities to ensure that the student with the behavioural difficulty feels that he or she belongs in the group.
Be clear, consistent and fair
Clear rules and consistent, reasonable consequences for misbehaviour are important. It helps when these rules are clear and fair to everyone. They should be discussed thoroughly and calmly in advance so that the child understands the rules and the reasons for them before any misbehaviour occurs. This is important to show these children that they are not being unfairly picked on.
Help children to understand and manage their emotions
Feelings like frustration and anger often trigger behavioural problems in children. Teaching children how to recognise and manage their emotions is very helpful for developing children’s self-awareness and self-control.

SECTION 6: FACILITATOR GENERAL INFORMATION 

Dress code
At [Organisation], we believe that all staff should take pride in their appearance.  The way that our staff presents themselves establishes a sense of professionalism, respect and pride towards [Organisation] and its community.
The minimum dress code requires that:
· staff wear clothing commensurate to a professional work environment.
· inappropriate footwear should not be worn e.g. thongs, ‘crocs’, open toe shoes.
· staff wear clothing that is not revealing.
· clothing is not to display inappropriate logos, promote inappropriate products or contains inappropriate language or messages.
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