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A message from key school bodies
College Council
The College Council is an integral part of the College and meets together at least 6
times per year. The Council chair is in touch with the principal over many matters in
between meetings and is kept up to date on all of the major issues pertaining to the
college. The council is made up of committed parental support as well as members
from the Greater Sydney Conference of the Seventh day Adventist church. The Council
takes an active role in many areas of college life such as the development of new
buildings, academic achievements, staff issues and student support. The council
members have chosen to belong to the council for the simple reason that they believe in
the vision and mission of the College and want to support the principal and
administration in making the College the absolute best school in the area, for all
stakeholders involved in the daily challenge of running a P-12 campus. The council also
supports the Chaplaincy program of the College, which plays a vital part in supporting
parents, staff and students. There is 1 full time Chaplain and 2 part time Chaplains who
spend a lot of time in classes supporting the teachers in their daily interaction with the
students, as well as helping parents through any traumas that may come their way.
Student Representative Council (SRC)
The Students appoint prefects from the Junior, Middle and Senior schools to create the
SRC. The students join together to work on specific issues they all feel need improving
on for the good of all students. They work together in specific areas such as fundraising
for Genes for Jeans, The Bible Society and collecting for the Year 11 mission trip. The
SRC meet with the Chaplain at least once a term. The Senior Prefects meet on a more
regular basis as they are involved in the planning of more activities over the year.

2

Contextual information about the school

Mountain View Adventist College is located in Doonside and is on the fringes of a property
boom happening in Doonside, Quakers Hill and along the main roads servicing the M7 and M4.
In 2014, the numbers rose by 10% from Prep to Year 12. The fees were decreased in 2012 to
reflect the financial needs of the parents, living in a low socio economic area. That being said,
MVAC has a large bus fleet that picks up children from Penrith, to Liverpool and Fairfield area,
as well as locally. This provides a broad diversity in the socio-economic status in the College
community.
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We are into our third year of a NSW Literacy and Numeracy Action Plan grant. This is a grant of
over $100 000 per year, spread through to 2016, which targets improved literacy and numeracy
of our Early Stage 1, Stage 1 and 2 students. One of the major spin offs of this grant is the
amount of professional Development that each K-4 teacher is involved in, particularly with
literacy and numeracy. The teachers are learning different ways of not only teaching the
students to increase their literacy and numeracy, but learning divergent ways to select samples
of work, how to evaluate their work and how to show the student’s growth, through a more
thorough way of collecting data.
MVAC is split into three different schools on one site – Junior (Prep – Year 4), Middle (Years 58) and Senior (Years 9-12). This staging was made on philosophical reasons to better engage
students with targeted age appropriate programs in each of the schools.
The College is also involved with the NSW Association of Independent Schools (AIS), with
grants of $7000 per year for two years, to support the staff in the area of Reporting and
Assessing. The College believes that it has a duty to all parents and students to not only
assess the students in the correct manner, but to be reporting the outcomes of the learning in a
true and professional way. Because of this imperative the staff began in 2014 the process of
building up the profile of Assessment and Reporting at the college. This process will be
completed by the end of 2015.
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Student performance in National and State-wide tests and
examinations
3.1 Student outcomes in standardised national literacy and numeracy testing
Literacy
Language Conventions includes Reading, Writing, Spelling, Grammar and Punctuation.
Reading
Year

% below national
minimum standard

% at national minimum
standard

% above national
minimum standard

Calendar
Year

2012

2014

2012

2014

2012

2014

Year 3

-

12%

-

21%

-

67%

Year 5

0%

3%

80%

20%

20%

77%

Year 7

19%

2%

43%

25%

38%

73%

Year 9

4%

11%

50%

31%

46%

58%

Writing
Year

% below national
minimum standard

% at national minimum
standard

% above national
minimum standard

Calendar
Year

2012

2014

2012

2014

2012

2014

Year 3

-

5%

-

17%

-

78%

Year 5

0%

6%

45%

26%

55%

68%

Year 7

17%

18%

58%

39%

25%

43%

Year 9

11%

30%

41%

61%

48%

9%

Spelling
Year
Calendar
Year

% below national
minimum standard

% at national minimum
standard

% above national minimum
standard

2012

2014

2012

2014

2012

2014

Year 3

-

7%

-

21%

-

72%

Year 5

6%

3%

59%

12%

35%

85%

Year 7

2%

8%

47%

22%

51%

70%

Year 9

9%

13%

60%

22%

31%

65%
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Grammar and Punctuation
Year
Calendar
Year

% below national
minimum standard

% at national minimum
standard

% above national minimum
standard

2012

2014

2012

2014

2012

2014

Year 3

-

12%

-

24%

-

64%

Year 5

9%

6%

53%

18%

38%

76%

Year 7

17%

6%

58%

24%

25%

70%

Year 9

4%

6%

62%

37%

34%

57%

Interpretative Comments
The College regularly accepts new students into its classes who have been previously
disengaged in education and need time in the College to improve their skills. The College has
an active plan to address the Literacy and numeracy skills of the students in general and those
with particular weaknesses specifically. The results for these students shown above when
compared to when these students were last tested (two years ago) show a significant
improvement with the percentage of students moving to above the national minimum standard
increasing in most cases.

Numeracy
Numeracy incorporates Number and Data, Patterns and Algebra, Measurement Space and
Geometry.
Year
Calendar
Year

% below national
minimum standard

% at national minimum
standard

% above national minimum
standard

2012

2014

2012

2014

2012

2014

Year 3

-

2%

-

27%

-

71%

Year 5

3%

6%

74%

43%

23%

51%

Year 7

16%

4%

50%

27%

34%

69%

Year 9

4%

2%

58%

24%

38%

74%

Interpretative Comments
The results for these students shown above when compared to when these students were last
tested (two years ago) show a significant improvement with the percentage of students moving
to above the national minimum standard increasing in all cases. These excellent results for
numeracy are the result of a lot of extra work from the teaching staff.

3.2$ Record$of$School$Achievement$!
Item

Students

Number of Students studying in Year 10

44

Number of ROSAs issued by the BOSTES in
2014 to MVAC students

1
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3.3 Results of the Higher School Certificate Examination
Subject

No of
students

Performance band achievement by number and/or %
Bands 6 - 3

Bands 2 - 1

Biology

7

School
State

43%
96%

School
State

57%
4%

Business Studies

16

School
State

57%
89%

School
State

43%
11%

CAFS

17

School
State

83%
92%

School
State

17%
8%

Design/Technology

7

School
State

86%
95%

School
State

14%
5%

English

29

School
State

66%
86%

School
State

34%
14%

Information
Processes &
Technology

9

School
State

100%
89%

School
State

0%
11%

Legal Studies

16

School
State

56%
83%

School
State

44%
17%

Mathematics
General 2

8

School
State

100%
75%

School
State

0%
25%

Mathematics

3

School
State

100%
91%

School
State

0%
9%

Mathematics
Extension 1

2

School
State

50%
84%

School
State

50%
16%

Music 1

6

School
State

100%
97%

School
State

0%
3%

PDHPE

9

School
State

56%
88%

School
State

44%
12%

Physics

1

School
State

100%
91%

School
State

0%
9%

Studies Of Religion

29

School
State

55%
90%

School
State

45%
10%

Visual Arts

5

School
State

100%
97%

School
State

0%
3%
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Interpretative comments for Higher School Certificate results
Many of the students studying at the College come from low-socioeconomic backgrounds with
parents who work in the unskilled economy. These students have very little expectations about
the future placed on them from home. The College has an active plan to promote the possibly of
tertiary studies to students studying in the senior school and is constantly seeking ways to
encourage students to do better in their studies. The College is pleased with the increase in
numbers of Year 12 students over the last few years that are getting placements in tertiary
courses in Universities and TAFEs. This will continue to be a strong focus in the College’s
initiatives.

4

Senior secondary outcomes

Percentage of students in Year 12 undertaking vocational or trade training:

65%

Percentage of students in Year 12 attaining a Year 12 certificate or
equivalent VET qualification:

95%

5

Professional learning and teacher standards

5.1 Professional Learning
Areas of professional learning

Teachers
(number or group)

After School coaching

6

Child protection

40

Anaphylaxis training

38

CPR training

38

Behaviour management

4

Work, Health and Safety x 3 sessions

40

Various day or afternoon learning

10

Early Numeracy

15

Minilit

3

Multilit

3

DIBELS literacy tracking System

14

Senior Mathematics

3

Ants in apple

14
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Areas of professional learning

Teachers
(number or group)

Early Numeracy – second round

15

GOTAGS

8

Emotional & development wellbeing

3

Literacy/numeracy planning

3

Quality Schools training

40

National consistent collection of data

2

Language for learning

40

Numeracy workshop

11

Speech and language

8

Learning to read and develop vocab

8

Number worlds

4

SPELD – teaching/assessing reading

1

Numeracy mentoring

14

ADHD understanding

40

Assessing phonemic awareness

8

Behaviour management

2

Phonemic awareness

8

Learning of ADHD, Dyslexia

1

Action planning

3

Teacher librarian course

1

Masters course

5

Total Staff PD experiences:

453

Average cost per teacher for
professional learning:

$100

5.2 Teacher standards
Categories of Teacher Standards

Qualifications
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teachers who have teaching qualifications from a
higher education institution within Australia or as
recognised within the National Office of Overseas
Skills Recognition (AEI-NOOSR) guidelines, or

Education
qualification
Doctorate
Masters degree
Graduate Diploma
Bachelors degree
Diploma

40

teachers who have qualifications as a graduate
from a higher education institution within Australia
or one recognised within the AEI-NOOSR
guidelines but lack formal teacher education
qualifications, or

Doctorate
Masters degree
Graduate Diploma
Bachelors degree
Diploma

0

teachers who do not have qualifications as
described in (i) and (ii) but have relevant
successful teaching experience or appropriate
knowledge relevant to the teaching context. Such
teachers must have been employed
- to 'teach' in NSW before 1 October 2004 (either
on a permanent, casual or temporary basis)
and
- as a 'teacher' during the last five (5) years in a
permanent, casual or temporary capacity

These teachers
work under the
direction of
another teacher
and are registered
as transition
scheme teachers
with the NSW
Institute of
Teachers unless
he/she is a LOTE
teacher

0

Total number of
teachers in school

40

Workforce composition

Our staff are from varied backgrounds, but at present none are indigenous. Besides Australia
staff come from Fiji, Tonga, Samoa, Mauritius, Columbia, New Zealand, South Africa and Chile.
They have varied ages from graduate teachers to teachers with 35 years of experience.
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Student attendance rate and non-attendance

7.1 Average Year Level Attendance
Year Level

Average
Attendance (%)

Kindergarten

92

Year 1

90

Year 2

92

Year 3

89

Year 4

88

Year 5

83

Year 6

90

Year 7

88

Year 8

83

Year 9

85

Year 10

84

Year 11

83

Year 12

95

Total school attendance average

88

7.2 Management of non-attendance
Each roll teacher takes note if a student is away for more than 3 days. If so, the office will ring
the parent to see where the child is.
If a child is away on intermittent days at a regular rate, the office will also talk to parents and
students and let them know of the importance of school.
If students struggle with getting to school on time, the Deputies will talk to the students as well
as the parents about what is required.
The roll teacher will continue monitoring student attendance, and will inform the Principal or
Heads of Schools if a child’s attendance falls below 85% and will continue to report while it is
below this level. If the attendance rate goes below 80% the College administration will organise
a Family Conference consisting of the parents or guardian, homeroom teacher, school
counsellor and the Head of School. This conference will develop a plan to manage attendance.
If this plan is unsuccessful the following strategies may be used:
(1) Compulsory Schooling Conferences
(2) Written agreed undertakings
(3) Compulsory Schooling Court orders

Page 10 of 26

ANNUAL REPORT 2015
Reporting on the 2014 Calendar Year

Mountain View Adventist College
Seventh-day Adventist Schools (GS) Ltd

(4) Reporting the family to community services for “Failure to Educate”
If none of these strategies are successful the College Council may terminate enrolment and
report the case the local Home School liaison officer.

7.3 Retention from Year 10 to Year 12
Percentage retention rate: 88%

8

Post School Destinations

No students left during the college year. The following is a collation of information the college
could collect from the HSC 2014 students.
Cohort of 30 students:
11 – University
8 – full time work (one as a Store Manager, one as Events manager at a Sydney elite football
club)
2 – having a gap year and deferring their Uni offer
4- TAFE
5 - unknown

9

Enrolment Policies and characteristics of the student body

Enrolment Policy
Mountain View is operated primarily for the benefit of the members of the Seventh-day
Adventist community but is open to students without regard to their ethnic background, sex, or
national origin. While no religious test is applied, all students are expected to live in harmony
with the College’s standards and regulations, show respect for the Word of God and to attend
the regular religious classes and activities of the College. Every effort is made to provide
opportunity for both girls and boys to participate in all activities and, as far as possible, the
College attempts to accommodate disadvantaged or disabled students. There is no
discrimination given towards these students when a parent enrols them.
All applications for admission are processed by the Principal, Business Administrator and Admin
Office. Students accepted into the College are required to apply for re-enrolment in subsequent
years.
Guidelines for Admission to the College
A child who turns five years of age prior to 30th June, the year commencing Kindergarten, may
be admitted to the class after an evaluation has been made concerning the child’s readiness for
school attendance.
Students wanting to attend Prep can only enrol once they turn 4 years of age. The College
admits students into the Prep class throughout the school year.
If class sizes are around the maximum recommended by the Conference, then careful
consideration needs to be given as to the advisability of taking on extra pupils. This should
generally be done in consultation with the teacher concerned and with the Principal. The
teacher’s experience and expertise, the special needs of the class and the ease with which the
teacher is handling the current load should be considered.
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The College endeavours to enrol all children with Adventist parents in the serviced area of the
College.
Procedure
When parents contact the school about a new admission, they should be referred to the
Principal, Head of School or Marketer.
They will:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Answer questions
Invite parents to come in for an interview
Discern whether they are Adventists or not.
Check if any court orders apply, when parents are separated or divorced.
Sight and copy reports from previous schools or educational or medical specialists.
Arrange a guided tour of the College and introduce them to the appropriate teacher.
Discuss transportation of the student to and from College.
Inform them of the appropriate fee structure.
Offer them a Handbook and Enrolment form to complete.
Show them the appropriate uniform for their child’s year.
Send a letter of acceptance and place name on MAZE
If the child is accepted, explain transport, canteen and routine procedures.
Place name on Admission Register and Class Roll when they commence.

For Kindergarten only
•

Arrange for them to come in for Orientation Day before the new year commences. This
process helps to decide if the child is ready for school or not

•

Make a copy of their Birth Certificate and their Immunisation records.

Policy updates and availability
This policy was last updated in September 2013. The full set of guidelines can be found in the
Administration Document that is held in the Office of the College. Parents can have a copy
whenever they want to.

Composition/characteristics of the student population
The majority of our students are from ethnic backgrounds. They integrate well together and
there is a healthy respect for all cultures. They celebrate their diversity by being involved with
Multicultural days and concerts throughout the college. The majority of our students are bussed
into the college from the surrounding suburbs – as far away as 30km from the college. We also
have many students coming from the low socio economic areas of Western Sydney.

10

School Policies

Student Welfare Policy
Rationale
All children have a right to feel safe and supported in their school environment. As school staff,
we have a legal and moral responsibility to ensure programs and procedures are in place to
provide support and pastoral care for students as well as providing for their physical safety at
school.
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Aim
To ensure that every child’s need for support and safety is maintained.

Implementation
This school will abide by the legislation pertinent to the provision of a safe and supportive
environment. This includes:
•

Making sure buildings and facilities are secure and evacuation procedures are in
place

•

Having in place a rigorous supervision protocol including a risk management
analysis for onsite and off-site activities.

•

Having in place codes of conduct that will ensure the rights and responsibilities of
students and staff, the application of behaviour management, a student leadership
system, and the management and reporting of serious incidents.

•

A process for receiving and processing complaints/grievances from students, and/or
parents/guardians.

•

A pastoral care plan which gives students access to counselling, provision of support
for special needs students, a scheme for the distribution of medication, and a serious
incident response mechanism.

•

Guidelines for formal and informal communication with all stakeholders

The following are the guidelines that form part of this Student Welfare Policy.
Guidelines
•

Anti-Bullying

•

Anti – discrimination

•

Students with Disabilities

•

Supervision of Students

•

Harassment

•

Education outside the classroom

•

Gender Equity

•

Chaplaincy

•

Pastoral Care

•

Drug Education

•

Aboriginal Education

•

Counselling

•

Weeks of Spiritual Emphasis

•

Accident & First Aid

•

Sun Protection

•

Incident Reporting

•

Asthma & Medication

•

Critical Incident Management

•

Gifted & Talented students
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•

Immunisation & Infectious Diseases

•

Anaphylaxis and students

Policy updates and availability
This policy was last updated in September 2013. The full set of guidelines can be obtained on
request from the College Office.

Discipline Policy
Rationale
All children have a right to a discipline system that is based on procedural fairness and
expressly prohibits the use or corporal punishment or the implicit sanctioning of such. As
school staff, we have a legal and moral responsibility to ensure that a fair and redemptive
discipline system is in place and well understood by students and staff.

Aims
To ensure that a procedurally fair and redemptive discipline system is in place.

Implementation
This school will abide by the legislation pertinent to the provision of a discipline system that is
based on the principles of procedural fairness. This includes the right of the student to:
•

Know the allegation and any other information related to it.

•

Know the process by which the matter will be considered

•

Make a response to the allegation

•

Know how to have any process or decision reconsidered.

•

Expect impartiality in the investigation and the decision making

•

An unbiased decision-maker

Corporal Punishment
This school expressly prohibits corporal punishment in any form or the implicit sanctioning of
such.

Responsibilities of Administration
Principal and Heads of Schools will ensure that:
•

A commitment to student welfare underpins all policies and activities of the College

•

The College community reviews policies and practices related to student welfare on a
regular basis

•

The College Student Support Policy is continually being reviewed

•

Students, staff and parents are assisted to develop and implement all of the policies
developed within the College

•

Expect teaching and support staff to acquaint themselves with the guidelines within
the college relating to student welfare and management

Teaching and support staff will:
•

Ensure that they are familiar with the Student Welfare and management guidelines

•

Contribute to the provision of a caring, well managed, safe environment for all
students and fellow staff members
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Participate in the learning and teaching process in ways which take account of the
student needs

Students will:
•

Act according to the Student’s Rights and Responsibility document established by the
College

•

Contribute to the provision of a caring, safe environment for fellow students and staff
members

•

Participate actively in the learning process

•

Provide their views on student welfare, discipline and college decisions, through their
class representatives on the Student Council

•

Practice peaceful conflict resolution

Parents will be encouraged to:
•

Participate in the learning of their children and the life of the college, including the
review of the Student Welfare Policies

•

Share the responsibility for shaping their children’s understanding about acceptable
behaviour

•

Work with the teachers to establish fair and reasonable expectations of the College.

Discipline
Mountain View Adventist College aims to meet the needs of every student through its Behaviour
Management Policies. The College encourages each student to adopt and develop a core set of
values in harmony with Christian ethics. The two main types of behaviour, positive and
negative, are treated through different systems. The under lying focus of each system is
restorative justice, where the relationship between the students and staff is restored where
possible through necessary means.
The structured system of behaviour management is aimed at encouraging the student to selfdiscipline. Students will be instructed in appropriate behaviour and where necessary given
assistance to develop the skills needed to modify their behaviour. It is important to note that the
College focuses on negatively re-enforcing unacceptable behaviour and positively re-enforcing
acceptable behaviour in a Christian manner that restores relationships and individuals.

Key Principles
•

A Christian perspective of forgiveness, care and love.

•

A restorative approach to all relationships and individuals involved.

•

A system based on procedural fairness.

•

Fairness is always sought.

•

Discipline supersedes all other aspects of College i.e. Excursions, sports, etc.

•

Consistency in disciplining is required by individual staff and as a corporate body.

•

Sensitivity to others’ feelings and needs.

•

Development of self-discipline.

•

Clarity in the expectations of the behaviour management policy by staff and students.

•

Senior students and students holding positions of responsibility will be treated
differently to junior students.

•

Balanced approach between sensitivity and consistency.

•

Periodical review of the policy by staff.

•

Parents will be involved in the entire process.

•

All parties concerned in a matter will be able to voice their view in an open and
accepting forum
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Policy updates and availability
This policy was last updated in September 2013. The full set of these guidelines can be
obtained on request from the College Office.

Complaints and Grievances Policy
Rationale
The College is committed to providing a quality education for its students and working in an
open and accountable way that builds the trust and respect of all in our community.
It is believed that this can be enhanced by listening and responding positively to the concerns of
our parents and community members, and by putting mistakes right. Any concerns of a serious
nature will be investigated by a senior member of the College staff.

Aims
These guidelines set out the responsibility of the College to:
•

Recognise, promote and protect the customer’s right to complain about their dealings
with the College

•

handle all complaints fairly and honestly regardless of who makes a complaint

•

treat all members of the community equitably and not show bias to any particular
individual or group

•

Ensure an accessible, timely and well-publicised complaints procedure is in place

•

Recognise the need to be fair to both the complainant and the organisation or person
complained about

•

Provide a mechanism for responding to complaints in a timely and courteous manner

•

Determine and implement remedies

•

Review annually the complaints Guidelines and procedures

•

Provide adequate resources to support the complaints management process

•

Record, assess and review complaints on a regular basis to ensure responsiveness and
on-going commitment to service improvement.

Implementation
Definition
A complaint is
"An expression of dissatisfaction about the College’s action or lack of action or about the
standard of a service, whether the action taken or the service provided was by the
College itself or a body acting on behalf of the College".
A complaint is not a request for information or clarification on College policy or procedures
although these may lead to a complaint.

Record Keeping
The College Principal will keep a log of all complaints with individual files storing all documents
related to the complaint including the detail of the complaint, all the evidence gathered that was
used to make a determination, the result determination and copies of any communications
relating to the investigation of the complaint.
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Cost
Complaints at the College will be processed at no cost to the complainant.

Roles and Responsibilities
College Staff member
It is recognised that many concerns will be raised informally, and hence can be dealt with
quickly. It is the responsibility for any College staff member with any informal concerns to:
•

resolve the concern quickly

•

keep matters low-key

•

enable mediation between the complainant and the individual concerned

An informal approach is desirable. If concerns cannot be satisfactorily resolved informally, then
the formal complaints procedure should be followed.
With formal complaints it is the College staff member’s responsibility to:
•

recognise, promote and protect the customer’s right to complain

•

treat a complaint as a clear expression of dissatisfaction with our service which calls for
an immediate review and possible adjustment to that service

•

deal with the complaint promptly, politely and, when appropriate, confidentially

•

respond in the appropriate way - for example, with an explanation, or an apology, or
information on any action taken

•

learn from complaints and use them to improve service.

Complainant
It is the responsibility of the Complainant to:
•

raise concerns promptly, directly and informally with the appropriate member of the
college staff

•

explain the problem as clearly and as fully as possible, including any action taken to date
and an indication of the desired solution

•

be as dispassionate and constructive as possible about the complaint. Aggressive,
obsessive or abusive behaviour cannot be tolerated as each employee has the right to a
workplace free of such behaviour. If this negative behaviour occurs, employees are
directed to cease discussion of the problem and report the matter to a supervisor. The
supervisor may write to vexatious complainants to inform them that their behaviour is
considered to be unacceptable.

•

allow the College a reasonable time to deal with the matter, and

•

recognise that some circumstances may be beyond the College’s control.

Investigation manager
It is the responsibility of the investigation manager to:
•

Investigate the complaint in a timely way.

•

avoid bias and perceptions of a conflicts of interest by transferring the investigation to
another party if one becomes apparent.

•

keep the complainant informed particularly if the investigation is delayed.

•

Seek further resources if the investigation stagnates.

•

Maintain good records
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Communicate the finding of a formal investigation in writing.

Who can make complaints
Complaints may be made by students, parents, guardians, other key stakeholders and
members of the public.

Right for a support person
The complainant has the right to bring a support person in any meeting where they are required
to be present during the complaints and appeals process.

How to make a complaint
Many complaints can be sorted out informally by discussing the issue with the appropriate
member of staff. It is suggested that this approach be attempted before formalising the
complaint. However, if the issue remains unresolved a formal complaint can be made.
Formal Complaints can be made by:
•

Phone

•

Email

•

Letter

•

Contacting the school in person

While anonymous complaints will be investigated it should be understood that further
clarification of details and a formal response are not possible and hence the College would
prefer the contact details of the complainant.

Who is the best person to hear a complaint?
The Principal is usually the best person to give advice on who could investigate a complaint. If
the complaint relates to the Principal the Director of Education, Seventh-day Adventist Schools
(Greater Sydney) Ltd. is the best person to help you with the complaint. Contact can be made
on:
(Dr) Jean Carter
Executive Director of Education
Greater Sydney Conference
Seventh-day Adventist

Phone (02) 9868 6522

4 Cambridge Street

Fax (02) 98684520

EPPING NSW 2121

Email: JeanCarter@adventist.org.au

Matters that are Outside the Policy
A complaint will become outside the jurisdiction of this Guideline if it becomes a matter for the
courts.

The Complaints Process
Stage 1 – Receipt of the complaint
Staff members receiving complaints by phone or in person should determine the appropriate
investigating manager and redirect the call or person to that manager. If the manager is not
available, the staff member should take a message and deliver the message via email.
On receipt of a complaint by phone or in person the investigating manager should:
1. Record the details of the complaint
2. Determine the required solution for the complainant.
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3. Enquire on the desired level of confidentiality
4. Record if possible the following contact details: name, address, phone/s and email
address
This information should be used to create a written complaint, a copy of which should be
provided to the complainant.
The investigating manager should inform the principal of the complaint who will add the
complaint to the complaints log.
If there are any factors, which may affect the perception of the impartiality of the investigating
manager, he or she should stand aside on the grounds of a conflict of interest. Factors causing
a conflict of interest are, but are not limited to:
•

A close relationship to either the complainant or to the staff member being complained
about

•

Involvement in the investigation of the informal complaint, and

•

Receipt of gifts from either of the parties.

In the event of a conflict of interest the manager’s supervisor will appoint a replacement
investigation manager.
The investigation manager should contact the complainant to indicate the receipt of the
complaint and give an estimated time for the completion of the investigation.
Stage 2 – Investigation
Confidentiality is vital when dealing with complaints. Information about the complaint should be
handled on a need-to-know basis. Confidentiality for the complainant is not always possible
given the nature of some complaints; however, wherever possible it should be protected.
Every employee mentioned in a complaint should receive a copy of the complaint and be
provided with an opportunity to have a right of reply. The investigation manager may choose to
interview witnesses or further question the complainant to clarify facts.
Stage 3 - Result Determination
A determination on the complaint should not be considered until all the facts are gathered. Each
party to the complaint needs a right of reply. The result could be but is not limited to one of the
following:

Result

Explanation

Corrective Action

Complaint
justified

Behaviour is outside the
policy of the College

Apology should be drafted and
counter- signed by the Principal

Complaint
justified

Behaviour is within the policy
of the College but poorly
communicated

Apology may be issued at the
discretion of the investigating
manager. The implementation of
the policy should be edited to
prompt staff on more effective
methods to communicate in the
future

Complaint
justified

Behaviour is within the policy
of the College however is an
unforeseen and inappropriate

Apology may be issued at the
discretion of the investigating
manager. The policy should be
revised to ensure the unintended
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Explanation

Corrective Action

outcome of the policy.

event does not occur in the future

Behaviour is within the policy
of the College and has been
adequately explained to the
relevant parties

Stage 4 – Communicating the result
Ongoing communication with the complainant is essential to the smooth running of the
investigation and the reconciliation of the parties. If the expected time for the determination of a
result is extended the complainant should be notified with an explanation of the reason and a
new expected date for the result given.
The result of a complaint investigation should be communicated in writing to the Complainant. If
the complaint is justified serious consideration should be given to the wording and nature of an
apology.
This communication should be termed a preliminary finding giving the reasons for the
determination. It also should provide the complainant with an opportunity to provide any further
facts relevant to the situation but not as yet considered. The complainant should be given a
deadline for this submission.
If a submission is given, these new facts should warrant a review of the result. Once this has
been done the letter can be redrafted as a final finding and should communicate the body to
which the complainant has a right of appeal if still dissatisfied.
Stage 5 – Right of Appeal
The complainant has the right of appeal on the result of a complaint. This may include the
positions of authority within the College, Governance bodies of the College or public oversight
bodies set-up by the government. These may include:
•

The Principal

•

The Director of Education, Seventh-day Adventist Schools (Greater Sydney) Ltd.

•

The College Council

•

The Board of Directors, Seventh-day Adventist Schools (Greater Sydney) Ltd.

•

Overseas Students Ombudsman - http://www.oso.gov.au/

The review of an appeal should commence no later than 10 days after the submission of an
appeal.
If the appeal relates to the cancellation of enrolment the student’s enrolment should be
maintained until the appeals process is completed.
If the result of the appeal supports the complainant the College will immediately notify the
student and implement the decision and any preventative or corrective action resulting from the
result of the appeal.

Policy updates and availability
This policy was last updated in September 2013. The full set of these guidelines can be
obtained on request from the College Office.
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School determined improvement targets

Priority Areas for Improvement for 2015
Recommendations

Strategies

Timeframe

To professionally develop staff
in using all available and
relevant data to inform future
student learning

Professional learning for all staff
in analysing and using data to
inform learning and developing a
thorough understanding in
formative assessment practices

By the end of Term 1, 2015

Through the reporting
process, staff are supported
by providing them with a
framework of standards and
professional support.

Under SIAS team leadership –
series of meetings for
sharing/future planning of
strategies learnt

By the end of term 2 2015

For staff to work
collaboratively to provide
consistency in marking and
grading across the school,
using common, agreed upon
standards

Whole School Professional
learning session
writing comment bank
Writing grammar
guidelines
Write/present standards

By the end of term 2 2015

Teachers plan and implement a
structured numeracy and
Mathematics block focused on
explicit teaching of early
numeracy skills.

K-2 teachers attend professional
learning workshop focused on
early numeracy skills.

End of Term 1
2015

Teachers plan and implement a
structured numeracy and
mathematics block focused on
explicit teaching of numeracy
skills.

Years 3-6 teachers attend
professional learning workshop
focused on numeracy skills.

Middle of term 1
2015

Teachers will plan and implement
an effective daily evidence based
Phonemic Awareness program to
assess and plan interventions for
students.

K-2 teachers will attend
Phonemic Awareness training
with a Speech and Language
Pathologist (Natalie Leonard)
Purchase of additional SRA
Phonemic Awareness Teacher’s
Guides for K-2 teachers to use
throughout the day.

Whole class numeracy
instruction is informed by
comprehensive, diagnostic and
developmentally appropriate
assessment for every child.

Mentoring with Dr David Evans
focused on numeracy
assessment and whole class
planning, monitoring and review
processes.

Ongoing throughout 2015

Teachers will improve the
effectiveness of Tier 1 Literacy
instruction by implement a
consistent approach to the
teaching of Reading and Spelling

All K-2 classrooms will implement
the Get Reading Right program.
Each classroom will be equipped
with the resources for this
program.

Term 1
2015
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Strategies

Timeframe

in K-2 using evidence based
literacy programs.
Kindergarten students will be
screened prior to entry to school
to establish their Literacy and
Numeracy Skills.

Provide release for Kindergarten
teachers to assess prospective
students 1:1 with School
readiness tests in Literacy and
Numeracy.

Term 4
2015

Achievement of Priority Areas listed for improvement in the 2014 report
Indicators

Strategies

Timeframe 2014

Literacy and numeracy progress
is monitored for all students in K4 using appropriate reporting
tools to ensure student needs are
being met.

Provide release time for teachers to
monitor student literacy and numeracy
progress using the online literacy and
numeracy continuum.

End of Term 2 and end of
Term 4

Establish a school based tracking
system for Literacy to assist in
consistent whole school
benchmarking for identification of
students’ literacy skills to guide
individualised programming for
appropriate intervention.

DIBELS Next program to be run by all K6 staff

Term 2, 2014

Development of an effective and
sustainable 2014 School Plan
that is underpinned by a valid
and thorough Situational
Analysis.

Attend NSW Literacy and Numeracy
Action Plan Planning Day to equip
Principal and planning team in the
preparation of appropriate
documentation including a Situational
Analysis and 2014 School Plan.

27 February 2014

Principal is active in leading
whole school engagement
focused on literacy and
numeracy.

School visits by AIS Consultant to meet
with Principal and assist in planning,
monitoring and reviewing whole-school
literacy and numeracy processes as
detailed in 2014 School Plan.

4 days throughout 2014
(dates to be negotiated
with school)

- Achieved

- Achieved

- Achieved

- Achieved

!
!

!

!

The Action Plan is planned and
co-ordinated by the Literacy and
Numeracy Co-ordinator to ensure
consistency and regular
monitoring of the student
progress.

The Literacy and Numeracy Co-ordinator
is released from class each Friday to
plan and implement whole school
policies and to monitor the interventions
of all students.

Term 1 Weeks 6 -11

Whole class numeracy

Mentoring focused on numeracy

Term 2
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Strategies

Timeframe 2014

instruction is informed by
comprehensive, diagnostic and
developmentally appropriate
assessment for every child.

assessment and whole class planning,
monitoring and review processes.

Whole class literacy instruction is
informed by comprehensive,
diagnostic and developmentally
appropriate assessment for every
child.

Literacy assessments (GOTAGS –
Phonemic Awareness, Letter-Sound
Correspondence, Sight word Knowledge)
will be performed 1:1 by teachers during
release from class and interventions will
be planned and programmed in
response to assessment data.

Term 2 Week 1-2

New Kindergarten students will
be screened prior to or early in
the commencement of
Kindergarten.

The Kindergarten teachers will be
released from class to screen new
Kindergarten students 1:1 to assess their
readiness for starting school and their
baseline literacy and numeracy skills.

Term 4 2014

Provide paraprofessionals to
implement evidence based Tier 2
and 3 intervention programs for
MiniLit, MultiLit Reading Tutor
Program and Number Worlds
programs

3 x trained teacher aides for 20 weeks

Term 2 Week 7

Teachers plan and implement a
structured numeracy block
focused on explicit teaching of
early numeracy skills.

K-2 teachers attend professional learning
workshop focused on early numeracy
skills.

K-2 Monday 23 June

Teachers plan and implement a
structured numeracy block
focused on explicit teaching of
numeracy skills.

Years 3 and 4 teachers attend
professional learning workshop focused
on numeracy skills.

Yr3-4

Paraprofessionals will be upskilled in evidence based
Literacy programs to meet the
needs of students in Tier 3.

Paraprofessionals will attend training in
MiniLit and MultiLit training

Term 1

3 x paraprofessionals to MiniLit for 2
days

6 & 11

2014
- Achieved
- Achieved

2014
- Achieved

!

&
Term 1 2015
- Achieved

!

to
Term 4 Week 8
- Achieved

- Achieved
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Tuesday 24 June
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Weeks
2014
- Achieved

Each teacher will be given a day of
release from class to plan and program
differentiation for their students in
consultation with the Literacy &

!
rd

- Achieved

3 x paraprofessionals to MultiLit for 1 day

Release the K-2 classroom
teachers to collaboratively plan
and program for the Tier 1
evidence based intervention

!

!

One day each term
Week 3 of Term 2, 3, & 4
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Strategies

strategies for students with below
level performance data from
assessments.

Numeracy Co-ordinator

All K-2 classrooms are equipped
with evidence based teaching
resources that enable them to
provide effective teaching of
Literacy and Numeracy.

Provide additional Literacy and
Numeracy resources that are relevant to
new, more effective evidence based
teaching strategies.

Timeframe 2014
- Achieved

!

Term 2
2014
- Achieved

!

The above is the improvement targets for the National Partnership program. They have all been
achieved through the hard work of the staff as well as the ongoing support of the AIS.

12

13

Initiatives promoting respect and responsibility
•

Junior school being involved with National Day of Thanksgiving

•

Students running Worship days/Chapels and church services

•

Year 11 Service project where all Year 11 students are invited to Fiji to support one of
the local schools that needed painting or repairs done

•

Students becoming involved with local Blacktown Council, doing Meals on Wheels
each month for a day

Parent, student and teacher satisfaction

In 2014 we did a staff survey and sadly the data was damaged in the process of delivery so
there in do identifiable data to go on.
But we do ask parents often on how they are finding our college life and they are all very excited
to be a part of the experience.
Each staff member is interviewed by both the principal and the Director of Education in June
and September on their satisfaction level and all of them chose to stay on for the next yearwhich says they are satisfied with their employment.
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Summary financial information

Income

Expenditure
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Public disclosure of educational and financial performance

The 2014 Annual report will be published on the College’s website and available on request
from the College office.
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