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Elouera Special School
Chairman’s Report 2020
(edited report as presented at our AGM for whole of organisation)

By - Peter Hunt
Dear Members,
I am pleased to report that Elouera Association has had another
successful year.
Financially we continue to put ourselves in a strong and secure position.
The resulting surplus for the year of $645,650 will allow the organisation
to expand and improve its services to our students and service users.
We are now operating under a company structure with Elouera Hire a fully
owned subsidiary. It is intended to bring the Hire business into the
company structure in the near future.
The Elouera Special School currently has
29 students with 3 students on the waiting
list. The Covid 19 pandemic did affect the
school for a few weeks at which time 20
students remained at home. The Staff were
able to provide work packs and activities to
assist them and their parents during this
time. Thank you Teachers and staff for
your thoughtfulness and dedication through
that difficult time.
As a requirement of the School registration,
all staff completed a child protection
program and Board members commenced
a course on “Board Induction and
Governance Training”. The School underwent a registration inspection
and received a commendable result. The hall has been equipped with a
projector and sound equipment - giving it another use as a cinema. The
playground equipment has had a “soft fall” surface installed .
As for our other non school operations, Young recycling has had another
successful year. A thank you to the manager John O’Loughlin and his
staff for running a very efficient operation. The recycling belt upgrade has
proven to be extremely successful and has significantly improved the
quantity of recyclable material extracted from waste.

Whilst Cootamundra recycling operations have also been successful
during the year with a new contract entered into.
The Laundry, has recently received an impressive upgrade and is proving
to be very popular. A gas heated roller press, which is to be installed
shortly,
The Elouera Centre continues to be very
well supported and offer much needed
respite for carers as well as users. The
staff do an outstanding job in this vital
part of our organisation.
Many students from our school do work
experience and transition programs with
our businesses and day service.
From the Directors’ perspective, we have
had two resignations during the year.
Malcolm Edwards from Harden who had
been on the Board since 2016. Thank
you Malcolm for your services and
dedication over the past 4 years. The
other director to retire was Kate Lonergan, our longest standing director.
Kate, who has been on the board for 12 years, would be known to most if
not all of us not only as a director but also as a dedicated and caring
volunteer. We thank you Kate and wish you all the very best in your
retirement.
On behalf of the Directors I would finally like to thank Allan, Shona and
Leonie for your hard work and commitment to the Elouera Special School.

Peter Hunt
Peter Hunt
Chairman

Chief Executive Officer Report
(edited report as presented at our AGM for whole of organisation)

By Allan Young
2019/20 started with so much potential but then took an unexpected turn
in the second half that impacted on our operations. In this report I will
cover many of our achievements and challenges. The end result however
will be pleasing for members and stakeholders of the Elouera Association.
The Elouera School
The financial year saw many changes at the Elouera Special School most
significantly he move from an Accredited School to a Registered School.
The reason for the changes was simple, the prescriptive nature of the
curriculum for an accredited school did not allow enough flexibility in
setting education plans that met the individual goals and needs of many
students with a disability. Being registered while we still follow the same
basic curriculum, we have far more ability to design great individually
based programs.
The change means that we can no longer offer a ROSA Certificate or
modified HSC but this is offset by achieving the best results for each
student at the school.
We ended 2019 with 34 students however
this had dropped to 29 by June 30 2020.
We have moved from five class rooms
back to four as a result.
We employ one classroom teacher and
one SLSO per class room with two spare
SLSO to provide additional supports in
personal care and in the class room.
Our school has under gone many
changes this year with the addition of the
new multi purpose hall opened by the
Deputy
Prime
Minister
Michael
McCormack late 2019.
We have upgraded our interactive white
boards to more modern smart boards that are like a huge IPad. We have
upgraded the irrigation system, painted class rooms, replaced carpets
painted the roof, improved the fencing and added new soft all plus a lot
more.

The new funding model for the school is working well for us, the
Supervisor Subsidy has gone and we receive an amount per student that
eliminates the issues we previously had with the funding based on ratios.
Some of the activities at the school such as Gecko Sports and Music
Therapy have been very popular with high levels of student involvement.
The Active Schools Voucher has seen a greater level of involvement in
the Riding for the Disabled activity that all enjoy.
Thanks to the Rotary club in Young and students from Hennessy Catholic
College our students were able to participate in Dream Cricket. Each
student had the opportunity to engage in several cricket based activities
with support provided by the Hennessy students.
The first half of 2020 then brought us
the Covid challenge with many
students choosing to self isolate in
term one and part of term two. Staff
worked on packages and programs
that would allow for online learning
and in home supports with prepared
work packs etc. As it turned out
students
returned
faster
than
expected but we have had to be a
very aware of Covid Safe practices
and teach students why this is so
necessary.
Thanks to everyone at the Elouera
Special School for their efforts, we
have
a
great
school,
one
Cootamundra can be very proud of
as it is one of only two independent
special schools in country NSW.
The Board
The Elouera Association became a Company Limited by Guarantee in
August 2019 and as such it continues to have a Board representing the
members. The Board is responsible for setting the direction of the
organisation, its goals and ensuring it is run well and meets its legal
obligations.
The Board is also our schools board and as such each member has been
undertaking Governance Training to meet NESA requirements. Board
members also provide declarations they are a responsible person , a
conflict of interest declaration and related party transactions declarations.

In our financial report you will see a section on Related Party
Transactions, these are either transactions with Board Members or
transactions of the school with other parts of the organisation.
The Board appoints the Chief Executive Officer who then employs the
staff and sets about achieving these goals with that team.
Our Board has eight positions.
The constitution of the Elouera
Association Ltd has these as recruited positions to ensure the Board has
the correct mix of skills and members are given the opportunity to vote on
this membership at the AGM. The Board appoints an auditor to look at
both the financial position of the organisation and any risk we may face.
Bush and Campbell fulfil this function with two audits being conducted
each year. One whole of organisation audit ready for the AGM and one of
the School as this is done calendar year. The Board receives a full report
including recommended changes to reduce risk.
Management and Head Office
Our Head Office staff is small for the
size of the organisation. It is headed by
the Chief Executive Officer (myself) and
I am assisted by the organisations
second in charge Operations Manager
Shona Neale. Sharon Roberts is the
Admin Assistant looking after our
accounts and Julie Young is the Admin
Assistant with duties related to the NDIS
The Chief Executive Officer Allan Young
has over 34 years in the disability
industry, the last 22 years with the
Elouera Association Ltd.
He also
serves as a Management Committee
member for National Disability Services
NSW and is currently the Chair of the
NDS NSW Disability Enterprises sub
committee and a member of the National Disability Enterprise Committee
and the National Regional and Remote Committee.
The Chief Executive Officer is currently working with NDS and other
CEO's on industrial and funding issues for employment and our day
services. We are looking at the proceedings of the Disability Royal
Commission and the needs for the industry in a Covid world. .
The Chief Executive Officer attends Board meetings (as a non voting
member). The Chief Executive Officer as head of organisation is also the

legal head of the Elouera Special School hence why we don’t have a
Principal as such and use a Head Teacher that reports to the Chief
Executive Officer.
The Operations Manager Shona Neal acts as Secretary on the Board, a
position like the Chief Executive Officer that is non voting. Shona is
responsible for the quality and training systems of the organisation, staff
rostering and the day to day operations of the various Disability
Enterprises and Day Services.
Elouera Association Ltd for its size has a small administrative team and
we keep administration charges to the various services to no greater than
10% of their income.
The Future
We have been establishing several
new or improved opportunities at
Elouera Hire, out Ice Business has
seen improved equipment and
freezers and will have a greater level
of employee with a disability
involvement in the new enterprise we
call Elouera Ice Works. We have a
cleaning business, a Car Hire
Business and new equipment for
hire. Our laundry is looking at linen
hire as a way of growing. Upgrades
at the two Recycling plants have
seen great improvements to their
efficiency and working conditions.
These are vital services that may
become our students place of work
once they leave school.
The Elouera Special School has put in an offer to purchase the land next
to it for future growth with some being allocated towards accommodation
and respite services.
Elouera Association Ltd is a strong local organisation that is seeing a lot
of new players in the market in particular some for profit operators that
concern us greatly, we have very stringent quality guidelines and
safeguards in place to protect our people with a disability, the for profit
providers are circumnavigating these requirements by only providing plan
managed services. Every dollar we receive goes into providing services
to people with a disability where as for profit operators are designed to
make a profit so excess funds go to the owners and share holders.

We encourage people to support the not
for profit sector, in general it is far better
managed and regulated with the needs of
people with a disability being the primary
focus and not profit.
THANKYOU

Chief Executive Officer

Elouera Special School Report
By Leonie Dunn - Head Teacher
The Elouera Special School provides an education based on NESA
syllabus outcomes for 29 students with moderate to severe intellectual
and or physical disabilities. Many of the students also have secondary
medical conditions such as Epilepsy, Cerebral Palsy, Autism Spectrum
Disorder and ADHD.
This year saw the school begin
operating
with
five
classes,
dropping to four classes at the
beginning of term two due to a staff
member going on maternity leave.
With a reduction in numbers this
year due to families leaving the
area it was possible to merge the
two junior classes onto one for the
remainder of the year. The school
employs four full time and three part
time teaching staff.
Leonie Dunn is employed in the
dual role as Head Teacher and
Junior Class Teacher. Mrs Liz Verri
and Mrs Emily Harris were
employed in the dual roles of Senior
and Junior school coordinators and
class teachers respectively.
Mrs Jacqueline Cameron works with the Super Seniors class. Mrs Kerrie
Blackman and Mrs Kylie Rowan work with the Happy High Schoolers
class sharing a five day fortnight. Miss Maddison Spencer works with the
Clever Cookies class. Mrs Leonie Dunn and Mrs Liz Verri work with the
Jazzy Juniors and Mrs Emily Harris and Mrs Liz Verri worked with the
Lucky Learners class. In term two Mrs Leonie Dunn and Mrs Liz Verri
worked with the Jazzy Learners class which was the amalgamation of the
two junior classes.
The Happy High Schoolers class has five students, the Super Seniors
class has eight students, the Clever Cookies class has eight, the Jazzy
Learners class has eight. Each class is supported by a School Learning
Support Officer (SLSO). Mrs Nadia Johnson works in the Happy High
Schoolers, Mrs Nancy Doubleday and Miss Molly Fredericks work with the
Super Senior class students, Miss Dana Hummelstad works with the
Clever Cookies class students, Mr Cody James works with the Jazzy

Junior class and Ms Stacey Hardy work with the Lucky Learners class.
Mrs Charlotte Cronin floated across the Juniors and Lucky Learners class.
In week eight of Term One, Mrs Charlotte Cronin left on maternity leave.
At the beginning of Term Two, Mrs Emily Harris also began maternity
leave. The Jazzy Juniors class and the Lucky Learners class merged to
become the Jazzy Learners. Mr Cody James and Ms Stacey Hardy
worked with this class.
SLSO’s are employed to assist teachers in the classroom and provide
support to students beyond their educational needs with feeding, toileting
and personal care needs. The staff to student ratio has allowed extra
support in order to assist the varied and complex needs of some children.
The ‘Building Education Revolution’
classroom became the Super Seniors
classroom this year. This area was
fantastic to allow students the space
to support their independent living
skills activities as well as their
academic learning. The two senior
and the Junior classes remained in
the main section of the school.
Classroom
teachers
in
close
discussion with parents, carers and
SLSO’s
developed
Individual
Education Programs for all student’s
with a focus on Student Centred
Goals.
The new Board of Studies curriculum
has now been fully implemented. Board of Studies Life Skill’s outcomes
and indicators were selected for students from Years 7 and 12. Modified
K-6 Outcomes and Indicators were chosen for Infants and Primary
students.
Staff have collaborated to familiarise themselves with syllabuses and
support materials for the continued implementation of the new curriculum.
Student’s achievements were discussed at the beginning of Term One
and plans were made for the next period of teaching and learning.
Throughout the year there were other opportunities for parents to discuss
their child’s progress. Anecdotal records, monitoring of achievements of
syllabus outcomes and school based and workplace assessments were
used to report to parents at the end of semester one and then again at the
end of the year.

Elouera Special School underwent a review of schools documentation for
applying for Registration this year. The inspectors visited the school on
the 19th March. Areas were outlined that required examination and areas
that were compliant were also noted. Throughout the year the school
liaised closely with the AIS on policy development and further
understanding the curriculum needs specific to the registration only
requirements.
On the 23rd of March COVID 19 restrictions were put in place across NSW
and the country. 21 of our 29 students remained at home during the
COVID lockdown period. The school remained open with eight students
attending daily for the remainder of the term. The students at home were
supported by staff. A plan was
devised that included staff
providing support by dropped of
resource/book packs each week
to students at home, picking up
students and taking them for a
drive offering respite for the
families and picking up students
to provide 1-1 support at the
Elouera Association Day Centre
for an hour or two. Teachers also
set up zoom meetings with some
students and assisted others to
use study ladder and other programs set up on iPads. Parents supported
these plans and were very appreciative of the help we were able to offer.
Term Two saw 25 of the 29 students return to full time schooling. This
meant that classes could resume as usual. COVID 19 practises were put
in place to ensure students washed their hands, all surfaces were cleaned
and students had the space to social distance. By the 11th of May (week
three of term two) all students had returned to school. COVID safe
practises continued for the remainder of the year.
Due to COVID 19, all outside activities and services ceased. Therapy
services, excursions, school visits, in school programs (such as the Art
Show, Gecko sports), work experience and community access activities
outside of the school (including RDA, swimming, dancing, Meals on
Wheels, Dream Cricket) were put on hold for the remainder of the year.
One student was able to access therapy services via zoom but this was
difficult for other students to access.
Professional Development Days were held at the beginning of Terms
One, Two and Three. These provided opportunities for staff to discuss
student’s progress and to work on IEP’s, Class Programs and policies.

‘Smartboards’ are continually utilised in each classroom. ‘Smartboards’
have allowed an innovative approach to classroom lessons and student
involvement. Ipads continue to be utilized in each classroom. The senior
students in particular have enjoyed adding the use of iPads to their
learning. Many Junior Students enjoy ‘cause and effect’ activities as well
as reading and music activities. Many students have now been able to
access Study Ladder. This is a self paced application that allows the
teachers to set activities appropriate to student abilities for all Key
Learning Areas.
Term Four saw one new student commence transitioning from preschool
to begin preparation for the start of school next year. There will be three
students leaving the school at the end of the year. We wish these families
all the very best as they begin a new chapter in their lives.
On the 2nd of December the
Elouera Special School held their
Awards Presentation Assembly in
the school hall. This assembly was
only open to immediate family and
Elouera Association staff and board
members due to COVID 19. Class
and Individual Achievement awards,
the ‘Hennessy Bursary’, Elouera
Special School Certificate of
Achievement for completing Year
11 and Year 12 in Life Skills, Sports
Room Monitor and Elouera Special School 2021 Captain and ViceCaptain badges were presented. Individual class as well as combined
class items were performed. It is an opportunity to showcase many of the
wonderful talents of the students at Elouera.
Three students were farewelled, Taleisha Bullough, Angel MInney and
Kayla Cook, These students completed their schooling at Elouera and
received their Year 12 Certificate of Achievement in Life Skills.
We also farewelled three staff members this year. Jenny Roberts and
Nancy Doubleday both retired after 25 plus years as SLOS’s at Elouera
Special School. They were presented with their years of service trophy
and farewell gifts at the assembly. Maddison Spencer was also farewelled
after three years teaching at the school. Elouera was Maddi’s first
placement after completing university. She will begin teaching at
Murrimburrah Primary School in 2021.
It has been a very busy year with many challenges. The students are to
be commended for their behaviour and ability to cope with, and manage,
these changes. This was possible thanks to the staffs understanding of

each child’s individual needs and coping mechanisms as well as their
ability to be flexibly in these unusual circumstances.

Leonie Dunn
Leonie Dunn
Head Teacher

ABOUT ELOUERA ASSOCIATION

Where we came from, a Brief History
Elouera Association Ltd grew from the Elouera Special School which was
commenced following a public meeting held in 1969 that set up the
committee to form a school.
From humble beginnings in a local church hall the School in its current
location was built in the mid 70’s. We have had as little as just four
students up to our highest level of thirty four students in 2019.
Early in the 1990’s our employment
arm commenced with four employees
that came to us from an ADHC
program. We now operate numerous
Australian
Disability
Enterprises
providing work for people with a
disability.
In 2007 we started providing day
services, a full circle so to speak from
the Schools early history with the
opening of the Elouera Centre.
Today the Elouera Association Ltd has
a turn over of over of 5 million per
annum, we provide employment to 40 adults with a disability, our School
has 34 students and we have 21 individuals attending Day Services, an
area I am sure we will see grow in the near future.
We have two recycling divisions that provide services to four shires
turning in excess of four thousand tonnes of waste into usable product.
We even have a laundry and Hire Business that employ people with a
disability.
Elouera Association Ltd is looking forward to many changes and
opportunities for students as the NDIS rolls out in our region we offer Plan
Management for families that require this.
About the Elouera Special School
Elouera Special School is a registered school for students with a
moderate or severe disability, multiple disabilities or autism (with a
Moderate developmental disability). We offer the life skills curriculum
which is aimed at maximising the independence of students in their future
years. The curriculum follow the NESA requirements. Being a registered

only school students will not receive a ROAS or HSC at the end of years
10 and 12.
The school has five class rooms that
are divided on an age and ability
appropriate level, each class has its
own resources to best meet the needs
of students who all have their own
individual plan that is developed with
family participation.
Teachers are
supported by SLSO who strive to
meet the individual needs of students.
The School Name
The name, the Elouera Special
School was first used in August 1970,
nine months after the formation of the
committee to start the school. It was
chosen as it was the aboriginal word
for pleasant place or happy place. It
also means meeting place near the
sea but I doubt that has much relevance in this case.
Elouera then went of to be the commercial name for our Disability
Enterprises and our Community Participation Program as well as the
parent organisations name. Elouera is recognised in the region as an
organisation providing quality and life long services for people with a
disability.
Contact Details
Elouera Special School
Leonie Dunn
Phone
Fax
Email

Head Teacher
02 6942 2064
02 6942 4464
leonie.dunn@elouera-association.com

Head Office (Which undertakes the administrative and funding needs of
the school)
Allan Young
Phone
Fax
Email

Chief Executive Officer
02 6942 6586
02 6942 1505
02 6942 4833
allan@elouera-association.com

School Address
19 Scott Avenue
(PO Box 271)
Cootamundra NSW 2590
The Elouera School Motto
“Preparing for Life” based on the fact our primary goal is to maximise a
students independence later in life.
Vision & Mission Statement
The organisations vision and mission statements are:Vision Statement of the Elouera Association Ltd
Elouera Association Ltd aims to ensure children with a disability are fully
prepared for their life and that once they become adults they achieve their
full potential in the most independent way they can.
Our aim is to provide services and supports that meet the needs of our
current client base while always striving to meet unmet need in the region.
We aim to see people with a disability
fully accepted in their community as
people first and their disability only
seen as a part of that person, we aim
to provide whole of life services and
supports to a level that meets the
needs and wants of individuals and
their families.
Mission of the Elouera Association
Ltd
“The Elouera Association Ltd, based in
Cootamundra
provides
quality
education, employment, training, and
other support services for people with
disabilities and their families, based on
their individual needs in Cootamundra and surrounding regions”
Review of the Mission and Vision
In 2019/20 Elouera Association Ltd moved from an Incorporated
Association to a Company Limited by Guarantee and this saw the Board

and Management review the mission, vision, logo and corporate identity
to ensure we are relevant in today's NDIS world. In most cases the
decision was they remain largely unchanged.
Staffing Structure
Head of School
The school does not have a principal as such on site; being part of an
organisational structure the legal head of school is the Chief Executive
Officer of the Elouera Association Ltd. The most senior staff member at
the School is the Head Teacher.
The Chief Executive Officer while not a teacher has extensive experience
in the running of and management of an independent school having now
served in this role for 21 years.
Head Teacher
In 2020 Leonie Dunn was the
Head
Teacher
and
was
responsible for the educational
requirements of the Elouera
Special School and all staff at
the school are guided by
Leonie. Leonie reports to the
Chief Executive Officer, their
two positions work closely to
ensure the smooth running of
the school. Leonie is supported
by senior teachers Liz Verri and Emily Harris both have been previous
Head Teachers of the Elouera Special School.
Teachers
Leonie Dunn is employed in the dual role as Head Teacher and Class
Teacher. Mrs Liz Verri and Mrs Emily Harris were employed in the dual
roles of Senior and Junior school coordinators and part time class
teachers. Mrs Jacqueline Cameron and Maddison Spencer were full time
teachers. Mrs Kerrie Blackman and Mrs Kylie Rowan were both part time
teachers.
School Learning Support Officers
Each class is supported by a School Learning Support Officer (SLSO).
Our team consists of Nadia Johnson, Jenny Roberts, Stacey Hardy, Dana
Hummelstad, Nancy Doubleday, Charlotte Thompson, Molly Fredericks
and Cody James.

At the end of 2020 Jenny Roberts and Nancy Doubleday both retired, they
were our two longest service staff members at Elouera Association and
we thank them for their dedicated service to our students with a disability.
SLSO’s are employed to assist teachers in the classroom and provide
support to students beyond their educational needs with feeding, toileting
and personal care needs. The staff to student ratio has allowed extra
support in order to assist the varied and complex needs of some children.
Qualifications of Staff in 2020
Head Teacher: Mrs Leonie Dunn Diploma of Teaching Armidale C.A.E. in
1988 and Bachelor of Education (Special Education) Canberra University
in 1989 with 9 years full time at Elouera School
Ms Elizabeth Verri: Bachelor of Education- Australian Catholic University,
Canberra, 1993 with 20 years full time and part time at Elouera School.
Part Time Teacher: Emily Harris – Bachelor of Arts/Diploma of Education.
– Special Education Minor. Emily has served many years in various roles
Teacher Jacqueline Cameron Bachelor
of Education Primary, Diploma of
Community Services (children's services)
commenced at the Elouera Special
School in 2019.
Teacher Maddison Spencer, Bachelor of
Education, early childhood and primary.
Commenced at the school in late 2018.
Part Time Teacher: Kylie RowanBachelor of Teaching (Primary) Charles
Sturt University 1998.
Bachelor of
th
Education (4 Year) (Primary) Charles
Sturt University 1999 with 7 years part
time at Elouera School.
Part Time Teacher: Kerry Blackman Bachelor of Education Primary
SLSO: Ms Nancy Doubleday- Nursing Degree- 1980: Albury Base
Hospital, Certificate 3 Teacher’s Aide Special with 20+ years of
experience at Elouera School.
SLSO: Mrs Jennifer Roberts – Teacher’s Aide Special with 20+ years of
experience at Elouera School.
SLSO: Ms Stacey Hardy- Certificate 3 Teacher’s Aide Special Certificate
III Disability Work with 11 years of experience at the Elouera School

SLSO: Mrs Nadia Johnson- Certificate 3 Teacher’s Aide Special
Certificate III Disability Work joined our team in 2016.
SLSO: Charlotte Thompson - Certificate 3 Teacher’s Aide Special joined
the team at the beginning of 2018
SLSO: Cody James - Certificate 3 Teacher’s Aide Special Certificate
joined the team mid 2018
SLSO: Dana Kable - Certificate 3 Teacher’s Aide Special Certificate
joined the team 2018
SLSO: Molly Fredericks - Certificate 3 Teacher’s Aide Special Certificate
joined the team mid 2019
School Hours
The school hours are 8:00am to 3:30pm.
Teachers arrive at 8:00am and prepare for the day; they depart 15
minutes after the last student leaves or at a time that they chose beyond
this.
School Learning Support Officers arrive for work at 9:00am and they
depart at 3:00pm, Two commence earlier at 8:30 am each day
Students can arrive from 8:45am.
School Administration
As with all services of the Elouera Association Ltd the administration is
conducted from Head Office at 91-97 Wallendoon Street, Cootamundra.
The Head Teacher is responsible for local administrative requirements
with the assistance of school and head office staff.
Head office staff also assist with the Post School transition program
organising job sampling, work experience and transition to day services
where required.
The Head Teacher and Senior Teacher of the Junior Section also are
provided non class days to allow them to complete administrative
requirements.
Teacher Standards & Professional Development
The following is training and development we have completed with staff in
2020

Meeting
Staff meeting

Areas Identified

Staff

Admin

Head Teacher

Child Protection

All Staff

Timeframe
Professional
Development Day
28/01/2020

NSW Children and
Young People (Care
and Protective) Act
1998
Informing Staff of the
revised
child
protection
policies
and procedures
Staff meeting

Admin,
welfare

student Head Teacher

4/2/2020

Teaching Staff
Review of
structures

class

Programs:
discuss timetables,
the plan to ensure
monitoring
the
compliance
and
consistency of the
school’s curriculum
documentation
Staff meeting

Policy development Head Teacher
and review
Teaching Staff
-attendance policy

12/2/2020

-assessment policy
Discuss
parent
teacher interviews,
goal setting and
student profiles
PD and standards of
teaching
Staff Meeting
Behaviour
Specialist

Discussion of school Head Teacher
needs and a school
based
behaviour Teaching Staff
program
This meeting will
elicit a plan for future
staff
development
meeting during the
year.

19/2/20
meeting

Initial

After this meeting
future dates will be
set depending on
specialist
availability

Staff Meeting

Attendance Policy
Head Teacher
Review of rolls and
correct information Teaching Staff
in rolls
Discuss follow up of
student absences

4/3/2020

Discipline
policy,
Behaviour specialist

Staff Meetings

Discussions

COVID 19 planning

Head Teacher

Weeks 6-10

Discussions as to Teaching Staff
how we will work to
best
cater
for
everyone’s needs.
Questionnaire
for
staff regarding types
of support they can
offer
Daily reviews and
conversations
of
plans and support
offered.
Daily reviews as to
how students and
families are going
with support offered.
Individual
discussions as to the
daily support plan
implemented,
comments, changes
needed, successes

Formal Training

First Aide refresher Head Teacher
course covering all
aspects of first aide Teaching Staff
including the use of
SLSO Staff
defibrillator
machines which we
now have installed
at
the
Elouera
Special School .

October 2019

Formal Training

Infection
Control,
comply with infection
prevention
and
control
Policies
presented
by
Wentworth College

Select Teaching November 2020
Staff and People
from
every
division
of
Elouera
Association

Formal Training

Governance
Training via AIS
Online
Modules
covering
multiple
topics

Responsible
Throughout 2020
Persons includes
Head Teacher,
Management and
Board

Formal Training

Correct
lifting Head Teacher
methods
including
hoists
and Teaching Staff
specialised needs
SLSO Staff

October
and
December 2020

Teacher Attendance & Retention
three full time teachers plus four part time teachers and seven SLSO were
retained during 2020.
There were 41.5 days sick leave
taken by teaching staff throughout
2020 and 39 days sick leave taken by
the School Learning Support Officers.
At the end of 2020 teacher Maddison
Spencer left the Elouera Special
School to take up a new position in
Harden and SLSO's Jenny Roberts
and Nancy Doubleday retired. All
other staff were retained.
Performance in State and National Tests
Elouera School students were exempted from these tests due to their
moderate or severe intellectual disability. This decision was made with
parent support and agreement.
Student Retention and Attendance
In 2020 the school commenced the year with 34 students. We saw little
change with one student leaving in September and we finished the year
with 33 students.
Our School had an attendance rate of 81.8% for the year by students.

We have a 100% retention rate for years 11& 12 largely due to the nature
of the school and transition from School to Employment and Day Services
occurring following the students 18th year.
Retention rates in Primary / Senior School
Year
2019
2020

Year K&1
3
2

Year 2
1
3

Year 3
1
1

Year 4
1
1

Year 5
3
1

Year 6
5
3

Year
2019
2020

Year 7
7
5

Year 8
3
7

Year 9
4
3

Year 10
1
4

Year 11
3
1

Year 12
2
3

Post School Destinations
Two students went on to attend the Elouera Centre Day Program in 2021
while one left town.
Achievement of Goals for 2020
School Registration
Goal - To maintain the Schools registration as we move from Accredtation
to Registered only. Inform the parents of the changes, advantages and
restrictions.
Outcome - We were given a single years extension as more work was
needed on the Governance aspects of our policies, procedures and action
plan
Undertake Child Protection training.
Goal - Staff completed the online child protection training late in 2018, we
are to maintain the revision and ongoing discussions on this important
topic.
Outcome - All staff completed additional child protection training in 2020
and it became a permanent item on pupil free day meeting agenda's
Governance
Goal - Improve Governance rules and regulations for the School making
the School more central in Board Discussions.
Outcome - While much work was done in 2019, significantly more was
completed in 2020 with all Board members and responsible persons

completing Governance modules online. Policies and procedures around
Governance were improved and School items were discussed first at ever
Board meeting making it a priority item.
Upgrade the Irrigation Systems at the School
Goal - Now we have more are covered by lawn, extend the irrigation
system and upgrade the older areas.
Outcome - All areas in the school are now covered by the irrigation
system.
Install Audio visual systems.
Goal - Install Cinema Screen, sound
system and projector into the schools new
hall.
Outcome - Works were completed much
to the excitement of students.
Softfall
Goal - Improve Softfall under older play equipment and swings to make
safer.
Outcome - Softfall has been added to the original play equipment area as
well as this equipment being upgraded to current standards of safety. We
also added softfall to two swing set areas.
Review Child Protection, Governance and Discipline Policies.
Goal - Due to changes in requirements and greater emphasis on these
needs, we are to review the policies around Child Protection, Governance
and Discipline as well as procedures.
Outcome - While progress was made, NESA Inspectors did ask for further
works to be completed in the areas of Governance and Responsible
persons policy and procedures.
Hold 50th Anniversary Event and Presentation
Goal - The school commenced in 1970 so lets hold a celebration of the
school inviting important people in its history to attend a gala event.

Outcome - Covid 19 restrictions made this event impossible to be held in
2020.
Goals for 2021
School Registration
To complete the works required to have a five year extension to our
registration. Emphasis will be made on Governance and Responsible
persons policy and procedures plus the Discipline policy and procedure
and Attendance Policy and Procedures.
Undertake Child Protection training.
Staff completed the online child protection training late in 2019 and 2020,
we are to maintain the revision and ongoing discussions on this important
topic.
Upgrade Toilets
The original building was constructed in
the early 1970's, the toilets received
some upgrades in the early 2000's but
we now need to fully overhaul this area
to bring up to current needs and
standards.
Sink a Bore at the School
With increased land area now being used, our water costs and
vulnerability to water restrictions has increased so we now need to drill a
bore to start using ground sources.
Develop new Master Plan.
The current master plan from 2016 - 2020 was mostly completed and a
new plan needs to be developed to not only look at facilities but also
programs. This is a Board project for 2021 with staff and parents input.
Purchase Land
We will work towards the purchase of the land next to the Elouera Special
School for future expansion as we have used the best of our current
property leaving the rear section vacant as it is vulnerable to minor
flooding.

Stakeholders Survey
We had planned to send out a Survey of Satisfaction to parents of
students attending the Elouera Special School in 2020. With the events
and significant changes that occurred as a result of the Covid 19
pandemic, it was decided to delay this until the 2021 school year.
Important Policies.
The policies that follow are significant as they relate to our commitment to
ensure that the safety and welfare of your child is our greatest priority.
The first is our attendance policy that describe the schools and parents
responsibilities.
We then have our Enrolment Policy, Complaints
Handling Policy, Child Protection Policy and the new Discipline Policy.
Feel free to read these, ask questions or provide your feedback on them
as its important that they fully meet the needs of our school community.

Elouera Special School
Attendance
Policy Statement
The Head Teacher of the Elouera Special School will keep a register, in a
form approved by the Minister, of enrolments and daily attendances of all
children at the school.
The Education Act requires students to attend school. All students who
are enrolled at Elouera Special School, regardless of their age, are
expected to attend that school whenever instruction is provided.
Regular attendance at school is essential to assist students to maximise
their potential. The Elouera Special School, in partnership with parents, is
responsible for promoting the regular attendance of students.
Elouera Special School will record and maintain a daily attendance
register. The attendance register will be completed using the Minister
approved common codes.
Elouera Special School will monitor absences and implement strategies to
improve attendance.
The school will grant exemptions from attendance and enrolment and the
principal has the power to grant or cancel a certificate of exemption under
section 25 of the Education Act in certain circumstances.
Parents and Carers
Parents and carers are responsible for enrolling their children of
compulsory school age in a government or registered non-government
school, or for registering them with the Board of Studies for home
schooling.
Parents and carers are responsible for ensuring that their children who
are enrolled at school attend regularly.
Parents and carers are required to explain their children’s absences
promptly to the school.
Elouera Special School will provide clear information to students and
parents regarding attendance requirements and the consequences of
unsatisfactory attendance.
Elouera Special School will advise parents promptly when their children
are absent from school without explanation.

Elouera Special School will ensure that all cases of unsatisfactory
attendance and part or full day absences from school are investigated
promptly and that appropriate intervention strategies are implemented.
Procedures
Register of Enrolments
On Enrolment
The register of enrolments is kept in the Elouera Special School office and
is maintained by the Head Teacher. The register is titled “Register of
Admissions” and is kept in the filing cabinet in the office. The register will
be completed by the Head Teacher upon enrolment.
The register will include the following information for each student:
 Name, age and address
 The name and contact telephone number of parent(s)/carer(s)
 Date of enrolment
 for students older than six (6) years, previous school or preenrolment situation
The register of enrolments must be retained for a minimum period of five
(5) years before archiving.
On Leaving
When the destination in known.
The register will be completed by the Head Teacher when a student is
leaving the school.
The register must include the following information for each student:
 Date of leaving school
 Student’s destination
When the destination in unknown
The register will be completed by the Head Teacher when a student has
left the school. When a student has not returned to school the Head
Teacher will:
 ring the parents,
 ring the emergency contact persons

 document phone calls in the office diary.
 where the destination of a student below seventeen (17) years of
age is unknown, notify NESA and keep evidence of this notification
to using the Student Destination Unknown Notification Form, found
on the Elouera Association Quality Manual under Elouera Special
School Forms email this to attendance@det.nsw.edu.au).
Daily Attendance
The roll will be marked using the common code approved by the minister,
which may be recorded by noting daily absences, reason for absence and
documentation to substantiate reason for absence. All students who are
absent will be recorded as full/part or a variation to attendance is recorded
using the Ministerial codes. These making codes are found in the Elouera
Association Quality manual under Elouera Special School; Elouera
Special School Specific Policies, School Rolls.
The Head Teacher has the final say on acceptance of reasons for student
absence and to determine the form of the Minister’s code entered into the
Register of Attendance.
The Head Teacher can use their discretion to require documentation (eg a
doctors certificate) to substantiate an absence or to further substantiate
an absence.
The Register of Attendance must be retained for a period of seven years
(7) after the last entry was made.
Recording and Monitoring Student Attendance
 No later than 10.00 am teachers Check attendances and mark the
Register of Attendance and check attendances. The Register of
Attendance will be marked electronically. This is accessed via the
staff shared server on the computers.
 Phone calls from parents or carers referring to a child being absent
will be noted in office diary. The message will be documented, given
to the class teacher and recorded in the class Register of
Attendance.
 The IN/OUT board displayed in the foyer is adjusted by staff and
responsible senior students to reflect children who are absent for
the day.
 When students arrive last or leave early, parents must complete the
“Student Sign in/out register”. This register is kept on the table in the
school foyer.

Procedures for Students arriving late to School
Parent fills in the “Student Sign in/out register” to record the date,
students name, time of arrival, parents signature and the reason for
arriving late.
Procedures for Students leaving School early
Parent fills in the “Student Sign in/out register” to record the date,
students name, time of departure, parents signature, the reason for
leaving and indicate if the student will be returning to school at a later
time. If the student is returning later to school the parents will need to
record the time of returning.
Procedure for Monitoring and Following up Attendance
 The Head Teacher will make a judgement as to whether a phone
call to the parent is necessary. This phone call is registered in the
office diary notes. Daily absences are recorded in the office diary.
This daily record is used to follow student absences.
 If absences have not been explained upon the students return to
school an “Explanation of Absence “note is to be sent home to
parents.
 When a student is absent without explanation for three (3) days or a
pattern of absences has been identified, the following actions will be
undertaken:
- The Head Teacher will contact the family to discuss the
attendance issue and record details in the office diary. A copy of
these notes will be paced in the students file in the office.
- If a student continues to be absent or a pattern of absences
continues, a meeting will be arranged with parents, the Head
Teacher and Principal. A ‘’Student Attendance Improvement
Plan’’ will be discussed and put into place.
- Student attendance will be monitored daily to ensure the plan is
being followed.
 Register of Attendance will be checked by the Head Teacher during
Week 5 and Week 10 of each term
 Register of Attendance will be finalised at the end of each term and
attendances sent to the Head Teacher to be added into the
‘Attendance Sheet’ for the appropriate term.
 This record is transferred to the Student Record Folder for each
child

 A summary sheet of all attendance is sent to Head Office EloueraAssociation for ‘off site’ filing as well as in the school’s filing cabinet
under “Attendances”. This is generated automatically by the
Register of Attendance used at the Elouera Special School
Strategies to Improve Attendance
Elouera Special School aims to foster an environment that is safe,
inclusive and caring towards all students. Staff strive to provide an
environment where students want to be at school and on time. Staff also
recognise the importance for building and maintaining positive
relationships with parents to assist in improving student attendance.
Elouera Special School encourages open communication with parents.
Communication tools such as newsletters, student communication diaries,
meetings, phone calls, emails and information flyers are used to
communicate information to parents. A variety of tools are used
throughout the year as necessary.
Improvement strategies may include:
- Discuss student attendance to monitor absences and patterns of
attendance.
- Introduce class/individual reward systems to facilitate regular
attendance.
- Set up a support system for the student where they can feel
comfortable to talk with staff to address any barriers to
attendance such as bullying
- Class discussions and activities that have a focus on friendships,
peer relations, social skills and leisure activities.
Extended Approved Leave
A family may ask the Head Teacher to remove a student from the school
for an extended period of time for a specific purpose such as an over seas
holiday. The parents will be required to fill in an “Application for Exemption
from Attendance at School: Exceptional Circumstances”.
This application will be discussed by the Head Teacher with the Principal
to make a decision regarding leave request. The parent is required to
submit the form 2-3 weeks prior to the leave date. The parent will be
notified by the Head Teacher via a phone call and a note sent home in the
student’s communication book.
The leave will be recorded in the class rolls as “L” for leave following the
Ministers codes for attendance.

Exemptions from Attendance at School
Following the guidelines for Independent Schools, A child may be exempt
from being enrolled at and attending school if the Minister or delegate is
satisfied that conditions exist which make it necessary or desirable that a
Certificate should be granted. A Certificate of Exemption may be given
subject to conditions and limited to a period specified in the certificate.
A Certificate of Exemption must only be granted when it has been clearly
demonstrated by the applicant that an exemption is in the student’s best
interests in the short and long term.
For most exemptions, parents make an application by completing an
Application for Exemption from Attendance at School. This must be
made in writing and in advance.
Reasons for granting full day exemptions from attendance at
school.
Principals may grant exemptions due to:
 exceptional circumstances (including the health of the student
where sick leave or alternative enrolment is not appropriate)
 the child being prevented from attending school because of a
principal’s direction under the Public Health Act 2010.
 employment in the entertainment industry.
 participation in an arts or elite sporting events.
The attendance register must indicate full day exemptions with
the code ‘M’.
Exemption from Enrolment at School
.Reasons for granting exemptions from enrolment at school
 Age, where a child turns six years on or after 1 October or later in a
school year and is engaged in:
- full time preschool education at an accredited preschool for the
remainder of that school year
- full or part-time accredited preschool programs for students with
disabilities leading to enrolment and full time attendance at a
government or registered non-government school not later than
six months after the child’s sixth birthday.
Proof of enrolment or participation in the preschool is required and the
child should be involved in a transition-to-school program as a condition
of their exemption

The health, learning or social needs or disability of a child where
continued support is required for no longer than six months after the
child’s sixth birthday
A statement in support is required for the exemption from the child’s
medical specialist and the child should be involved in a transition-toschool program as a condition of their exemption
Principals may grant exemptions from school if approval has been
given by the Commissioner for Vocational Education, State
Training Services, to their entering a full time apprenticeship or
traineeship. This applies to students who have completed year 9
and before they have completed Year 10.
Issuing Approval of Exemption from Attendance or Enrolment at
School
On approval, a Letter of Exemption must be issued and:
include any specific conditions that apply to the exemption
state that the exemption may be cancelled if any such conditions
are not met or cease to apply
specify dates for which the exemption has been granted
The original Letter of Exemption will be provided to the parents and a
copy is placed in the student’s file.

ELOUERA ASSOCIATION LTD
Elouera Special School – Enrolment Policy
Introduction
The Elouera Special School is registered with the NSW Education
Standards Authority (NESA) as a Special School. As defined in NESA
Manual for Registration and Accreditation of Individual Non-Government
Schools in New South Wales. The Elouera Special School has been
recognised as a school for children with a disability. The NESA assumes
that a school seeking registration for a Special School, will have only
students that meet that criteria. Therefore to be eligible for enrolment at
the Elouera Special School all students must be assessed as having a
moderate to severe or multiple disability including Developmental
Disability, Autism (with a moderate intellectual disability) or Mental Illness
(with a moderate intellectual disability) or any other significant disability.
Assessments
All enrolments require an Enrolment Form to be fully completed. Eligibility
to attend the school will be based on our Eligibility criteria document
In certain cases the Head Teacher in consultation with the Chief
Executive Officer may accept a new enrolment without an assessment of
intellectual ability if they believe that the school may be able to meet the
education and support needs of the student and the parent or caregiver is
willing to have an assessment done as soon as possible. In these cases
the student will be accepted on a trial basis only pending the outcome of
the assessment .
The trial period commences from the start of the students enrolment with
sufficient time allowed to an external assessment to occur and to allow
the school staff sufficient time to assess the education and support needs
of the student and if the Elouera Special School can meet those needs.
If, at the end of the trial period there remains some concerns about the
eligibility of the student or whether the school can provide an appropriate
level of support to meet the educational needs of the student discussions
between the Chief Executive Officer, parents and care givers plus other
relevant professionals will be held.
Recommendation
Where the recommendation by the Head Teacher in conjunction with the
Elouera Association (Inc) Chief Executive Officer is, that the student does
not meet the eligibility requirements of the school, or that the school can
not provide the appropriate level of supports to meet the personal and

educational needs of the student, then their enrolment trial will be
terminated.
Where it is deemed that the students personal and educational needs can
be met and eligibility clearly meets the requirements for enrolment at the
school, the student will be offered full and ongoing enrolment.
Continued enrolment at the School is dependent upon the student making
satisfactory academic progress, attending consistently, and the student
and the parent/carer(s) observing all behavioural codes of conduct and
other requirements of the School which are applicable from time to time
Waiting Lists
The Elouera Special School has a current maximum of 34 students. This
may be reduced if the school has a higher than usual number of high
support students.
When the school reaches capacity, all future
applications for enrolment will be placed on a waiting list. The list is not a
first come first served basis, positions will be offered based on our
capacity to meet the students needs and their individual needs first. This
means if a lower or high support student leaves the school we can offer a
position to a student from the waiting list of a similar need or prioritise a
student with significant needs.

Elouera Association
Complaints Handling Policy and Procedure
For Parents, Students and Service Users
1.

Introduction

1.1 Purpose and scope
This procedure applies to all Elouera Association services including the
Elouera Special School in handling complaints made in respect of
services provided by the service or school or against staff members,
which includes employees, contractors and volunteers.
This procedure does not extend to personal grievances between parents,
guardians or other members of the community.
1.2 Whistle blowing complaints
This procedure does not extend to complaints which are whistle blowing
disclosures. The procedure for processing whistle blowing complaints are
dealt with in the organisations whistle blowing policy.
In summary a whistle blowing disclosure is a disclosure which:


is made by a board member, staff member, a person who supplies
goods or services to the organisation or school, including a volunteer,
an employer of a supplier or a relative of any of these people;



involves alleged misconduct, an improper state of affairs or
circumstances, or illegal activity, and



is made to a senior staff member, or officer of the organisation or
school, the school’s auditor or a person who the school has
authorised to collect such disclosures.

1.3 Related policies
Complaints about reportable conduct will be addressed in accordance
with the school’s Child Protection Policy.
Complaints regarding a grievance between staff members about work
matters, including work relationships and decision made by other staff
members which impact on their work, are addressed in accordance with
the organisations Staff Grievance Policy.

Complaints regarding unlawful discrimination, harassment or bullying
between staff are generally addressed in accordance with the
organisations Discrimination, Harassment and Bullying Statement.
1.4 Confidentiality
All parties involved in complaints handling are required to maintain
appropriate confidentiality, including in relation to handling and storing
records.
2.

Complaints

A complaint or grievance is an expression of dissatisfaction made to the
Service or school about an educational and/or operational matter relating
to services provided by the organisation or school or the behaviour or
decisions of a staff member, contractor or volunteer, including
misconduct.
If a parent/carer or service recipient/student has a concern about the
conduct of a staff member, they should raise their concern with the
service or school in accordance with section 3. If a complaint that
concerns the behaviour of a school staff member may constitute
reportable conduct, the matter will be addressed in accordance with the
school’s Child Protection Policy in accordance with section 1.2. Please
refer to the school’s Child Protection Policy for information about
reportable conduct. Complainants are not required to assess whether
their concern meets the threshold of reportable conduct before making a
complaint. Any concern about a child’s wellbeing may be reported under
this policy.
Complaints may be made by a service recipient/student or parent/carer.
The organisation will seek to resolve complaints informally where possible
but acknowledges that in some cases a person may wish to make a
formal complaint.
3.

Raising a complaint

3.1 The complainant
Informal complaints may be raised by a complainant directly with the
person involved. However, if the complainant does not feel comfortable
doing so or the matter is one where it may not be appropriate to do so a
complaint can be made to the area Supervisor, Head Teacher or any
Senior Staff Member. Any complaint about the conduct of a school staff
member should be raised directly with the Head Teacher or Chief
Executive Officer in the first instance.

Should the matter not be resolved through informal processes, the
complainant may raise the matter formally with the organisation or school.
A formal complaint can be made in writing to the Chief Executive Officer,
via email allan@elouera-association.com
Where a person wishes to make a formal complaint concerning the Chief
Executive Officer the complaint should be made in writing to the Chair of
the Board, via mail to PO Box 271, Cootamundra NSW 2590. In this
situation, the references in this policy relating to the role of the Chief
Executive Officer should be read as references to the Chair of the Board.
3.2 The school and other Elouera Services
The Chief Executive Officer will generally acknowledge receipt of a
formal complaint in writing as soon as practicable.
4.

Handling complaints

4.1 Assessing a complaint
The Chief Executive Officer generally will assess the complaint and
determine:


whether the complaint is one to be addressed under this policy or is a
staff grievance or reportable conduct matter which are dealt with by
the relevant policies, see section 1.2; and



the priority of the complaint in accordance with the urgency and/or
seriousness of the matter raised; and



whether the school may be required to report the matter to the
Ombudsman, Police, Family and Community Services or other
relevant authorities should the complaint relate to possible unlawful
conduct or other reportable matters.

4.2 Managing a formal complaint
The Chief Executive Officer generally will manage a formal complaint
by:
a)

advising the complainant of the likely steps that will be undertaken by
the organisation or School in relation to the complaint;

b)

if appropriate, advising the relevant parties of the complaint at the
relevant time and providing them with an opportunity to respond;

c)

collecting any additional information the organisation or School
considers necessary to assess the complaint;

d)

making a decision about how the complaint will be resolved
(“resolution decision”); and

e)

advising the complainant in writing, and any other relevant parties as
appropriate, of the resolution decision of the Chief Executive Officer
and if appropriate, any proposed action to be taken.

There may be circumstances where some of the steps outlined above are
not appropriate and the organisation will determine, on a case by case
basis the most appropriate method of handling the complaint.
A complainant and the relevant parties that the complaint is about may
choose to have an appropriate support person present at any meeting
with representatives of the organisation or School about the complaint.
However, the organisation maintains the right to determine whether the
person’s preferred support person is appropriate and may not approve the
attendance of a support person where they are determined by the
organisation to be inappropriate.
5.

Contact

If you have any queries about this procedure, you should contact Chief
Executive Officer for advice.

ELOUERA ASSOCIATION Ltd
Child Protection Policy
6.

Introduction

1.1 Purpose and scope
This policy sets out staff responsibilities for child protection and processes
that staff must follow in relation to child protection matters. This policy
applies to all staff members, which includes employees, contractors and
volunteers.
Staff members who fail to adhere to this policy may be in breach of their
terms of employment.
1.2 Key legislation
There are four key pieces of child protection legislation in New South
Wales:

the Children and Young Persons (Care and Protection) Act 1998
(“Care and Protection Act”);

the Child Protection (Working with Children) Act 2012 (“WWC Act”);

the Children’s Guardian Act 2019 (“Children’s Guardian Act”)

the Crimes Act 1900 (“Crimes Act”).
1.3 Related policies
There are a number of other School policies that relate to child protection
that staff members must be aware of and understand including (but not
limited to):

Code of Conduct - sets out information about the standards of
behaviour expected of all staff members;

Work Health and Safety Statement - identifies the obligations
imposed by work health and safety legislation on the School and staff
members;

Discrimination, Harassment and Bullying Statement - summarises
obligations in relation to unlawful discrimination, harassment and
bullying;

Complaint Handling Procedures – provides the steps taken by the
School in addressing complaints; and

The Elouera Special School Anti Bullying Policy
There are also a number of procedures relating to this policy that detail
the implementation of this policy. These are :
Working with Children Check Verification Procedures

Staff and Volunteer training on Child Protection Procedures

1.4 Compliance and records
The Chief Executive Officer and Head Teacher monitors compliance with
this policy and securely maintains School records relevant to this policy,
which includes:


register of staff members who have read and acknowledged that they
read and understood this policy;



working with
verifications;



mandatory reports to the Department of Communities and Justice
(DCJ), previously known as Family and Community Services; and



reports of reportable conduct allegations, the outcome of reportable
conduct investigations, and/or criminal convictions.

7.

Child protection

children

check

clearance

(WWCC

clearance)

The safety, protection and welfare of students is the responsibility of all
staff members and encompasses:


a duty of care to ensure that reasonable steps are taken to prevent
harm to students which could reasonably have been foreseen; and



obligations under child protection legislation.

2.1 Children protection concerns
There are different forms of child abuse. These include neglect, sexual,
physical and emotional abuse.
Neglect is the continued failure by a parent or caregiver to provide a child
with the basic things needed for his or her proper growth and
development, such as food, clothing, shelter, medical and dental care and
adequate supervision.
Sexual abuse is when someone involves a child or young person in a
sexual activity by using their power over them or taking advantage of their
trust. Often children are bribed or threatened physically and
psychologically to make them participate in the activity. Child sexual
abuse is a crime.

Physical abuse is a non-accidental injury or pattern of injuries to a child
caused by a parent, caregiver or any other person. It includes but is not
limited to injuries which are caused by excessive discipline, severe
beatings or shakings, cigarette burns, attempted strangulation and female
genital mutilation.
Injuries include bruising, lacerations or welts, burns, fractures or
dislocation of joints.
Hitting a child around the head or neck and/or using a stick, belt or other
object to discipline or punishing a child (in a non-trivial way) is a crime.
Emotional abuse can result in serious psychological harm, where the
behaviour of their parent or caregiver damages the confidence and selfesteem of the child or young person, resulting in serious emotional
deprivation or trauma.
Although it is possible for ‘one-off’ incidents to cause serious harm, in
general it is the frequency, persistence and duration of the parental or
carer behaviour that is instrumental in defining the consequences for the
child.
This can include a range of behaviours such as excessive criticism,
withholding affection, exposure to domestic violence, intimidation or
threatening behaviour.
2.2 Child wellbeing concerns
Child wellbeing concerns are safety, welfare or wellbeing concerns for a
child or young person that do not meet the mandatory reporting threshold,
risk of significant harm in section 5.1.2.
2.3 Staff member responsibilities
Key legislation requires reporting of particular child protection concerns.
However, as part of the School’s overall commitment to child protection,
all staff are required to report any child protection or child wellbeing
concerns about the safety, welfare or wellbeing of a child or young person
to the Head Teacher.
If the allegation involves the Head Teacher, a report should be made to
the Chief Executive Officer or if the allegation is about the Chief Executive
Officer then report to the Chair of the Elouera Association Board

8.

Training

3.1 The School
The School provides all staff members with a copy of this policy and will
provide all staff members with the opportunity to participate in child
protection training annually.
3.2 Staff members
All new staff members must read this policy and sign
acknowledgement that they have read and understood the policy.

the

All staff members must participate in annual child protection training and
additional training, as directed by the Head Teacher. The training
complements this policy and provides information to staff about their legal
responsibilities related to child protection and School expectations,
including:


mandatory reporting;



reportable conduct;



working with children checks; and



professional boundaries.

9.

Working with children

The WWC Act protects children by requiring a worker to have a WWCC
clearance or current application to engage in child related work. Failure to
do so may result in a fine or imprisonment.
The Office of the Children’s Guardian (OCG) is responsible for
determining applications for a WWCC clearance. It involves a national
criminal history check and review of reported workplace misconduct
findings. The result is either to:


grant a WWCC clearance (generally valid for 5 years); or



refuse a WWCC clearance (further applications cannot be made for 5
years).

In addition, the OGC may impose an interim bar on engaging in child
related work for both applicants and WWCC clearance holders.
WWCC clearance holders are subject to ongoing monitoring by the OCG.

4.1 Responsibilities for working with children checks
4.1.1 Staff members
Staff members who engage in child-related work and eligible volunteers
(including those volunteers working at overnight camps) are required to:


hold and maintain a valid WWCC clearance;



not engage in child-related work at any time that they are subjected
to an interim bar or a bar;



report to the Head Teacher if they are no longer eligible for a WWCC
clearance, the status of their WWCC clearance changes or are
notified by the OCG that they are subjected to a risk assessment;
and



notify the OCG of any change to their personal details within 3
months of the change occurring. Failure to do so may result in a fine.

It is an offence for an employee to engage in child-related work when they
do not hold a WWCC clearance or if they are subject to a bar.
All volunteers are required to:
 be aware and follow the expectations of conduct expressed in the
School staff Code of Conduct.

4.1.2 The School
The School is required to:


verify online and record the status of each child-related worker’s
WWCC clearance;



only employ or engage child-related workers or eligible volunteers
who have a valid WWCC clearance; and



advise the OCG of the findings they have made after completing a
reportable conduct investigation, including whether they have made a
finding of reportable conduct. A finding of reportable conduct in
relation to sexual misconduct, a sexual offence or a serious physical
assault must be referred to the OCG's Working with Children Check
Directorate (WWCC Directorate). It is an offence for an employer to
knowingly engage a child-related worker who does not hold a WWCC
clearance or who has a bar.

4.2 Working with children check clearance
A WWCC clearance is authorisation under the WWC Act for a person to
engage in child-related work.
4.2.1 Child-related work
Child-related work involves direct contact by the worker with a child or
children and that contact is a usual part of and more than incidental to the
work. Child related work includes, but is not limited to work in the following
sectors:


early education and child-care including education and care service,
child-care centres and other child care;



Schools and other educational institutions and private coaching or
tuition of children;



religious services;



residential services including boarding schools, homestays more than
three weeks, residential services and overnight camps;



transport services for children including school bus services, taxi
services for children with disability and supervision of school road
crossings; and



counselling, mentoring or distance education not involving direct
contact.

Any queries about whether roles/duties engage in child-related work
should be directed to the Head Teacher.
4.2.2 Application/Renewal
An application or renewal can be made through Service NSW or its
replacement agency. The process for applying for and renewing a
WWCC clearance with the OCG involves a national police check and a
review of findings of misconduct. If the OCG grants or renews a WWCC
clearance, the holder will be issued with a number which is to be provided
to the School to verify the status of a staff member’s WWCC clearance.
4.2.3 Refusal/Cancellation
The OCG can refuse to grant a WWCC clearance or cancel a WWCC
clearance. The person is then restricted from engaging in child-related
work and not able to apply for another clearance for five years. Employers
are notified by the OGC and instructed to remove such persons from
child-related work.
4.2.4 Interim bar
The OCG may issue an interim bar, for up to 12 months, to high risk
individuals to prevent them from engaging in child-related work while a
risk assessment is conducted. If an interim bar remains in place for six
months or longer, it may be appealed to the Administrative Decisions
Tribunal.
Not everyone who is subject to a risk assessment will receive an interim
bar; only those representing a serious and immediate risk to children.
4.2.5 Disqualified person
A disqualified person is a person who has been convicted, or against
whom proceedings have been commenced for a disqualifying offence
outlined in Schedule 2 of WWC Act. A disqualified person cannot be
granted a WWCC clearance and is therefore restricted from engaging in
child related work.
4.3 Ongoing monitoring
The OCG will continue to monitor criminal records and professional
conduct findings of all WWCC clearance holders through a risk
assessment process.
4.3.1 Risk assessments
A risk assessment is an evaluation of an individual’s suitability for childrelated work.

The OCG will conduct a risk assessment on a person’s suitability to work
with children when a new record is received which triggers a risk
assessment. This may include an offence under Schedule 1, pattern of
behaviour or offences involving violence or sexual misconduct
representing a risk to children and findings of misconduct involving
children.
4.4 Process for reporting to OCG
4.4.1 The School
Independent Schools are defined as a reporting body by the WWC Act.
The School is required to advise the OCG of the findings they have made
after completing a reportable conduct investigation, including whether
they have made a finding of reportable conduct. A finding of reportable
conduct in relation to sexual misconduct, a sexual offence or a serious
physical assault, must be referred to the OCG's WWCC Directorate.
Information must also be referred internally to the OCG's WWCC
Directorate if it meets the threshold for consideration of an interim WWCC
bar, as per Section 17 of the WWC Act, pending a formal risk
assessment.
The School may also be obliged to report, amend or provide additional
information to the OCG as outlined in the WWC Act and the Children’s
Guardian Act.
4.4.2 Finding of misconduct involving children
The School will report any finding of reportable conduct to the OCG.
When informing an employee of a finding of reportable conduct against
them, the School should alert them to the consequent report to the
WWCC Directorate in relation to sustained findings of sexual misconduct,
a sexual offence or a serious physical assault.
The WWC Act enables a person who has a sustained finding referred to
the OCG to request access to the records held by the School in relation to
the finding of misconduct involving children, once final findings are made.
The entitlements of a person to request access to information in terms of
section 46 of the WWC Act is enlivened when a finding of misconduct
involving children has been made.
4.4.3 Other information
The School may also be required to provide information to the OGC that
is relevant to an assessment of whether a person poses a risk to the
safety of children or the OCG’s monitoring functions.

10. Mandatory reporting
The Care and Protection Act provides for mandatory reporting of children
at risk of significant harm. A child is a person under the age of 16 years
and a young person is aged 16 years or above but who is under the age
of 18, for the purposes of the Care and Protection Act.
Under the Care and Protection Act, mandatory reporting applies to
persons who:


in the course of their employment, deliver services including health
care; welfare, education, children's services and residential services,
to children; or



hold a management position in an organisation, the duties of which
include direct responsibility for, or direct supervision of, the provision
of services including health care, welfare, education, children's
services and residential services, to children.

All teachers are mandatory reporters. Other staff members may also be
mandatory reporters. Any queries about whether other staff members are
mandatory reporters should be directed to the Head Teacher.
5.1 Reports to Communities and Justice
A mandatory reporter must, where they have reasonable grounds to
suspect that a child (under 16 years of age) is at risk of significant harm,
report to the Department of Communities and Justice (DCJ) as soon as
practicable. The report must include the name, or a description, of the
child and the grounds for suspecting that the child is at risk of significant
harm.
In addition, the School may choose to make a report to the DCJ where
there are reasonable grounds to suspect a young person (16 or 17 years
of age) is at risk of significant harm and there are current concerns about
the safety, welfare and well-being of the young person.
In the independent school sector, a mandatory reporter will meet their
obligation if they report to the Head Teacher in the School. This
centralised reporting model ensures that a person in the School has all of
the information that may be relevant to the circumstances of the child at
risk of significant harm and addresses the risk of the School not being
aware of individual incidences that amount to cumulative harm.
5.1.1 Reasonable grounds

'Reasonable grounds' refers to the need to have an objective basis for
suspecting that a child or young person may be at risk of significant harm,
based on:


first-hand observations of the child, young person or family;



what the child, young person, parent or another person has
disclosed;



what can reasonably be inferred based on professional training and /
or experience.

'Reasonable grounds' does not mean a person is required to confirm their
suspicions or have clear proof before making a report.
5.1.2 Significant harm
A child or young person is 'at risk of significant harm' if current concerns
exist for the safety, welfare or well-being of the child or young person
because of the presence, to a significant extent, of any one or more of the
following circumstances:


the child’s or young person’s basic physical or psychological needs
are not being met or are at risk of not being met;



the parents or other caregivers have not arranged and are unable or
unwilling to arrange for the child or young person to receive
necessary medical care;



in the case of a child or young person who is required to attend
school in accordance with the Education Act 1990, the parents or
other caregivers have not arranged and are unable or unwilling to
arrange for the child or young person to receive an education in
accordance with that Act;



the child or young person has been, or is at risk of being, physically
or sexually abused or ill-treated;



the child or young person is living in a household where there have
been incidents of domestic violence and as a consequence, the child
or young person is at risk of serious physical or psychological harm,



a parent or other caregiver has behaved in such a way towards the
child or young person, that the child or young person has suffered or
is at risk of suffering serious psychological harm;



the child was the subject of a pre-natal report under section 25 of the
Care and Protection Act and the birth mother of the child did not

engage successfully with support services to eliminate, or minimise
to the lowest level reasonably practical, the risk factors that gave rise
to the report.
What is meant by 'significant' in the phrase 'to a significant extent', is that
which is sufficiently serious to warrant a response by a statutory authority
irrespective of a family's consent.
What is significant, is not minor or trivial and may reasonably be expected
to produce a substantial and demonstrably adverse impact on the child or
young person's safety, welfare or well-being.
The significance can result from a single act or omission or an
accumulation of these.
5.3 Process for mandatory reporting
5.3.1 Staff members
Staff members must raise concerns about a child or young person who
may be at risk of significant harm with the Head Teacher as soon as
possible to discuss whether the matter meets the threshold of 'risk of
significant harm' and the steps required to report the matter.
However, if there is an immediate danger to the child or young person and
the Head Teacher or the Chief Executive Officer is not contactable, staff
members should contact the Police and/or the Child Protection Helpline
(13 21 11) directly and then advise the Head Teacher or the Chief
Executive Officer as soon as possible.
Staff members are not required to and must not, undertake any
investigation of the matter. Staff members are not permitted to inform the
parents or caregivers that a report to the DCJ has been made.
Staff members are required to deal with the matter confidentially and only
disclose it to the persons referred to above or as required to comply with
mandatory reporting obligations. Failure to maintain confidentiality will not
only be a breach of this policy, but could incite potential civil proceedings
for defamation.
5.3.2 The School
In general, the Head Teacher or Chief Executive Officer will report
these matters to the DCJ and where necessary, the Police. This is
supported by the DCJ in accordance with best practice principles.

5.4 Process for reporting concerns about students
5.4.1 Staff members
The Care and Protection Act outlines a mandatory reporter’s obligation to
report to the DCJ concerns about risk of significant harm. However, to
ensure centralised reporting, all staff members are required to report any
concern regarding the safety, welfare and wellbeing of a student to the
Head Teacher. Staff members who are unsure as to whether a matter
meets the threshold of ‘risk of significant harm’, should report their
concern to the Head Teacher regardless.
Staff members are required to deal with all reports regarding the safety,
welfare or wellbeing of a student confidentially and only disclose it to the
Head Teacher and any other person the Head Teacher nominates.
11. Reportable conduct
Section 29 of the Children’s Guardian Act 2019 requires the Heads of
Entities, including non-government schools in New South Wales, to notify
the OCG of all allegations of reportable conduct and convictions involving
an 'employee' and the outcome of the School's investigation of these
allegations. Under the Children’s Guardian Act 2019, allegations of child
abuse only fall within the reportable conduct jurisdiction if the involved
individual is an employee of the relevant entity at the time when the
allegation becomes known by the Head of Entity.
Reportable Conduct:


involves a child (a person under the age of 18 years) at the time of
the alleged incident; and



involves certain defined conduct as described in the Act (see below).

The OCG:


must keep under scrutiny the systems for preventing reportable
conduct by employees of non-government schools and the handling
of, or response to, reportable allegations (including allegations which
are exempt from notification) or convictions;



must receive and assess notifications from non-government schools
concerning reportable conduct or reportable convictions;



is required to oversee or monitor the conduct of investigations by
non-government schools into allegations of reportable conduct or
reportable convictions;



must determine whether an investigation that has been monitored
has been conducted properly and whether appropriate action has
been taken as a result of the investigation;



may directly investigate an allegation of reportable conduct or
reportable conviction against an employee of a non-government
school, or the handling of or response to such a matter (eg arising
out of complaints by the person who is the subject of an allegation);
and



may investigate the way in which a relevant entity has dealt with, or is
dealing with, a report, complaint or notification, if the OCG considers
it appropriate to do so.

6.1 Reportable conduct
Under the Children’s Guardian Act 2019, reportable conduct is defined as:


a sexual offence;



sexual misconduct;



an assault against a child;



ill-treatment of a child;



neglect of a child;



an offence under section 43B (failure to protect) or section 316A
(failure to report) of the Crimes Act 1900; and



behaviour that causes significant emotional or psychological harm to
a child.

Reportable conduct does not extend to:


conduct that is reasonable for the purposes of the discipline,
management or care of children, having regard to the age, maturity,
health or other characteristics of the children and to any relevant
codes of conduct or professional standards; or



the use of physical force that, in all the circumstances, is trivial or
negligible and the circumstances in which it was used have been
investigated and the result of the investigation has been recorded in
accordance with appropriate procedures; or



conduct of a class or kind exempted from being reportable conduct
by the Children’s Guardian Act under section 30.

6.1.1 Definitions
The following definitions relate to reportable conduct:


Sexual offence: an offence of a sexual nature under a law of the
State, another State, a Territory, or the Commonwealth, committed
against, with or in the presence of a child, such as:
- sexual touching of a child;
- a child grooming offence;
- production, dissemination or possession of child abuse material.
Definitions of ‘grooming’, within child protection legislation, are
complex. Under the Crimes Act, grooming or procuring a child under
the age of 16 years for unlawful sexual activity is classed as a sexual
offence. The Crimes Act (s73) also extends the age of consent to 18
years when a child is in a ‘special care’ relationship. Under Schedule
1(2) of the WWC Act, grooming is recognised as a form of sexual
misconduct. The Children’s Guardian Act 2019 and this Child
Protection Policy reflect these definitions within the context of the
Reportable Conduct Scheme (Division 2).
An alleged sexual offence does not have to be the subject of criminal
investigation or charges for it to be categorised as a reportable
allegation of sexual offence.



Sexual misconduct: conduct with, towards or in the presence of a
child that is sexual in nature (but not a sexual offence). The Act
provides the following (non-exhaustive) examples:
- descriptions of sexual acts without a legitimate reason to provide
the descriptions;
- sexual comments, conversations or communications;
-

comments to a child that express a desire to act in a sexual manner
towards the child, or another child.
Note – crossing professional boundaries comes within the scope of
the scheme to the extent that the alleged conduct meets the
definition of sexual misconduct. That is, the conduct with, towards or
in the presence of a child that is sexual in nature (but is not a sexual
offence).



Assault: an assault can occur when a person intentionally or
recklessly (ie. knows the assault is possible but ignores the risk):

- applies physical force against a child without lawful justification or
excuse – such as hitting, striking, kicking, punching or dragging a
child (actual physical force); or
- causes a child to apprehend the immediate and unlawful use of
physical force against them – such as threatening to physically harm
a child through words and/or gestures regardless of whether the
person actually intends to apply any force (apprehension of physical
force)
 lll-treatment: is defined as conduct towards a child that is:
- unreasonable; and
- seriously inappropriate, improper, inhumane or cruel.
Ill-treatment can include a range of conduct such as making
excessive or degrading demands of a child; a pattern of hostile or
degrading comments or behaviour towards a child; and using
inappropriate forms of behaviour management towards a child.
 Neglect: defined as a significant failure to provide adequate and
proper food, supervision, nursing, clothing, medical aid or lodging
for a child that causes or is likely to cause harm - by a person who
has care and/or has responsibility towards a child.
Neglect can be an ongoing situation of repeated failure by a
caregiver to meet a child’s physical or psychological needs, or a
single significant incident where a caregiver fails to fulfil a duty or
obligation, resulting in actual harm to a child where there is the
potential for significant harm to a child. Examples of neglect include
failing to protect a child from abuse and exposing a child to a
harmful environment.
 Behaviour that causes significant emotional or psychological
harm to a child is conduct that is intentional or reckless (without
reasonable excuse), obviously or very clearly unreasonable and
which results in significant emotional harm or trauma to a child.
For a reportable allegation involving psychological harm, the following
elements must be present:
- An obviously or very clearly unreasonable or serious act or series of
acts that the employees knew or ought to have known was
unacceptable, and
- Evidence of psychological harm to the child that is more than
transient, including displaying patterns of ‘out of character

behaviour’, regression in behaviour, distress, anxiety, physical
symptoms or self-harm, and
- An alleged causal link between the employee’s conduct and the
significant emotional or psychological harm to the child.
 Reportable allegation is an allegation that an employee has
engaged in conduct that may be reportable conduct.


Reportable conviction means a conviction (including a finding of
guilt without the court proceeding to a conviction), in NSW or
elsewhere, of an offence involving reportable conduct.

 Employee of an entity includes:
- an individual employed by, or in, the entity
- a volunteer providing services to children
- a contractor engaged directly by the entity (or by a third party)
where the contractor holds, or is required to hold, a WWCC
clearance for the purposes of their work with an entity; and
- a person engaged by a religious body where that person holds, or is
required to hold, a WWCC clearance for the purposes of their work
with the religious body.
 ESOA (Employee Subject of the Allegation).
6.2 Process for reporting of reportable conduct allegations or
convictions
6.2.1 Staff members
Any concerns about any other employee engaging in conduct that is
considered inappropriate, or reportable conduct, or any allegation of
inappropriate or reportable conduct made to the employee or about the
employee themselves must be reported to the Head Teacher. Where it is
uncertain if the conduct is reportable conduct but is considered
inappropriate behaviour this must also be reported.
Staff members must also report to the Head Teacher when they become
aware that an employee has been charged with or convicted of an offence
(including a finding of guilt without the court proceeding to a conviction)
involving reportable conduct. This includes information relating to the
employee themselves.
If the allegation involves the Head Teacher, the staff member must report
to the Chief Executive Officer.

6.2.2 Parents, carers and community members
Parents, carer and community members are encouraged to report any
conduct that is in their view inappropriate, reportable or criminal conduct
to The Head Teacher or the Chief Executive Officer. All such reports will
be dealt with in accordance with the School's complaint handling
procedures.
6.2.3 The School
The Chief Executive Officer, as the Head of Entity under the Children’s
Guardian Act 2019, must:
 Ensure specified systems are in place for preventing, detecting and
responding to reportable allegations or convictions
 Submit a 7-day notification form to the OCG within 7 business days
of becoming aware of a reportable allegation or conviction against
an employee of the entity (unless the Head of the Entity has a
reasonable excuse),
The notification should include the following information:
(a) that a report has been received in relation to an employee of the
School, and
(b) the type of reportable conduct, and
(c) the name of the employee, and
(d) the name and contact details of School and the Head of Entity,
and
(e) for a reportable allegation, whether it has been reported to
Police, and
(f) if a report has been made to the Child Protection Helpline, that a
report has been made, and
(g) the nature of the relevant entity’s initial risk assessment and risk
management action,
 The notice must also include the following, if known to the Chief
Executive Officer:
(a) details of the reportable allegation or conviction considered to
be a reportable conviction,
(b) the date of birth and working with children number, if any, of the
employee the subject of the report,
(c) the police report reference number (if Police were notified),
(d) the report reference number if reported to the Child Protection
Helpline,

(e) the names of other relevant entities that employ or engage the
employee, whether or not directly, to provide a service to
children, including as a volunteer or contractor.
 Maximum penalty for failure to notify within 7 business days —10
penalty units.
6.3 Process for investigating an allegation of reportable conduct
The Head Teacher and or Chief Executive Officer is responsible for
ensuring that the following steps are taken to investigate an allegation of
reportable conduct.
6.3.1 Initial steps
Once an allegation of reportable conduct against an employee is
received, the Head Teacher and or Chief Executive Officer is required to:


determine whether it is an allegation of reportable conduct;



assess whether the DCJ or the Police need to be notified (ie, if
reasonable grounds to suspect that a child is at risk of significant
harm or a potential criminal offence). If they have been notified, seek
clearance from these statutory agencies prior to the School
proceeding with the reportable conduct investigation;



notify the child's parents (unless to do so would be likely to
compromise the investigation or any investigation by the DCJ or
Police);



notify the OCG within 7 business days of receiving the allegation;



carry out a risk assessment and take action to reduce/remove risk,
where appropriate; and



provide an initial letter to the ESOA advising that an allegation of
reportable conduct has been made against them and the School’s
responsibility to investigate this matter under Section 34 of the
Children’s Guardian Act 2019; and



investigate the allegation or appoint someone to investigate the
allegation.

6.3.2 Investigation principles
During the investigation of a reportable conduct allegation the School will:


follow the principles of procedural fairness;



inform ESOA of the substance of any allegations made against them,
at the appropriate time in the investigation, and provide them with a
reasonable opportunity to respond to the allegations;



make reasonable enquiries or investigations before making a
decision;



avoid conflicts of interest;



conduct the investigation without unjustifiable delay;



handle the matter as confidentially as possible; and



provide appropriate support for all parties including the child/children,
witnesses and the ESOA.

6.3.3 Investigation steps
In an investigation the Chief Executive Officer via the Head Teacher or
appointed investigator will generally:


interview relevant witnesses and gather relevant documentation;



provide a letter of allegation to the ESOA;



provide the ESOA with the opportunity to provide a response to the
allegations either in writing or at Interview;



consider relevant evidence and make a preliminary finding in
accordance with the OCG guidelines;



inform the ESOA of the preliminary finding in writing by the Head of
Entity and provide them with a further opportunity to respond or make
a further submission prior to the matter moving to final findings;



consider any response provided by the ESOA;



make a final finding in accordance with the OCG guidelines;



decide on the disciplinary action, if any, to be taken against the
ESOA;



if it is completed, send the final report to the OCG within 30 days
after having received the allegation, as per section 36 of the
Children’s Guardian Act 2019.



should the final report be unfinished within 30 days, the Head of
Entity must provide, at minimum, an interim report to the OCG within
30 days of having received the allegation, as per section 38 of the
Children’s Guardian Act 2019.

Submission of an interim report must include;
- a reason for not providing the final report within 30 days and an
estimated time frame for completion of the report.
- specific information, including (if known); the facts and
circumstances of the reportable allegation; any known information
about a reportable conviction; action taken since the OCG received
a notification about the reportable allegation or reportable
conviction; further action the Head of Entity proposes to take in
relation to the reportable allegation or reportable conviction;
including if the Head of Entity proposes to take no further action; the
reasons for the action taken and the action proposed to be taken or
the reasons for the decision to take no further action; other
information prescribed by the regulations; and
- be accompanied by copies of documents in the School's
possession, including transcripts of interviews and copies of
evidence.

The steps outlined above may need to be varied on occasion to meet
particular circumstances. For example, it may be necessary to take
different steps where the matter is also being investigated by the DCJ or
Police.
An ESOA may have an appropriate support person with them during the
interview process. Such a person is there for support only and as a
witness to the proceedings and not as an advocate or to take an active
role.
6.4 Risk management throughout an investigation of a reportable
conduct allegation
Risk management means identifying the potential for an incident or
accident to occur and taking steps to reduce the likelihood or severity of
its occurrence.
The Chief Executive Officer is responsible for risk management
throughout the investigation and will assess risk at the beginning of the
investigation, during and at the end of the investigation.
6.4.1 Initial risk assessment
Following an allegation of reportable conduct against an employee, the
Chief Executive Officer conducts an initial risk assessment to identify and
minimise the risks to:



the child(ren) who are the subject of the allegation;



other children with whom the employee may have contact;



the ESOA;



the School, and



the proper investigation of the allegation.

The factors which will be considered during the risk assessment include:


the nature and seriousness of the allegations;



the vulnerability of the child(ren) the ESOA has contact with at work;



the nature of the position occupied by the ESOA;



the level of supervision of the ESOA; and



the disciplinary history or safety of the ESOA and possible risks to
the investigation.

The Chief Executive Officer will take appropriate action to minimise risks.
This may include the ESOA being temporarily relieved of some duties,
being required not to have contact with certain students, being asked to
take paid leave, or being suspended from duty. When taking action to
address any risks identified, the School will take into consideration both
the needs of the child(ren) and the ESOA.
A decision to take action on the basis of a risk assessment is not
indicative of the findings of the matter. Until the investigation is completed
and a finding is made, any action, such as an employee being suspended,
is not to be considered to be an indication that the alleged conduct by the
employee did occur.
6.4.2 Ongoing risk assessment
The Chief Executive Officer will continually monitor risk during the
investigation including in the light of any new relevant information that
emerges.
6.4.3 Findings
At the completion of the investigation, a finding will be made in relation to
the allegation and a decision made by the Chief Executive Officer
regarding what action, if any, is required in relation to the ESOA, the
child(ren) involved and any other parties.
6.4.4 Information for the ESOA

The ESOA will be advised:


that an allegation has been made against them (at the appropriate
time in the investigation); and



of the substance of the allegation, or of any preliminary finding and
the final finding.

The ESOA does not automatically have the right to:


know or have confirmed the identity of the person who made the
allegation; or



be shown the content of the OCG notification form or other
investigation material that reveals information provided by other
employees or witnesses.

The WWC Act enables a person who has a sustained finding referred to
the OCG to request access to the records held by the School in relation to
the finding of misconduct involving children, once final findings are made.
The entitlements of a person to request access to information in terms of
section 46 of the WWC Act is enlivened when a finding of misconduct
involving children has been made.
6.4.5 Disciplinary action
As a result of the allegations, investigation or final findings, the School
may take disciplinary action against the ESOA (including termination of
employment).
In relation to any disciplinary action the School will give the ESOA:


details of the proposed disciplinary action; and



a reasonable opportunity to respond before a final decision is made.

6.4.6 Confidentiality
It is important when dealing with allegations of reportable conduct that the
matter be dealt with as confidentially as possible.
The School requires that all parties maintain confidentiality during the
investigation including in relation to the handling and storing of documents
and records.
Records about allegations of reportable conduct against employees will
be kept at the Elouera Association Head Office and will be accessible by
the Chief Executive Officer or with the Chief Executive Officer's express
authority].

No employee may comment to the media about an allegation of
reportable conduct unless expressly authorised by the Chief Executive
Officer to do so.
Staff members who become aware of a breach of confidentiality in relation
to a reportable conduct allegation must advise the Head Teacher.
12. Criminal offences
In 2018 the Crimes Act was amended to adopt recommendations of the
Royal Commission into Institutional Responses to Child Sexual Abuse.
The new offences are designed to prevent child abuse and to bring abuse
that has already occurred to the attention of the Police.
7.1 Failure to protect offence (Crimes Act 1900 – NSW)
An adult working in a school, therefore all staff members, will commit an
offence if they know another adult working there poses as serious risk of
committing a child abuse offence and they have the power to reduce or
remove the risk, and they negligently fail to do so either by acts and/or
omissions.
This offence is targeted at those in positions of authority and responsibility
working with children who turn a blind eye to a known and serious risk
rather than using their power to protect children.

7.2 Failure to report offence (Crimes Act 1900 – NSW)
Any adult, and therefore all staff members, will commit an offence if they
know, believe or reasonably ought to know that a child abuse offence has
been committed and fail to report that information to Police, without a
reasonable excuse. A reasonable excuse would include where the adult
has reported the matter to the Head Teacher and is aware that the Head
Teacher has reported the matter to the Police.
7.3 Special Care Relationships (Crimes Act 1900 – NSW)
It is a crime in NSW for a staff member, volunteer or contractor to have a
sexual relationship with a student where there is a special care
relationship. The Act provides that a young person is under an adult’s
special care if the adult is a member of the teaching staff of the School at
which the young person is a student; or has an established personal
relationship with the young person in connection with the provision of
religious, sporting, musical or other instruction.
The Special Care (sexual intercourse) offence under s73 was
supplemented by an additional special care offence involving sexual
touching now under s73A of the Crimes Act. The new offence under s73A
will expand special care offences to also apply to non-penetrative sexual
touching. The offence will protect children aged 16-17 years from
inappropriate sexual contact with teachers and others who have special
care of the child.

ELOUERA ASSOCIATION LTD
Elouera Special School - Discipline Policy
1.0 Policy Statement
The objective of the School Discipline Policy is to establish a safe and
positive learning environment which increases student responsibility and
student learning. All students at Elouera Special School have the right to
learn in an environment free from bullying, intimidation and without
interference from others. Students have the right to feel safe and happy at
school. They also have the right to be treated fairly and with dignity.
The underlying principles of this policy are based on procedural fairness.
Elouera Special School has the responsibility of determining the discipline
strategies that will be implemented according to the specific needs and
abilities of the students.
Discipline is necessary to ensure the safety and welfare of all students
and staff. Collaboration between staff and parents/caregivers is essential
to provide and maintain a positive approach to managing student
behaviour and discipline.
It is our policy that:
- we prohibit corporal punishment; and
- we do not explicitly or implicitly sanction the administering of
corporal punishment by nonschool persons, including parents, to
enforce discipline at the school.
The use of any corporal punishment by a staff member is strictly
prohibited. Any staff member who breaches this rule will be subject to
disciplinary proceedings which may include dismissal
2.0 Rights and Responsibilities
Elouera Special School outlines a series of rights and responsibilities for
students and staff that provide the underlying principle regarding the
management of student’s behaviour at Elouera Special School.
2.1Student Rights and Responsibilities
RIGHTS

I have the right
to be happy at

RESPONSIBILITIES
 Treat others with understanding, acceptance
and respect

school

 Speak politely
 Follow staff directions
 Value their own achievements and positively
acknowledge the achievements of others.

I have the right
to feel safe and
secure at school

 Demonstrate safe behaviour
 To tell a teacher of any potential or perceived
danger
 Demonstrate positive behaviour in the
classroom, playground and during community
access activities and excursions.
 To share space and time, taking turns in games
and activities

I have the right
to learn all I can

 Attend school regularly
 Display appropriate behaviour in class
 Not disturb the learning of others

I have the right
to participate in
school activities

 Participate actively in school events;
 Develop and demonstrate appropriate
behaviours in school and community settings

2.2 Staff Rights and Responsibilities
RIGHTS
I have the right
to teach

RESPONSIBILITIES
 To provide lessons which are relevant,
interesting, appropriate to students needs and
designed to encourage students to succeed and
maximize their potential
 Create a classroom/playground climate in which
students feel valued and are able to work to the
best of their abilities
 To develop and implement positive behaviour
management strategies
 To use appropriate communication strategies

for individual students that encourage positive
behaviour
I have the right
to
teach in a safe,
supportive
school

I have the right
to expect and
receive respect

 To support colleagues
 Encourage and support students to take
responsibility for their own behaviour
 To keep parents informed of student progress
and concern
 To take responsibility for your own actions
 To foster positive, respectful and appropriate
relationships with students, parents and other
staff

3.0 Forms of Inappropriate Behaviour
Examples of inappropriate behaviour that may require disciplinary action
could include:
 physical abuse ie hitting, punching, kicking, fighting
 verbal abuse at staff and students
 taking others people’s property
 mistreatment of property; students, staff and school
 spitting
 teasing other students
 bullying others
 repeated refusal of expected behaviours or tasks
 leaving the classroom or school grounds without permission
Inappropriate forms of behaviour may vary and are not limited to those
indicated above. The identification of, and approach used when dealing
with inappropriate behaviour with be determined on a case by case basis.
4.0 Discipline and Behaviour Management

Behaviour management strategies implemented at a school, class and
individual level form the underlying principles of discipline procedures at
Elouera Special School. School and classroom strategies are a
component of each teacher’s class program. Effective classroom
discipline may be facilitated through the use of positive behaviour
management strategies. If necessary, a variety of approaches may be
implemented to manage inappropriate forms of behaviour. Strategies
such as time out and formulating an individual management plan may be
considered to assist in the management of specific behaviours and
concerns. Suspension and expulsion may be considered when a specific
discipline sanction is necessary. Strategies implemented could vary and
will be decided upon on a case by case basis.
4.1 Positive Behaviour Management – Whole School Approaches
A positive approach to behaviour management forms the guidelines
towards discipline at Elouera Special School.
Positive behaviour management may be enhanced by:
 Creating a class/playground climate in which all children feel valued
 Creating a class program which is appropriate to the ability levels of
all students
 Staff modeling consistent and caring behaviour
 Using strategies and teaching approaches
appropriate communication and understanding

that

maximise

 Creating a structured and routined learning environment
 Using verbal and non-verbal praise to reinforce and recognise
positive behaviour
 Ensuring there is a simple, consistent approach by all staff
 Creating class rules that are positive, clear and realistic
 Teachers writing a student profile that outlines likes, dislikes,
triggers and specific relevant information to each student
4.2 Positive
Approaches

Behaviour

Management

–

Individual

Student

To recognise, promote and reinforce student achievement staff may:

 Reward and acknowledge student achievement through class
reward systems and charts, stickers, privileges, assembly merit
awards, special awards, and special class activities
 Reward students when following rules
 Give students special responsibilities e.g. messenger, helping
peers, jobs
 Promote working harmoniously as a class and/or group with special
privileges such as excursions, special event days and whole school
activities.
Creating a positive classroom and playground often involves
understanding the needs of the student and the function of specific
behaviours. Before applying a behaviour strategy, the behaviour should
be monitored and understood in context.
4.3 Approaches to Inappropriate Forms of Behaviour
A number of strategies may be implemented by staff when managing
inappropriate behaviour. These may include:
 provide guidance, modelling of appropriate behaviours and praising
other students for appropriate behaviours
 giving a warning from staff and a reminder of the appropriate
behaviour desired
 give a second warning and remove from an activity for a period of
time in the classroom. Student is counselled by the classroom
teacher regarding behaviour.
 classroom teachers monitor behaviour, record incidences of
behaviour and consider of a management plan is needed
 classroom teachers discuss behaviour with parents
The identification of, and approach used when dealing with inappropriate
behaviour with be determined on a case by case basis.
4.4 Time Out
There may be times when a student is required to visit another classroom
for a period of time. The class teacher will liaise with the visiting class
teacher to determine the time out procedure to be adopted and to ensure
students’ needs are continuing to be met.
4.5 Behaviour Management Plans

School based behaviour management plans may be implemented for
individual students who require specific strategies put in place to assist in
managing their behaviour. Classroom teachers may consult with the Head
Teacher and parent when formulating the plan. Management plans are
specific to each individual student.
4.6 Suspension.
Suspension is a temporary removal of a student school for a set period of
time.
4.7 Expulsion.
Expulsion is the permanent removal of a student from one particular
school. Serious matters that lead to expulsion could include the use of a
weapon, serious bullying, violence or threats of violence towards either
staff or students could result in an indefinite suspension, leading to
expulsion.
Procedures for Suspension or Expulsion
1. Where a disciplinary issue arises which may result in suspension or
expulsion the school will investigate the circumstances surrounding the
issue. The Head Teacher may direct the student not to attend school
while the investigation takes place. An investigation will include the
student being provided with information about the nature of the
allegations and being given an opportunity to respond.
2. If after receiving the results of the investigation and hearing
representations from the student, the Head Teacher forms the view
that the student should be suspended or expelled, the Head Teacher
will make a recommendation to that effect to the Chief Executive
Officer and advise the student and parents/carer that this
recommendation has been made.
3. The parents/carer or student may appeal against that recommendation
to the Chief Executive Officer, setting out the reasons why the Chief
Executive Officer should not act on the recommendation. Any appeal
must be provided to the Chief Executive Officer no later than 5 days
after the parents/carer have been advised of the recommendation.
4. If no appeal is made within the time specified, the Chief Executive
Officer will decide whether to accept the recommendation and advise
the student and parents/carer of the decision.
5. If the student or parents/carer have lodged an appeal, the Chief
Executive Officer will consider the recommendations and the reasons
provided by the student or parents/carer for not following the

recommendation and will decide whether to accept the
recommendation of the Head Teacher. The Chief Executive Officer will
then advise the student and parents/carer of the decision.
6. The decision made by the Chief Executive Officer Principal will be final.
4.8 Exclusion.
Exclusion is the act of preventing a student’s admission to a number of
schools.
If expulsion is the only option Elouera Special School does not have an
Exclusion Policy and will not prevent a student from being enrolled in
another school.
5.0 The Roles of the School Community Members in the School
Discipline Policy
Head Teacher
The Head Teacher provides leadership and direction in relation to the
Discipline Policy at Elouera Special School and supports the staff in
implementing this policy. The Head Teacher encourages an atmosphere
which allows all students to achieve their personal best in all areas of
school life. The Head Teacher has the authority to take immediate action
in situations where serious student misbehaviour occurs.
A record of inappropriate student behaviour will be maintained by relevant
classroom teachers and discussed with the Head Teacher.
Chief Executive Officer / Board
The Chief Executive Officer will intervene and provide support when the
Head Teacher seeks assistance in line with organisational policies and
principles. Suspension of services requires the consent of the Chief
Executive Officer who will ensure that all alternative actions have been
exhausted. The Chief Executive Officer will keep the Board of the
Elouera Association Ltd informed if suspension or termination of services
may be required.
Commitment
Due to the varying disabilities of students at the school the discipline
policy will be flexible and tailored to the student’s individual needs and
circumstances.
6.0 Record of Disciplinary Action

Records regarding disciplinary action may include but are not limited to
the following:
 Communications with parents
 Observational/ monitoring notes
 Recording incidents of behaviour
 Individual management plans and strategies
 Records of suspension and expulsion
Proformas for recording incidents of behaviour and individual
management plans are found in the Staff shared file in the school server.
These proformas are examples and can be modified according to
individual specific needs and information required.
Records for suspension and expulsion may be written by the Head
Teacher in conjunction with the Chief Education Officer. These records
will be kept in the school office file titled “Suspension and Expulsion”. A
copy will be placed in the student file in the office.
Other records may be written by the class teacher in conjunction with the
Head Teacher if appropriate. These records will be kept in the students
IEP and class program if appropriate.

FINANCIAL PERFORMANCE
By Allan Young – Chief Executive Officer
The 2020 year produced a healthy outcome with a $237,819 surplus after
all activities. This includes a share revaluation, dividends and input
credits of $15,582. The Gains were lower than the previous year however
considering the challenges we faced in 2020 its quite a remarkable result.
Our Surplus funds have been committed to a number of projects in 2021
including the sinking of a Bore and upgrades to the toilets in the original
building
The share portfolio is a part of the investment fund and it consists of
shares left to the School by the Late Arthur Menzies. We have a long
term strategy of holding onto the shares and using the dividends so while
they may raise and lower in value over the years this is a paper valuation
and has no impact on the operational funds of the school. Dividends from
the shares are used for maintenance and capital projects. In 2020 we kept
the income to be put towards upgrades to toilet facilities in the original
school building in 2021 and the possible purchase of additional land for
future expansion. .
Our income in 2020 was $1,818,918 a decrease on last years $2,134.132
due to a decrease in student numbers and the fact last year we received
$300,000 towards our new building. Our expenditure was $1,596,681 an
increase on last years $1,548,037 for the year or $55,058 per student.
Our largest expenditure items were wages and related costs totalling
$1,075,708 for the year or 67.5% of our total expenditure. There is an
item in the expenditure Administration Expenses of $140, 010. This is the
schools share of the cost of administration for the organisation. Our
school does not have its own administrative and management staff with
all these functions being provided by Head Office in Wallendoon Street.
Under Elouera Association policy the administration fee can be no higher
than 15% of the income of any division. The fee this year was only 7.7%
of the schools income.
Related Party Transactions, we report $40,433 of related party
transactions, this can be purchases from a board member or staff
member however neither is the case here s we are reporting the
expenditure to Elouera Hire who have a cleaning business that provides
the cleaning service to the school at a normal commercial rate. For many
years we had difficulty in finding reliable cleaning staff or contractors, so
we started our own company to solve this problem. Now cleaning is at a
very high standard fully meeting the needs of our school through the
Covid Period.

Government funding for the entire year was a split between State and
Federal Governments, a combined total of $1,743,025 with the balance
coming from shared dividends, donations and fee's. Our funding was
$306,799 lower in 2020 than 2019 mostly because we had a $300,000
grant for the school building that year however the funding per student
has increased due to the new funding models and we will see increases
for a a few more years net as we transition to this model.
Our auditors Bush and Campbell audit the whole of the organisation each
financial year and the Elouera Special School each calendar year.
The accounts that follow have been audited by Bush & Campbell
Chartered Accountants of Wagga Wagga. They represent a true and
accurate position of the Elouera Special School as at 31 December 2020.
Any specific questions or enquiries relating to these accounts can be
directed to Allan Young on (02)6942 6586.
THANKYOU

Chief Executive Officer

